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DEPARTMENT OF ADMINISTRATIVE SERVICES
REAL ESTATE AND CONSTRUCTION SERVICES

Building Design and Construction
450 Columbus Boulevard
Hartford, Connecticut 06103




TUC User Guide - Volume V - Revisions and Additions
All applicable eBuilder references changed to “TUC” for Trimble Unity Construct.

Section 11 (New): Contract & Amendment Initiation — Process for initiating an On-Call Contract
Series of Contracts, and for initiating Formaland CMR Contracts and Amendments.

Section 11A (New): On-Call Contract Series — Contract Approval —Spawned Process for
Continuation of Approval for On-Call Contract Series Contract Creation.

Section 11B (New): Construction Manager at Risk (CMR) — Contract Approval — Spawned Process
for Continuation of Approval for CMR Contract, WAO, and Amendment Creation.

Section 11C (New): Formal Contract — Contract Approval - Spawned Process for Continuation of
Approval for Formal Contract and Amendment Creation.

Section 11D (New): Contract & Amendment Commitment Creation — Spawned Process for
Continuation of the Contract & Amendment Approval to establish the specific
Contract/Amendment Commitment for the subject project.

Section 14A (New): 6015 Communications Request for Social Media — Spawned Process from the
6010 Bid Release Form Process.

Section 14B (New): 6700 Bid Tab Sheet — Spawned Process from the 6900 Contract Award
Process.

Section 14C (New): 6705 Request for Evaluation of Apparent Low Bidder’s Qualifications —
Spawned Process from the 6900 Contract Award Process.

Section 14D (New): 6710 Request for Construction Contract Award Recommendation — Spawned
Process from the 6900 Contract Award Process.

Section 14E (New): 6050 Construction Contract Award Recommendation —Spawned Process
from the 6710 Request for Construction Contract Award Recommendation Process.

Section 14F (New): 6800 Letter of Intent — Spawned Process from the 6900 Contract Award
Process.

Section 14G (New): 6950 Formal Project Clearance — Form that is issued as part of the 6900
Contract Award Process and serves as a notice to the PM to download and complete Form 7000
- Construction Start Date and Notice to Proceed.

Section 15 (New): Design Review Submittal - Process for completing and submitting a Design
Review Submittal.

Section 19 (Revised): 7390 Application and Certification for Payment — Final Payment
Application. Subprocess instructions were added.

Section 20A (Revised): Agency Change Requests. Process changes and other minor clarification
updates.

Section 21 (Revised): Proposal Requests. Minor clarification updates.

Section 25 (Replaced/New): Submittals (Processes Module). New content was added concerning
the Submittals processes type.



Section 26 (New): 7004 Non-Conformance Notice. Instructions for new processes type.

Section 27 (New): 7805 Contractor Request for Substantial Completion Inspection. Instructions
for new process type.

Section 29 (Revised): 7989 AA Project Closeout. Document submission updated. Minor
clarification updates. BO review to occur outside of Trimble with outside correspondence
uploaded to Trimble by the AAE once the final reconciliation is complete. AA Commitment
Closeout instructions added.

Section 30 (Revised): 7990 Project Closeout. Document submission updated. Minor clarification
updates. BO review to occur outside of Trimble with outside correspondence uploaded to
Trimble by the AAE once the final reconciliation is complete. Asset Value Memo to be
completed by PM and BO, outside of Trimble, and upon completion uploaded to Trimble by the
PM.
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Section 1: Basic User Navigation

1.01 Accessing the project

Log in to TUC: https://gov.e-builder.net.

£ e-Builder. I reutler = @

My Home  Oashboard ¢t Planning  Forms H smex Documents  Calendar  Comtacts Cost Schsdule Reports e

Find the project you wish to access in the list, as shown below, and click on the Project Name to open the
project;

€ e-Builder. NG

My Home Dashboard = Projects Processes Documents Contacts Cost Schedule Reports Setup  ee»

DAS Project Project

Number Manager Project Status Agency Description

Department of

- edit || *BI-CS-1005 - DAS Tst 5 BI-CS-1005 Craig Russell N/A
g Administrative Services
edit || *BI-CS-1010 - DAS Test Project BI-CS-1010 i Craig Russell HOAE G Rede it SOk ot Giect
Higher Education
= i e = T 2 e = Board of Regents for
L | *BI-CS-510 TEST - Test Project 6 BI-CS-510 Craig Russ
- i 2ig Russel Higher Education
B e = e Crait . . Board of Regents for . .
edit L) *BI-CS-TEST - Test Project BI-CS-TEST 7 iz el Craig Russell  M-1900 CD Phase i e This is a test project report to test the :
Russell Higher Education

or you can search for your project by entering the project number into the “All projects” dropdown list,
or by looking for it under the list by clicking dropdown arrow from the “All projects” dropdown list.

£ e-Builder I

Flarining Foums: Lt S0 Dacumsnts Calervdar Conlacts Cost  Schoduls Repoats

B ) - Tt B O . e et By iimg
Erobons Bapen

T30 - Sat ook Carogroans
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Either option will bring up the “Project Details” page. The “Project Details” page has a Project Menu
with links for the modules related to that specific project.

My Home Dashboard | Projects Processes  Documents Contacts Cost Schedule Reports

Project Details For 2i-38-123 - Thisis 2 test

Project Name Bl-3B-123 - This is a test
e-Builder Project Administrator O'Brien , Timothy
Project Status Active
Address
Country USA

Start Date 09.11.2023
Target Date 09.11.2023

Description fqwrefqwrfqwrfg wrgfwer gweg wegweg wrgherfhnrt hntyrhnrt hn rthn
Project M enu rthn thn trhn thn thart hnrthn rthnt hnfgwrefqwrfqwrfg wrgfwer gweg W
Project Webcam
Details Last Modified By O'Brien, Timothy
Planning Date Last Modified 12.06.2023
Forms
Issues Custom Fields (85)  Motes (0) Documents (0)  Forms (0)  Processes (0) = Settings
Processes DAS Project Number:
Documents Project Name: BI-3B-123 - This is a test
DAS Project Status: M-2910 Claim Phase
Schedule _ i
Project Delivery Method:
Cost Project Type:
Contacts Is this a CHEFA project:

Date Project Initiated:

Calendar
Submittals

1105 Submission:
1105 Reviewed:
Agency Request for Project

1.02 Navigating to the Project Processes Module and Initiating a Process Instance

In the Project Menu in the left panel. Click “Processes.” Then, to the upper right, click “Start process.”

My Home Dashboard Projects Processes Documents Contacts Cost Reports e«

e Unfinished Drafts ‘ Import Processes
Project Processes B-38-123-Thisis a test -

Recent Pages - c‘ a = Filters
Project Menu
> [ Details Instan.. T  State . Subject N ":' 95 g Date Due l

Since

o Planning
Forms
> b Issues
» | Documents

Schedule
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In the “Select process” pop up window, search for and select the name of the Process type needed. Then
click the blue button in the lower right that says “Start [process prefix]”.

See more details on how to use the Processes module, starting at Section 7.

Select process

7995 Archival Data for Project Documentation (7995)

v 7995 Archival Data for Projett Documentation (7995)

Start 7995
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2.01

2.02

2.03
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Section 2: Project User Access

For DAS Project Managers:

When a DAS Project Manager is assigned to a project in TUC, the Project Manager may contact
Construction Support Services (Tim O’Brien in Teams or at timothy.o’brien@ct.gov ) to gain access to the
project in TUC.

For Agency Users:

Agency PMs may contact Construction Support Services (Tim O’Brien in Teams or at
timothy.o’brien@ct.gov ) to gain access to a project in TUC for themselves, or for other agency staff. For
each user, please provide the following information:

1. Name

2. Department

3. Email address

4. Project numbers, if only certain projects, or all in a department prefix.
5. Role: Agency PM, Agency Signatory or review only.

For Consultants and Contractors

Requests for user access to a project for consultant staff, contractors or any other outside user should
come from the DAS Project Manager or from the CA assigned to the project, if the DAS Project Manager
has delegated the CA with that responsibility. These requests for access may be made to Construction
Support Services (Tim O’Brien in Teams or at timothy.o’brien@ct.gov ). Please provide the following
information for each user:

1. Name

2. Company

3. Email address

4. Project number or numbers

5. Role on project, such as A/E, A/E subconsultant, CA, GC, CMR or other.

Please specify if the users will only need access to submit Invoices/Payment Applications, otherwise the
user will be in workflows and get workflow notifications.

CT DAS 0175 (Rev.6.5.25) 0000 Guidance Manuals


mailto:timothy.o%E2%80%99brien@ct.gov
mailto:timothy.o%E2%80%99brien@ct.gov
mailto:timothy.o%E2%80%99brien@ct.gov

0175 TUC Guidance Manual

Page 8 of 350

Section 3: (Reserved for future use)

3.01 Coming Soon
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Section 4: Add Funding Sources

Accessing the Project

Follow the instructions provided in Section 1 to Access the Project.

Under the “Project Menu”, click “Cost” and then click “Commitment” to navigate to the Commitment
record. Click “Edit” after opening the “Commitment Details” page.

Project Menu

> [ Details

Planning

Forms
> = lssues
Processes
Documents
Schedule
Cost
Cost Summary
Funding Sources
Budget Details

Commitments

PR Y e

Commitment Details

Commitment Overview ~ Other Details

Project:

mary tems Pending Approval | Unfinished Drafts | Data Entry | Account Level Cost

Financial Summary

Mail Merge | Request Approval  Approve  MakePending  Delete

CA Contract
on

Lump Sum Amount

test5

Export v View Funding
Original
Item # « Budget Line Item Description Current Budget Funding Rule Commitment Retainage Percent | Custom Field(s)
Amount
Loo1 1 0.00 1.00 .00 =R
e | @ 1013 On-Call (CA, CAm, €X) 2 000 1.00 000 |
Total 000 200

Click on the pull-down menu in the “Funding Rule” column and then select the most appropriate funding

source.

Commitment Items

O | item Number | Line item

( ? 001 g10.130

( ? 002 al10.130

Total

Description

” on-Call (CA, CAm, CX) 2

Manage Funding

Current Budget Funding Rule Amount Allowance | Custom Field(s)

? On-Call (CA, CAm, CX) 0] A 100 8] [ Delet
ARPA Funds a
00 Delet
000 CHEFA Funds [0 & e
DAS Minor Capital Project Funds
Energy Funds
0:00 " federal Fund —

Add New Commitment Item

Item Number 003

HazMat Funds
QOther Funds|(Special Legislation, etc.)
Scheol ConMruction Grant Funds
State Bond Funds
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After selecting the appropriate funding source, click “Save.”

Funding Source Distribution For : All Items

Distribution

Funding Source Amount

@
® pPercentage

Agency Transfer of |

ARPA Funds

CHEFA Funds

DAS Minor Capital Project Funds
Energy Funds

Federal Funds

HazMat Funds

Other Funds (Special Legi
School Construction Grant F

State Bond Funds

Page 10 of 350

Note that the “Funding Rule” has been changed for all of the lines. Click “Save” to complete.

Edit Commitment
Commitment Overview

Project

Master Commitment:

* Commitment Type

* Commitment Number
Unit Cost Options

* Description,

* Commitment Control

Created:

Other Details
Commitment Date:

Scope of work

* Default Retainage Percent:

Commitment Items

O item Number  Line Item

Total

23a Project Name
Please select a master commitment. v
| CA Contract v Status:
|,m' * Company:
[Lump Sum Amount v Company Number:

[tests Contact

Controlled By Line Item

imothy O'Brien;

Motice to Proceed Date

0.00 Retainage amoun
Description Current Budget
’
On-Call (CA, CAm, CX)
’ =
On-Ca A CAm, CX) 2

0.00

Draft

Chncel

real company
zz7z-testingonly

v

Select a contact.

Support manual entry

Manage Funding

Amount Allowance | Custom Field(s)

100/ m @ Delete
1004 O [ Delete
»

2.00
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Section 5: Edit Budget Details

The Budget tool in TUC is used to track money that has been allocated or otherwise made available for
commitment and expenditure on a project. The Budget tool is not for the entry of the whole 1105
project budget unless funding has been allocated for the entire project. The following instructions
concern making changes to the Budget in TUC so that it reflects the money that has actually been

allocated to a project.

5.01 Accessing the project

Follow the instructions provided in Section 1 to Access the Project.

5.02 Creating a new Budget Change entry

After accessing the project, under the Project Menu:

1. Click the arrow next to “Cost” to open the Cost options.

Then click on “Budget Details”. That will open show the current project allocated Budget.

2
3. Then Click on the “Budget Changes” tab. Previously entered budget changes will be listed.
4

To start a new Budget Change entry, click “Add."

My Home Dashboard Projects Processes  Documents Contacts | €Cost Schedule

Budget Details For &i-38-127 - This is a test

Project: BI-38-127 - This is a test

Created builder implementation)

Approved 09.12.2023 (e-builder implementation
Description:

Quick Cost Summary

Current Budget Current Commitments Actuals Approved
10.00 0.00 0.00

Project Menu

> Details

Cost Summary Items Pending Approval | Unfinished Dra

Reports Setup  =s-

fts | DataEntry | Account Level Cost

Mail Merge  Edit

Status: | Approved

Budget Controk: Controlled Total

Actual Cost To Complete

0.00 (10.00)

Projected Over/(Under)

Budget te stom Fields (0)  Notes (0 Documents (0)
-
© Planning e ——
Forms Show: [All
y ¥ Issues
T U |#a Description Reason For Change Applies To
#2 Processes e
O o First test entry Original Budget Original Amount
> Documents
Totals

Schedule

Budget Details

Commitments

rms (0) | Processes (0)
T Epe——Mair %
Status Date Of Change Chahgg Amg

Approved 2.18.2023
10.00

Mail Merge Add
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A new screen will open entitled “Add Change Details”. Complete the following:

1. Select a reason code, such as “Original Budget”. “(Original)” at the end of it means that the
reason code will make this change show up in the budget as original costs.

2. Enter a Description.

3. Select “Save and Add All Line Items”.

Add Change Details

Save and Add All Line ltems Save and Add Items One at a Time Cancel
Project Name: BI-3B-127 - This is a test
* Budget Change Number: Status: Draft
I"‘ Reason Code: , |Original Budget (Qriginal) vI * Date Of Change: 12182023  ER

I * Description: v Completing the budget for the test project I

Custom Fields

Save and Add All Line Items aye and Add Items One at a Time Cancel

On the next screen, click, “Continue.”

Add Change Details
Confirm Add All Budget Items

Are you sure you want to add all budget line items to the change?

g Back
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The “Edit Change Details” screen will open. Then enter the changes:

This column has the Cost Codes for each line in the Budget.
This column has the current Budget amount for each Cost Code.

Page 13 of 350

C This is the column where the changes being made are entered. Click on the “0.00” or the “penci

|II

button in the line item you want to edit. Enter the change amount for that Cost Code, which can be
either a positive number, for an addition, or a negative number, for a reduction.

D The Net Budget Amount for each Cost Code will calculate automatically. The Net Budget Amount is
equal to the Current Budget Amount (B), plus (or minus for negative numbers) the Change Amount

(€).

E The value at the bottom of the Net Budget Amount column should reflect the total amount currently

allocated to the project.
F  When the entry is complete, click “Save.”

Edit Change Details

F ncel
Project Name: BI-3B-127 - This is a test
* Budget Change Mur o0z Status: Draft
* Reason ( Original Budget [Original) ol * Date OF Change: 12,18.2023
* Description: Completing the budget for the test project

Budget Change Items A B 4 D Recalculate All

Description [Budget Line ltem Current Budget Amount Projected Commitments | Formula Change Amount Net Budget Amount

Total Acquisition {Land / Building) j01.000 0.00 0.00 Add v 00 | R
2 Erwironmental Remediation .. 02.000 0.00 0.00 Add 4 aoo | &
3 Or C 0.00 0.00 v 00 | =
4 Total CMR Construction Phase (W... 103,100 10.00 0.00 ) o | &
5 Total DBB Construction Phase 0.00 .00 ) o0 | &3
6 Total DAS/CS Contingency INon-C... J04.000 0.00 0.00 y o0 | B
7 Total Equipment 0.00 0.00 Add v 00| &
8 Total Telecommunications 0.00 0.00 Add il 000 | @
9 Total Studies (Pre-Design, Envircn.. 0.00 0.00 Add 0.00 i
0 Total A/E (Design Phase, Bidding P... 0.00 0.00 Add ] 000 | @
1 On-Call {ARC, CIV-SUR-LA, ENGY, j08.130 0.00 0.00 Add v 000 | &
2 Total Other (including CMR Precon... [09.000 0.00 0.00 Add 0 000 | &

Total CA (Design Phase, Bidding P... |10.000 0.00 0.00 Add V4 000 | &
1 »
tal 10.00 0.00 0.00 E
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5.03 Navigating back to a draft budget change
To access a previously saved budget change entry:
1. Follow the instructions in 5.1 & 5.2, steps 1-3 to navigate to the Budget Details/Budget Changes tab.
2. Click on the item # of the draft change to reopen the draft.

Budget Details For |ei-38-127 - Thisis a test -
Mail Merge Edit
Project:
Created Status: Approved
Approved Budget Control: Controlled Total
Description
Quick Cost Summary
Current Budget Current Commitments Actuals Approved Actual Cost To Complete Projected Over/(Under)
10.00 ).0( 0.00 (10.00}
Budget Line items Budget Changes (2)  Cugtom Fields (0)  Notes(0) Documents (0) Forms(0)  Processes (0)
Export v  Mail Merge = Add
Reason For Change Applies To Status Date Of Change Change Amount
est entry Original Budget Original Amount 12.18.2023 10.00
pleting the budget for the test project Original Budget Original Amount 12.18.2023 0.00

10.00

Mail Merge Add

5.04 Approving a budget change

A budget change can be approved by clicking “Approve”. Alternatively, the “Edit” button can be clicked
to re-open the draft for further changes.

Budget Change Details

Mail Merge  Make Pending Make Projected Request Approval [Edit] Delete

Status:

Project 31-38-127 - This is a test

Change Number:

Reason Code: Date of Change

Applies To: Amount Created (Timothy O'Brien)
Description “ompleting the budget for the test project
Quick Cost Summary
Current Budget Current Commitments Actuals Approved Actual Cost To Complete Projected Over/(Under) |
10.00 0.00 0.00 0.00 (10.00)

If “Approve” was selected, the approval confirmation screen will appear. Click or enter the approval
date. Comments may be entered under “Note,” but are not required. Click “Approve”.

Confirm approval

Are you sure you want to approve the budget change 002 - Completing the budget for
the test project for 0.00?

Approval datd
12.19.2023

Note

Click approve to change the status to "Approved'. All change items with 0.00 amount will be
removed.

Check spelling Approve icel
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5.05 Budget should reflect all approved changes.

The project budget should now appear updated, based on the sum of the initial budget and all of the
Budget Change entries. The budget is broken down by cost code in the “Line Item” column and the
“Current Budget” column should reflect the updated current project budget. The number at the bottom
of the “Current Budget” column should be the total money allocated to the project, as updated by the
Budget Changes made.

S omsummary | s renang appons | Snmanea uras | e iy | cccun e o

Mail Merge Edit

uilder implemer Status: Approved
uilder implemer Budget Control: Controlled Total
Description:
Quick Cost Summary
i Current Budget Current Commitments Actuals Approved Actual Cost To Complete Projected Over/(Under]
10.00 0.00 0.00 0.00 (1000
Project Menu
> B Details ) = = = =
Budget Line Items (18) | Budget Changes (2) | Custom Fields ()  Motes (0]  Documems(0)  Forms{0)  Processes (0]
®e Planning
Forms Group By: [ Line Item v | Show Fitter Export +  ApplyTemplate  Add
> T= Issues
z Show 100 v 18 items in 1 pages
®2 Processes E s
Approval .
Jacume All g P d
» & Documents Line tem escription Assumption o Required For Original Budget Current Budget Pehding Changes | T | Proacete Bankect
= Charges a 3 Changes
= Schedule Change
v m$ Cost T
Cost Summary sl Acquisition i - . . .
00 0.0C
Funding Sources and / Building)
Budget Details
Commitments ¥ 0.00 0 000 o.
Actual Costs
Cash Flow v 0.00 0 .00 0.
Other Cost Columns
&) Contacts
o 1000 o
B Calendar
10.00 0.00 0.00 10.00

> & Submittals
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Section 5A: Tracking DAS Fees

5A.01 Accessing the project
Follow the instructions provided in Section 1 to Access the Project.
5A.02 Creating a Commitment Record for DAS Fees

The following applies if the project does not already have a Commitment record for DAS fees.

1. After opening the project record, select “Commitments” under the “Project Menu” and then click on
“Commitments”. If no commitment appears for DAS fees, click, “Add.”

My Home Dashboard Projects Processes  Documents Contacts & Cest Schedule Reports Setup  se»

Cost Summary | Items Pending Approval | Unfinished Drafts | Data Entry | Account Level Cost
Commitments For |s1-38-126 - Thisis 2 test -
Commitment Summary
Project: Bi-3B-126 - This is a test
Qriginal Commitments: 0.00 Pending Commitment 0.00
Changes:
Approved Commitment 0.00 Projected Commitment 0.00
Changes: Changes:
Non-commitment Costs: 0.00
- Current Commitments Value: 0.00 Projected Commitments 0.00
Value
x uick Cost Summar!
Project Menu a y
Current Buﬂget Current Commitments Actuals Appmved Actual Cost To Cnmplete ijected Over/(Under)
¥ Details 0.00 0.00 0.00 0.00 0.00
e Planning
Forms Show: [ Al | [All Commitments v| Go | ShowAll Show Filter 5 Add
> F Issues I /’,/""
M L = Commitment Current Projected. - Actuals Renmaii
. " Ufsa =
f Processes Description | Company Date | Status Commitment Type R | s - = . - St
> Documents § i S
= There are no commitments for the-sefeefion.
= Schedule —
v s Cost s o
Cost Summary i
Funding Sources e

Commitments

AAGuahCoRts A X

2. That brings up the draft Commitment form. This description will concern three different parts of that
form (labeled A, B and C, below):

Add Commitment

Commitment Overview Savo. Cancel
A . ; e
= [ o * r
. (o S Arvre | =
* ]
Other Details
;
4

 ntut e | o]

Commitment Items

Add New Commitment ltem
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A. Add Commitment

A.1l. Inthe “Commitment Type” field, select, “DAS Fees.”

Commitment Overview Save
Project: | BI-38-126 - This is a test
Master Commitment: Please select a master commitment Ad
* Commitment Type: [ DAS Fees v Status: Draft
* Commitment Number: * Company Department of Administrative Servic ~
* Unit Cost Options: Company Number. DASQ01 -
* Description: | Contact

* Commitment Control: Controlled By Commitment Item

A.2. Inthe “Company” field, type “Department of Administrative Services”. Note that the Company
Number will populate automatically as “DAS001”.

A.3. Enter the Commitment Number, using the following format. Starting with “DAS001” (the
“company number”), then type one dash. Then, excluding the “Bl”, “CF”, etc. and all other
dashes, enter the project number as shown.

Project: BI-3B-126 - This is a test
Master Commitment: Pleagisgiect a master commitment... v
* Commitment Type: | DAS Fees v
* Commitment Number: [ DASOO1;§B126 ]
* Unit Cost Options: | Lump Sum Amount v |

A.4. Inthe “Description” field, type a prose description, such as, “DAS Fees on project 3B-126.” The
“Unit Cost Options” field should not be changed.

B. Add New Commitment Item

Under the “Add New Commitment Item” section:
B.1. Click on “Please Select a Line Item”. This is where the Cost Code is selected.

Add New Commitment Item

Item Numbfer

Budget Line Ite ease
Current Budgkt

Description
Retainage Percent 0.00
Amount 0.00

Allowance Item? ;
Custom Field(s) E

Add
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B.2. Click on Cost Code 12.000.

Budget Line Items

| Account Code | Description

07.000

08.000

13.130

otal Acquisition (Land / Building)
Total Environmental Remediation & Haz-Mat Abatement By Owner
On-Call (ENV, HAZ)

Total CMR Construction Phase (WAOs, Cost of the Work, Allowances, CMR Fee, & Contingency)

otal DBB Construction Phase

Total DAS/CS Contingency [Non-Commitment Cost]

Total Equipment

Total Telecommunications

Total Studies (Pre-Design, Environmental Impact Evaluation, & Other)
Total A/E (Design Phase, Bidding Phase, & Construction Phase)
On-Call (ARC, CIV-SUR-LA, ENGY, EPA, EST, MBE-ARC, MBE-CIV, MDE, MEP, ROOF, SCH, STR, VEH)
Total Other (including CMR Preconstruction Phase)

Total CA (Design Phase, Bidding Phase, & Construction Phase)
On-Call (CA, CAm, CX)

Total Art

Total DAS/CS Fee [Non-Commitment Cost]

Total Claims Fee

On-Call (ANLY-AUD)

Clear Selection Close

B.3. Enter the Amount to be committed to DAS fees, at least initially, and then click “Add”.

Add New Commitment Item

Budget Line ltem

Item Number

Current Budget

Description

001

12.000
0.00

|T0ta| DAS/CS Fee [Non-Commitment Cost]
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C. Commitment Items

Under the “Commitment Items” section, confirm that the information is correct. Any fields with a pencil
next to them can be opened for editing by clicking on the “pencil”. For example, to edit the Amount, click

on the pencil next to that number, change the number and click in any blank area of the form to allow it
to update.

Commitment Items

] | item Number Line Item Description Current Budget Retainage Amount | AlJowance C

001 i 12.000 Total DAS/CS Fee [Non mitment Cost 0.0

Total 0.00

C.1. If the information is correct, click “Save.”

Add Commitment
Commitment Overview incel
Project: | BI-38-126 - This is a test
Master Commitment:

Please select a master commitment. v
* Commitment Type: Status: - Drait
* Commitment Number: * Company: Department of Administrative Servici ~
* Unit Cost Options: Company Number: DAS00T

* Description: Contact: Select a contact.. v

* Commitment Control: Controlled By Commitment Item

C.2. Saving the draft commitment leads to a pre-approval summary screen. Before the
commitment can be used, it must be approved, which Project Managers can do.
a. To approve the DAS fees commitment, click, “Approve.”

Mail Merge RequestAgpmvakePending Delete  Edit

Company Nu

Commitment Details

Commitment Overview  Other Details  Financial Summary

Commitment

Commitment Items (1)  Custom Fields (13 Notes (0) Documents (0) Forms (0) ~ Processes (0)
Show Filter Export «
Original
Item # Budget Line Item Description Current Budget Commitment Retainage Percent | Custom Field(s)
Amount
pelete | (@ o1 2,000 Total DAS/CS Fee [Non-Commitment Cost] 0.00 0.00 0.00 i
Total 0.00 10.00

b. Inthe next screen, click on the date hyperlink to populate an approval date or enter an
“Approval Date.” Enter a note, if applicable.
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Then either click “Yes, Approve the Commitment” to approve or “No, cancel” to return back to the

screen with the commitment as a draft.

Commitment Details

Confirm Approval

Are you sure you want to approve the commitment?

Approval Date

o

Add a note:

y

Yes, Approve the Commitment

5A.03 Entering DAS Fees Actual Costs

1. Under Costs > Commitments, click on the commitment number of the DAS fees commitment.

S2 e-Builder. G tobrien3 - @
My Home Dashboard Projects Processes  Documents Contacts = Cost Schedule Reports Setup  eee
Cost Summary | Items Pending Approval | Unfinished Drafts | Data Entry | Account Level Cost
Commitments For 838126 - Thisis  test -
Commitment Summary
Project: | BI-38-126 - Thisis a test
Original Commitments: 1000 Pending Commitment Changes: 0.00
s 0.00 Projected Commitment Changes: 0.00
00
1000 Projected Commitments Value: 10,00
= Quick Cost Summary
Current Budget Current Commitments Actuals Approved Actual Cost To Complete Projected Over/(Under)
Project Menu 240.00 10,00 0.00 10.00 (230.00) =
¥ Details x| Go | showall snowrite Export ~  Mail Merge  Add
o Planning .
) f Commitment Current | Projected Actuals Remaining
Forms sny XN e SaBrE v e ([ Comnralmecd | B Comaimet [ Balance
> ¥= lssues ect 38-126 | Deffortment of Administrative Services | 12.12.2023 | Approved | DAS Fees 10.00 1000 1000 000 1000
#f Processes i
10.00 10.00 10.00 000 10.00
> 12 Documents
= Mail Merge  Add

Schedule

v n$ Cost

Cost Summary

Budget Details
Commitments
Actugl Casts y v
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2. Click on the “Actual Costs” tab and then click on the “Add” button.

§2 e-Builder tobrien3 ~ @

My Home Dashboard Projects Processes  Documents Contacts = €est  Schedule Reports Setup  eee

oval | Unfinished Drafts | Data Entry | Account Level Cost

Cost Summary | Items Pending

Commitment Details

Commitment Overview  Other Details | Financial Summary
MailMerge  Void  Close  Edit
Project:  BI-3B-126 - Thisis a test
Commitment Type: DAS Fees Status:
Commitment Number:  DAS001-3812 Company of Administrative Services

Company Number:

Unit Cost Options

Description: DAS Fees on prt 3B-126 Contact:
P iy M Commitment Control: Controlled By Li
rcuect enu Created: 12.12.2023 (Tim Brien) Approved: 12.12.2023 (Timothy O'Brien)
> [ Details
e Planning Commitment tems (1) | Commitment Changef((0) = Actual Costs (0) ~ CU¥om Fields (13) ~ Notes(0) = Documents (0)  Forms(0) = Processes (0)
Forms Sl
> 3= lesues Show: [Al ~] show Filter e Add
*lz Processes O Invoice # Description \ Date Received ~ | Status | Invoice Amount

£
> L Documents - —
here are no commitment invoices for the selection. =
= Schedule —
¥ s Cost
Cost Summary

3. Enter a description of the actuals record in the “Description” field. Under “Invoice Amount,” enter
the amount of new DAS fees to record, then toggle “Status” to Approved” and then click “Save”.

Add Invoice

Invoice Overview Save and Add §

Project: BI-3B-126 - This is a test
Commitment: DAS001-38126 * Satus: [Approved
* Invoice Number |001 < &

* Dote Deceived

Thidis a retainage release: L

* Description: | DAS fees from ___to

Invoice Items @

InvoiceMmount

Commitment Item # Description Budget Line Item Current Invoiced To Date Retained To Date Remaining to bé Retdinage % |

Commitment nvoiced

0 Q901 Total DAS/CS Fee [Non-Commitment Cost] 12.000 10.00 0.00 0.00 0.00%

Total 10.00 0.00 0.00

4. Inthe next screen, click on the date hyperlink to populate an “Approval Date” or enter an “Approval
Date.” Then click “Yes, Approve the Invoice” to approve or click “No, cancel” to return to the draft
screen.

Add Invoice

Are you sure you want to approve the invoice?

Approval Date:
12.12.2023

Yes, Approve the Invoice

No, Cancel

5. [Deprecated step.]
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6. The Commitment Details page shows information about the commitment record, including the
Current Commitment amount, the Actuals Approved and has a tab to show the Actual Costs
entries against that commitment.

$2 e-Builder. NG tobrien3

My Home Dashboard Projects Processes  Documents Contacts = €ost  Schedule Reports Setup e

Cost Summary | Items Pending Approval | Unfinished Drafts | Data Entry | Account Le

Commitment Details

Commitment Overview  Other Details  Financial Summary

Mail Merge  Close

Project:

Project Menu Approved 12122023 (Timothy O'Brien)
> [E Details
o Planning Commitment Items (1) | Commitment Cha Notes (0) Forms (0)  Processes (0)
Forms
> #= lssues Show Filtes
i Processes i
i e # Buget e o | Desripion | GurentSusgee | Commment | COERK ; Ecshmcl s Fena
> & Documents o e g i Commitment omyni Percent Retainage H{d  Approved
= Schedule T
v é Cost i {600 1000 000
Cost Summary
Funding Sources
Total 10.00 10. 10.00

Budget Details

i'ii i imc
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5A.04 Manually Entering a Commitment Change

To manually change a commitment amount for the DAS fees commitment on a project, proceed as
follows:

1. Under Costs > Commitments, click on the commitment number of the DAS fees commitment.

tobrien3 - @

§2 e-Builder. I

My Home Dashboard Projects Processes  Documents

Contacts | €ost  Schedule Setup

Reports

Cost Summary | Items Pending Approval | Unfinished Drafts | Data Entry | Account Level Cost

Commitments For

Commitment Summary

Project

Original Commitments 10.00 Pending Commitment Changes 0.00

Approved Commitment Ch 0.00 Projected Commitment Changes: 0.00
Non-commitr 0.00

Current Commitments Value: 10.00 Projected Commitments Value: 1000

Quick Cost Summary
Current Budget Current Commitments Actuals Approved Actual Cost To Complete Projected Over/(Under)

Project Menu 240.00 10.00 0.00 1000 230.00) &

L Details x| G0 showall Export ~  MailMerge  Add
W Planning

Commitment Current Projected Actuals  Remaining

Forms; = = e e T Amount|  Commitment|  Commitment Approved Balance

> #= Issues riment of Administrative Services | 12.12.2023 | Approved | DAS Fees 1000 1000 1000 0.00 1000
2 Processes

10,00 10,00 10.00 0.00 10.00

> & Documents
= Schedule Mail Merge  Add
ws  Cost

Cost Summary

Budget Details
Commitments’

Qctugl Casts y g

2. That leads to the “Commitment Details” screen. On that screen, under the “Commitment
Changes” tab, click “Add.”
Commitment Details

Commitment Overview = Other Details ~ Financial Summary

Mail Merge Close Edit

Project BI-38-126 - This is a test
Commitment Type: DAS Fees Status: Approved
Commitment Number. DAS001 3 Company ent of Administrative Services
Unit Cost Options: Lump Sum Amount Company Number
Description: DAS Fees on project 38-126 Contact
Commitment Control Controlled By Line Item
Created 12:12.2023 (Timothy O'Brien) Approved: 121 23 (Timothy O'Brien)

Commitment Itemf (1)

Show: [All | Add

Applies To Status Date Of Change Change Amount

O|#a || Description Reason For Change

[

There are no commitment changes

3. Onthe “Add Change Details” page, enter a Description, select the correct change “Reason Code”
and click “Save and Add All Items.”

Add Change Details

Spve and Add Items One at a Time Cancel

Save and Add All Items

Project Name: BI-3B-126 - This is a test
* Commitment: DAS001-3B126 - DAS Fees on project 38-126
Status:

* Commitment Change Number

* Reason Code: Admin Correction (Original)

Description: | [ This DAS fees change
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4. On the next screen, click “Continue.”

Add Change Details
Confirm Add

Are you sure you want to add all commitment items to the change?

g Back

5. Under “Change Amount,” enter a positive or negative number for the “Change Amount” and
click “Save.”

Edit Change Details

ncel

Project Name:

* Commitment

* Commitment Change Number 001 Status: Draft
* Date Of Change 12122023 B * Reason Code: Admin Correction (Original) v
Description: This DAS fees change
Commitment Change Items
# Commitment Item Description Current C Change Amount & Commitment Custom Field(s)
Percent Amount ount

001 00 7 Total DAS, C

1000

6. To approve the commitment change, click “Approve.” Click “Edit” to return to the draft
commitment change for further editing.

Commitment Change Details

(YY"

Mail Merge  Make Pending ~ Make Projected

Request Approfal  Approve Delete
Project
Commitment: Status: | Draft
Change Number: Company: | Department of Administrative Services
Reason Code: Admin Correction Date of Change: 12122023
Applies To: Original Commitments Created: 12.12.2023 (Timothy O'Brien)
Description: This DAS fees change

Quick Cost Summary

Current Budget Current Commitments Actuals Approved Actual Cost To Complete Projected Over/(Under)
240.00 10.00 1.00 9.00 (230.00)
‘Commitment Change Items (1) Custom Fields (7) Notes (0) Documents (0) Forms (0) Processes (0)
Show Filter Export ~ Add All Line Items Add Item
#a Commitment Item Description Budget Line Item Current Commitment Amount = Change Amount
Delete | 001 001 Total DAS/CS Fee [Non-Commitment Cost] 2,000 1000 100
Totals 10.00 1.00
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7. If approved, click on the date hyperlink to populate an “Approval Date” or enter an “Approval
Date.” Enter a note, if applicable, and click “Continue” to approve, or “No, cancel”

to return to
the commitment change as a draft.

Commitment Change Details

Approve Commitment Item(s)

Are you sure you want to approve the commitment change 001 - 1.00?

Please review the following $0 change line items that will be included in the change upon approval. Note: Line items less than, or greater than, $0 are
not displayed in the below grid.

Approval Date

PPN

Click continugefo changeihe

4
tus to Approved.

Check Spel p, Cancel

8. If “Continue”, the Commitment Change Details page will open, which is the record of that

commitment change. To return to the commitment, itself, click on the commitment number next
to label for “Commitment.”

Commitment Change Details

Mail Merge Void Edit
Mojed
Commitment:
Charge Nymbe

Status: Approved
Reason Code:

Company; D

of Administrative Services
Admin Torrecfion

Date of Change 1
Applies To: Original Commitments Created: 1 imothy O'Brien)
Description: This DAS fees change Approved: 124

3 (Timothy O'Brien)
Quick Cost Summary

Current Budget Current Commitments

Actuals Approved Actual Cost To Complete

Projected Over/(Under)
240.00 11.00 10.00 (229.00)
Commitment Change ltems (1)  Custom Fields (7)  Notes(0) Documents(0) Forms(0) Processes (0)
Show Filter Export «
#a Commitment Item Description Budget Line Item Current Commitment Amount | Change Amount |
001 001 Total DAS/CS Fee [Non-Commitment Cost] 12.000 11.00 1.00
Totals 11.00 1.00
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Section 5B: PM Creation of Other Commitments

Generally, commitments are by Construction Support Services as part of established procedures. There
are some circumstances, such as for purchase orders or when the commitment was approved prior to the
migration into TUC, when a commitment record may need to be entered manually. PMs are encouraged
to contact Construction Support Services before doing this in order to avoid the creation of conflicting
records. Additionally, Construction Support Services is available to assist project managers in performing
this function, should the need arise. Below are instructions for how to create a commitment.

5B.01 Accessing the project

Follow the instructions provided in Section 1 to Access the Project.

5B.02 Creating a Commitment Record

1. After opening the project record, click “Cost”, under the “Project Menu”, then click “Commitments”.
To add a new commitment, click, “Add.”

My Home Dashboard Projects Processes

Documents  Contacts | €est  Schedule Reports Setup

Commitments For |s-:a-126- The ic s tear

Commitment Summary

PFOJGCt Menu Quick Cost Summary
Current Budget Current Commitments Actuals Approved Actual Cost To Complete Projected Over/{Under)
¥ 00
e Planning
~| [&1 Commitments v| Go | ShowAn Add 4
>
- Commitment Current Projected . — Actuals Re g
P " ot
Processes Description  Company  Date | Status  Commitment Type Amcint|  Commuitment| _ Comeiment s il
? ===

mitments for he-seerfion

Commitments — )

NARUERS A, X,

2. That brings up the draft Commitment form. This description will concern three different parts of that
form (labeled A, B and C, below):

Add Commitment

Commitment Overview

T | Concel

A

: v
Project Menu = < =

Other Details

Commitment Items

C

Add New Commitment ftem
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A. Add Commitment

A.1. Enter the “Commitment Type” field. Where appropriate for older commitments not already in
TUC, ensure that “CMR GMPA” is selected for CMR GMPA commitments, and that “Prime
Contractor Contract” is selected for DBB GC commitments. The other options are for
consultants and other commitments.

Commitment Overview Save
Project  BI-38-126 - This is  test
Master Commitment: Please select a master commitment. A
* Commitment Type: [ DAS Fees - Status: Draft
* Commitment Number: * Company: Department of Administrative Servici ~
* Unit Cost Options: Company Number. DASO01 .
* Description: [ | Contact:
* Commitment Control: | Controlled By Commitment Item

A.2. Inthe “Company” field, start to type the name of the company until you see it in the drop-
down menu that appears, and click on the correct company name. Note that the Company
Number will populate automatically. If the company does not appear on the list, contact
Construction Support Services.

A.3. Delete the value that auto populated into the Commitment Number field and enter a new
value, using the following format. Start with the five-digit “company number”, then type one
dash and then type a unique indicator for this particular commitment, such a “01”. So, the
format will be 00000-00.

A.4. Inthe “Description” field, type a prose description, such as, “DAS Fees on project 3B-126.” The
“Unit Cost Options” field should not be changed.

B. Add New Commitment Item

Under the “Add New Commitment Item” section:
B.1. Click on “Please Select a Line Item”. This is where the Cost Code is selected.

Add New Commitment Item
Item Numbfe
Budget Line It
Current Budg
Description
Retainage Percent 0.00
Amount 0.00

Allowance Item?

Custom Field(s) 5
Add
B.2. Click on the applicable Cost Code.
Budget Line Items *

Account Code | Description

01.000 Total Acquisition (Land / Building)
02.000 Total Environmental Remediation & Haz-Mat Abatement By Owner
02.130 On-Call (ENV, HAZ)

03100 Total CMR Construction Phase (WAOs, Cost of the Work, Allowances, CMR Fee, & Contingency)
Total DBB Construction Phase

Total DAS/CS Contingency [Non-Commitment Cost]

Total Equipment

Total Telecommunications

Total Studies (Pre-Design, Enviranmental Impact Evaluation, & Other)

Total A/E (Design Phase, Bidding Phase, & Construction Phase)

On-Call (ARC, CIV-SUR-LA, ENGY, EPA, EST, MBE-ARC, MBE-CIV, MDE, MEP, ROOF, SCH, STR, VEH)

Total Other (including CMR Preconstruction Phase)

Total CA (Design Phase, Bidding Phase, & Construction Phase)
10.130 On-Call (CA, CAm, CX)

11.000 Total Art

Total DAS/CS Fee [Non-Commitment Cost]

Total Claims Fee

13.130 On-Call (ANLY-AUD)
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B.3. Enter the Amount to be committed.

Add New Commitment Item

tem Mumber oo

B.4. If the “Funding Rule” option appears, click on the arrow next to this and select the correct
funding source, such as “State Bond Funds”.

Add New Commitment ltem

Item Number 001

Budget Line Item Please Select a Line Item
Current Budget

Description

Funding Rule v I

Retainage Percent 0.00

Amount 0.00

Allowance Item? -
Custom Field(s) E
Add

B.5. Click add to cause the entered information to appear in the Commitment Items section of the

form.

Add New Commitment Item

Iltem Number 001
Budget Line ltem Please Select a Line ltem
Current Budget
Description
Funding Rule v
Retainage Percent 0.00
Amount 0.00
Allowance Item? O

Custom Field(s) E

C. Commitment Items

Under the “Commitment Items” section, confirm that the information is correct. Any fields with a pencil
next to them can be opened for editing by clicking on the “pencil”. For example, to edit the Amount, click
on the pencil next to that number, change the number and click in any blank area of the form to allow it

to update.

Commitment Items
Amount | Alfowance |c

O | item Number Line Item Description Current Budget Retainage

’ ,
001 3 12.00 Total DAS/CS Fee [Non-Commitment

Total 0.00
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If the information is correct, click “Save.”

Add Commitment

Page 29 of 350

(YY)

Commitment Overview

* Commitment Control:

Project: BI-3B-126 - This is a test
Master Commitment: Please select a master commitment. v
* Commitment Type:
* Commitment Number:

* Unit Cost Options:

Lump Sum Amount_v

* Description:

Controlled By Commitment ltem

Status;

* Company:

Company Number.

Contact:

Save ncel

Department of Administrative Servier

Draft

DAS001 -

Select a contact., v

C.2. Saving the draft commitment leads to a pre-approval summary screen. Before the
commitment can be used, it must be approved, which Project Managers can do.

a.

Commitment Details

Commitment Overview ~ Other Details

Commitment Number

Commitment Items (1)

Show Filter
Item #
velete | (@ go1
Total

Commitment Type:

Financial Summary

Project

Created:

Custom Fields (13) ~ Notes (0)

Documents (0)

Forms (0) | Processes (0)

Budget Line Item Description

12.000 Total DAS/CS Fee [Non-Commitment Cost]

To approve the DAS fees commitment, click, “Approve.”

Mail Merge RequestApprovakePending Delete = Edit

Status:
Company
Company Number

Contact

Current Budget

Export ~
Original
Commitment Retainage Percent | Custom Field(s)
Amount
10.00 0.00 &=
10.00

In the next screen, click on the date hyperlink to populate an approval date or enter an
“Approval Date.” Enter a note, if applicable. Then either click “Yes, Approve the

Commitment” to approve or “No, cance

commitment as a draft.

Commitment Details

to return back to the screen with the

Confirm Approval

Are you sure you want to approve the commitment?

Approval Date

Add a note:

Check Spellfng Yes, Approve the Commitment

d Cancel
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Section 5C: Cost To Date Report

5C.01 Coming Soon
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Section 6: Project Manager Monthly Reports

Void
Void
Monthly PM
Refresh Report

v A

Start or

Refresh - )

Submit Monthly Start/Refresh
Report

Progress Report

true

4————Code Complete

false

6.01 Accessing the project
Follow the instructions provided in Section 1 to access the project.
6.02 Starting the Project Manager Monthly Status Report process (One time per project).

Note: The Project Manager Monthly Status Report process only requires one process instance per

project. Proceed to Step 6.02 for the first monthly report submission. For each subsequent report
submission, begin at Step 6.03.

If there is not a “Project Manager Monthly Status Report (PMrep)” process instance in the project
already, use the instructions in Step 1.02 to initiate a new PMrep process instance.

Click Submit, then proceed to Section 6.03.

& e-Builder © 0

Project Manager Monthly Status Report (PMrep)

Start Process

Print Check Spelling Submit Save Draft Cancel
Project: BI-3B-123 - This is a test
Process: Project Manager Monthly Status Report

Details | Documents(0) Attached Processes (0) | Attached Forms (0)

Expand All | Collapse All
One-Time Per Project Step o

Clicking "Submit” will start 2 new instance of the Project Manager Monthly Report process for this project. If there have been no Project Manager Monthly Reports done for this
project yet, this is the correct step.

However, if there already was a Project Manager Monthly Report started at any time on this project, there should already be an instance of the report for this project.

PLEASE DO NOT CLICK “"SUBMIT", HERE, IF THERE ALREADY HAS BEEN A REPORT
DONE FOR THIS PROJECT.

Instead, look in the Processes instances for this project for the report instance used previously. It will have an instance number such as "PMrep - 1°. Opening that allows the
Project Manager to update the existing report and file it again, with any changes that are needed.

Print Check Spelling Submit Save Draft Cancel

Note: If you do not see all of your projects, contact Tim O’Brien to gain access to them in TUC.
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6.03 The Start/Refresh Monthly Report step.

Within the project’s record, go to the Processes module in the Project Menu, then click on the Process
number (probably “PMrep - 1”) to re-open the process instance.

Unfinished Drafts | Import Pr

Processes For |BI-38-123 - Thisiis a test

Start Selected Process Type | Star

In MyCourt In Progress v/ Process: Project Man ... e Status :_.—: All filters @ Reset filters

Reports (0)

Print
Project Menu

: : 1
Subject Step Iln StepSince | DateDue | Status

O pMrep-1 | BI#R-123 - Thisis a test - 11/01/2023 Start Monthly Report 11.27.2023 pending

‘U

- Process «
> Details

®o Planning

Enter the due date of the current report and remove any of the attached files are no longer relevant to

the monthly report by clicking the “Remove” link below the attached file.

Current Workflow Step: Start or Refresh Monthly Report Show Workflow Step Due Date:

Subject: BI-3B-12

5 - This is a test - 04/01/2024
Status: Pending
Details  Comments (0) Documents (1) = Attached Processes (0)  Attached Forms (0) = Attached To (0)

If this is a new monthly report, change this date.
If you are refreshing or redoing this month's report, this can be left the same.

Report Due Date: @ 04.01.2024

Are these files relevant to this month’s report?
If a file is not relevant to this month's report, click the “Remove” link under its file name,
Supporting Document 1: @ *L. supporting test 1b1a.pdf (version 1)

or  Browse Comp Browse

Supporting Document 2: [ Build:

Supporting Document 3: @ e here or Browse Computer  Browse e-Builder
Su + Docum: A i
Supporting Document 4 a or  Browse Computer Browse e-Builder

Supporting Docurr 5 E
AUppoTing Document 5: @ ag and drop file her or  Browse Computer Browse e-Builder

Then select “Start/Refresh”. (“Void” is also available, if there is another instance of the Project Manager
Monthly Report that you are working with, and you wish to close this one.) When “Take Action” is
clicked, the process instance will close again. If “Start/Refresh” was selected, proceed to Sec. 6.04.

If this is a new monthly report, change this date.
If you are refreshing or redoing this month's repert, this can be left the same.

Report Due Date: @ 05.04.2024 ﬁ

Are these files relevant to this month's report?

If a file is not relevant to this month's report, click the "Remove” link under its file name,

Supporting Document 1: @ Drag and drop file here or  Browse Computer Browse e-Builder
Supporting Document 2:@ Drag and drop file here or  Browse Computer Browse e-Builder
Supporting Document 3: @ Drag and file here or  Browse Computer Browse e-Builder
Supporting Document 4: @ Drag here or  Browse Computer Browse e-Builder
Supporting Document 5: @ Drag and drop file here Browse e-Builder

Start/Refresh

-- Please select an action - v Check Spel
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6.04 Completing the monthly report form

Again, access the process instance for what should be the one instance of the “Project Manager Monthly
Status Report (PMrep)” process.

$ e-Builder NG

My Home Dashboard Projects Processes Documents Contacts Cost Schedule

Processes For Bi-38-123 - This is a test

In Progress +/ Process: Project Man ... €39 Status = oAl
Reports (0)
-
Project Menu
Step In Step Sii
o
> Details
g-123 - This is a test - 12/01/2023 Monthly PM Report 11.27.202:

aln -
© Planning

Forms

sue:

'{E Processes

Docukent

Complete the monthly update form.

Note: If a monthly report was completed in the previous month for the subject project, the information
from that month’s report will still be included in the current report form, except if there were any
manual updates to the project details during that month, i.e. project status or budget information
updates, those updates should have refreshed and be included in the updated information.

£ e-Builder o 0
PI’OJ ect Manager Monthly StatUS RepOI’t Delete Instance Workflow Override All Fields View
(PM rep) _ ‘] Instructions
Check Spelling Print Copy Delegate Save Cancel
Project: Bl-3B-123 - This is a test
Process Document: PMrep - 1 Overall Due Date:
Show History | Current Actors
Current Workflow Step: Monthly PM Report Show Workflow Diagram Step Due Date:
Subject: BI-3B-123 - This is a test - 05/03/2024
Status: Pending

Details ~Comments (1) = Documents (1) = Attached Processes (0) | Attached Forms (0) | Attached To (0)

Expand All | Collapse All

In the “Project Team” section of the form:
e “Report Due Date” is the same field available for entry in the previous workflow step, but it can be corrected,
here. It refers to the date the current report is due. It will also cause TUC to generate a PDF file that is saved
separately from other months reports, with the date entered, here, appearing in the file name. For example
05/01/2024 will appear at the end of the filename as “05012024".

e “DAS Project Manager 1” is the main DAS Project Manager for the project. This is a field that should
automatically refresh when the PM starts each month’s report to what is in the Project Details page for the
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project, and, if changes to it are made in the Project Manager Monthly Report, it should also update the
change in the Project Details page, when a “Progress” Action is taken.

e “DAS Project Manager 2” can be used to note an Associate or Assistant Project Manager working on the
project or a second Project Manager, if two are assigned. This is kept in the Project Manager Monthly Report,
but is not updated to the Project Details page.

e “Client Agency Name”. This is a field that should automatically refresh when the PM starts each month’s
report to what is in the Project Details page for the project, and, if changes to it are made in the Project
Manager Monthly Report, it should also update the change in the Project Details page, when a “Progress”
Action is taken.

e “Agency PM”. This is a field that should automatically refresh when the PM starts each month’s report to
what is in the Project Details page for the project, and, and if changed to it are made in the Project Manager
Monthly Report, it should also update the change in the Project Details page, when a “Progress” Action is
taken.

e “AJE-Firm”. This is a field that should automatically refresh when the PM starts each month’s report to what
is in the Project Details page for the project. However, since changes in this field will not update in the Project
Details page for the project, make sure to manually enter this in the project's Project Details page, as well as
here. If this is left blank in the Project Details page, any entry made in the previous Project Manager Monthly
Report will be deleted.

e “CA-Firm”. This is a field that should automatically refresh when the PM starts each month’s report to what
is in the Project Details page for the project. However, since changes in this field will not update in the Project
Details page for the project, make sure to manually enter this in the project's Project Details page, as well as
here. If this is left blank in the Project Details page, any entry made in the previous Project Manager Monthly
Report will be deleted.

e “CMR - Firm”. This is a field that should automatically refresh when the PM starts each month’s report to
what is in the Project Details page for the project. However, since changes in this field will not update in the
Project Details page for the project, make sure to manually enter this in the project's Project Details page, as
well as here. If this is left blank in the Project Details page, any entry made in the previous Project Manager
Monthly Report will be deleted.

e “GC - Firm”. This is a field that should automatically refresh when the PM starts each month’s report to what
is in the Project Details page for the project. However, since changes in this field will not update in the Project
Details page for the project, make sure to manually enter this in the project's Project Details page, as well as
here. If this is left blank in the Project Details page, any entry made in the previous Project Manager Monthly
Report will be deleted.

Project Team
Note: If the A/E or CA company that appears, below, are incorrect, you can manually correct, here, but also correct it in the project Details page.
Report Due Date: 05.032024

DAS Project Manager : [ Timothy O'Brien v

DAS Project Manager 2: [ Please select vl

Client Agency Name: [ state Library v]

Agency PM [ Please select... v]

AJE - Firm: Make sure to manually enter this in the project's Project Details page, as well as here
"Samp\e Company

CA - Firm: Make sure to manually enter this in the project's Project Details page, as well as here.
*Sample Company

CMR - Firm: Make sure to manually enter this in the project’s Project Details page, as well as here.

GC - Firm Make sure to manually enter this in the project's Project Details page, as well as here
"Samp\e Company
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In the “Project Description” section:

Project Description

“DAS Project Status”. This is a field that should automatically refresh when the PM starts each month’s
report to what is in the Project Details page for the project, and, if changes to it are made in the Project
Manager Monthly Report, it should also update the change in the Project Details page, when a “Progress”
Action is taken.

“Project Description”. This is a field that should automatically refresh when the PM starts each month’s
report to what is in the Project Details page for the project (in this case, the “Description” field in the header
of the Project Details page), and, if changes to it are made in the Project Manager Monthly Report, it should
also update the change in the Project Details page, when a “Progress” Action is taken.

“Most Recent Report” is the PDF of the most recently generated report from the Project Manager Monthly
Report process for this project prior to the one currently being completed.

Include location, brief scope, historic or emergency project, critical issue, etc. Please limit the description to 217 characters

DAS Project Status: M-2910 Claim Phase v

Project Description: fqwrefqwrfgwrfg wrgfwer gweg wegweg wrgherfhnrt hntyrhnrt hn rthn rthn thn trhn thn thnrt hnrthn rthnt hnfgwrefqwrfqurfg
wrafwer gwegq wegweg wrgherfhnrt hntyrhnrt hn rthn rthn thn trhn thn thart hnrthn rthnt hnfgwrefqwrfqwrfg wrafwer gweg
wegwegdddff

Most Recent Report: "L PMrep-00001 - BI-3B-123 - This is a test - 05022024.pdf (version 2)

Properties | Download (84,3KB) | Redline

In the “Financial” section:

“Total 1105 Authorized Project Budget” is the total project budget on the most current approved 1105. This is
manually updated by the PM. However, this is a field that should automatically refresh when the PM starts
each month’s report to what is in the Project Details page for the project, and, if changes to it are made in
the Project Manager Monthly Report, it should also update the change in the Project Details page, when a
“Progress” Action is taken.

"Manually Entered Total Project Expenditures" will override the value of “Total Project Expended” to what
the Project Manager enters, here. Any data entered here will populate into the “Total Project Expended”
field, instead of the total approved invoices (actuals) in the Cost module for the project, when the Project
Manager refreshes the Project Manager Monthly Report process. The project manager can cause what is
entered, here, to appear in the “Total 1105 Authorized Project Budget” by using the “Refresh Current”
workflow action and then using the “Start/Refresh” workflow action in the “Start/Refresh Monthly Report”
step (see Sec. 6.03) to return to the "Monthly PM Report" step. However, if the expenditures recorded in the
Cost module of TUC are accurate, the “Manually Entered Total Project Expenditures” should be left blank or
its contents should be deleted.

“Total Project Expended” should automatically update, based on the total approved invoices (actuals) in the
Cost module for the project.

“Total Expended as % of Total Project Budget” will automatically calculate, based on the previous two values.
If the PM makes changes to “Total Project Budget”, the project manager can cause TUC to recalculate this
value by using the “Refresh Current” workflow action and then using the “Start/Refresh” workflow action in
the “Start/Refresh Monthly Report” step (see Sec. 6.03) to return to the "Monthly PM Report" step.

“1105 Authorized Construction Budget”. (Note: As of 4/8/25, this field was changed from "Construction
Allocated Budget" to "1105 Authorized Construction Budget.") This is manually input and updated by the PM.
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However, this is a field that should automatically refresh when the PM starts each month’s report to what is
in the Project Details page for the project, and, if changes to it are made in the Project Manager Monthly
Report, it should also update the change in the Project Details page, when a “Progress” Action is taken.

e “Construction Cost to Date” should automatically update, based on the total approved contractor Payment
Applications. However, the PM should check to ensure that it is correct, and may change this value, if it is
incorrect. Note that this is the approved invoice amount, after retainage.

e “Construction Expended as % of Construction Budget” will automatically calculate, based on the previous two
values. If the PM makes changes to either of those two values, the project manager can cause TUC to
recalculate this value by using the “Refresh Current” workflow action and then using the “Start/Refresh”
workflow action in the “Start/Refresh Monthly Report” step (see Sec. 6.03) to return to the "Monthly PM
Report" step.

e  “DAS-RECS Fees Budget from 1105” is the amount of cost code 12 on the current approved 1105. This is
manually updated by the PM. However, this is a field that should automatically refresh when the PM starts
each month’s report to what is in the Project Details page for the project and, if changes to it are made in the
Project Manager Monthly Report, it should also update the change in the Project Details page, when a
“Progress” Action is taken.

o “DAS RECS Fees Expended from Stars Report” is the current total amount of cost code 12 fees charged
against the project and is manually updated by the PM.

o “DAS RECS Fees Expended as % of Fees Budget” will automatically calculate, based on the previous two
values. If the PM makes changes to either of those two values, the project manager can cause TUC to
recalculate this value by using the “Refresh Current” workflow action and then using the “Start/Refresh”
workflow action in the “Start/Refresh Monthly Report” step (see Sec. 6.03) to return to the "Monthly PM
Report" step.

e “Contingency” is the current unexpended 04 Contingency, and is manually updated by the PM.

e “Committed CO Total” should automatically update, based on the net of approved Change Orders. However,
the PM should check to ensure that it is correct, and may change this value, if it is incorrect.

o “Proposed COPs Total” is manually updated by the PM.
e “Commentary / Risks to Budget” is manually updated by the PM.

Financial - Total Project

Total 1105 Autharized Project
Budgetﬂ
Total Project Expended: a 42.27 Manually Entered Total Project l:l
Expendltures:ﬂ
Total Expended as % of Total 105
Project Budget: a
Financial - Construction
1105 Authorized Note: As of 4/8/25, this field was changed from "Construction Allocated Budget” to "1105 Authorized Construction Budget.”
Construction Budgm‘ﬂ D
Construction Cost to Date:@ 272
Construction Expended as % of 0
Construction Budgevﬂ
Financial - DAS/RECS Fees
DAS-RECS Fees Budget from
1105:@
DAS RECS Fees Expended from :
Stars Reponzﬂ
DAS RECS Fees Expended as % 0
of Fees Budget: a
Financial - Other
Committed CO Total: @
Proposed COPs Total: @ :
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A~

Commentary / Risks to Budget

Commentary / Risks to fqwrefqwrfgwrfg wrgfwer gweg wegweg wrgherfhnrt hntyrhnrt hn rthn rthn thn trhn thn thnrt hnrthn rthnt hnfqwrefqwrfqwrfg

Budget: wrgfwer gweg wegweg wrgherfhnrt hntyrhnrt hn rthn rthn thn trhn thn thnrt hnrthn rthnt hnfqwrefqwriqwrfg wrgfwer gweg
wegwegdddfffqwrefqwrfqwrfg wrgfwer gweg wegweg wrgherfhnrt hntyrhnrt hn rthn rthn thn trhn thn thnrt hnrthn rthnt
hnfqwrefqwrfqwrfg wrgfwer gweg wegweg wrgherfhnrt hntyrhnrt hn rthn rthn thn trhn thn thnrt hnrthn rthnt hnfgwrefqwriqwrfg
wrgfwer gweg wegwegdddff

pd

The “Schedule Status” sections are to report the current estimate of when different project milestones are planned.
The purpose of this information is as lookahead information.

e For the fields with dates, enter the projected dates for milestones that are to occur in the future.

e Below each date field is a “status” field for that milestone. Check the circle indicating whether that the
milestone is:

o Planned, which means that (1) the milestone is to occur on the project and (2) that it is not done yet.
Note that a date (as noted above) must be entered for each milestone selected as “planned.”

o Completed, which means that the milestone has already occurred. For milestones marked
“completed”, a date does not need to be entered, if it has not been already.

o N/A, which means that the milestone is not anticipated to be relevant to the project. For example,
projects that are limited to studies may have “N/A” for milestones beyond “Study Complete” Dates
are not expected for milestones marked “N/A”.

e Milestone dates and statuses are:
o “Selections complete” is when selections are to be completed.
o “Study complete” is when any study included in the project is to be completed.
o “Design complete” is when all design phases are to be completed.
o “Going to bid” is when the bidding process is to begin.
o “Bidding Complete” is when bidding is to be completed.
o “Start of construction” means Notice to Proceed.
o “Scheduled Substantial Completion date” is when substantial completion is planned.
o “Closeout complete” is when the 7990 project closeout is to be completed.

e The “Commentary / Risk to schedule” field is manually updated by the PM.
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-,

Schedule Status - Design & Bidding

For the fields with dates, enter the current planned dates and check the circle indicating whether that the milestone is planned, completed or NfA. For any
milestone that is noted as planned, a planned date needs to be entered.

Selections oo mplete: 05.01.2025 E
* Selections complete O planned
status: @'Comple:—:-:l
'\.:'N.-"F\
Study complete: 05.02.2025 E
* soudy complete status C

Design co mplete: 05.05.2025 E
* Design complete status: ®piznned
':_:'Comple:—:-d
Onea
Going to bid date:@ 05.06.2025 E
* Going to bid status: @'Plar‘ned
o] Completed
Onia

Bidding Ccmplete: 05.07.2025 E
% Bid Complete status: ® lanned
ompleted
Ona

Schedule Status - Construction

For the fields with dates, enter the current planned dates and check the circle indicating whether that the milestone is planned, completed or NJA. For any
milestone that is noted as planned, a planned date needs to be entered.

Start of construction date:@ 05.09.2025 E
* Sgart of construction ® planned
status: L :'Comple:-:-:l

Estimated Groundbreaking
Date: @

* Ectimated Groundbreaking
status:

Scheduled Substantial 05.12.2025 E
Completion date:@

Planned

* Subseantial Completion [C]
status: ompleted
Origa
Estimated Ribbon Cutting
o=@ 5132005 |

#* Estimsted Ribbon Cutting lanned
status: ompleted
O
Closeout co mplete: 05.14.2025 E
* Ciozeout complete status: ® planned
':_:'Comple:—:-d
Oniga
Commentary / Risk to schedule ~
Commentary / Risk to fqwrefqwrfqwrfg wrgfwer gweg wegweg wrgherfhnrt hntyrhnrt hn rthn rthn thn trhn thn thnrt hnrthn rthnt hnfqwrefqurfqwrfg o
schedule: wrgfwer gweg wegweg wrgherfhnrt hntyrhnrt hn rthn rthn thn trhn thn thart hnrthn rthnt hnfgwrefqwrigwrfg wrgfwer gweg

wegwegdddfffqwrefqwrfqwrfg wrgfwer gweg wegweg wrgherfhnrt hntyrhnrt hn rthn rthn thn trhn thn thnrt hnrthn rthnt
hnfgwrefqwrfqwrfg wrgfwer gweg wegweg wrgherfhnrt hntyrhnrt hn rthn rthn thn trhn thn thnrt hnrthn rthnt hnfgwrefqwrfqwrfg
wrgfwer gweg wegwegdddfffqwrefquwrfqwrfg wrgfwer gweg wegweg wrgherfhnrt hntyrhnrt hn rthn rthn thn trhn thn thnrt hnrthn
rthnt hnfqwrefqwrfqwrfg wrgfwer gweg wegweg wrgherfhnrt hntyrhnrt hn rthn rthn thn trhn thn thnrt hnrthn rthnt
hnfgwrefqwrfqwrfg wrgfwer gweg wegwegdddfffqwrefqwrfgwrfg wrgfwer gweg wegweg wrgherfhnrt hntyrhnrt hn rthn rthn thn
trhn thn thnrt hnrthn rthnt hnfqwrefqwrfqwrfg wrgfwer gweg wegweg wrgherfhnrt hntyrhnrt hn rthn rthn thn trhn thn thart hnrthn
rthnt hnfqwrefqwrfgwrfg wrgfwer gweg wegwegdddfffqwrefqwrfqwrfg wrgfwer gweg wegweg wrgherfhnrt hntyrhnrt hn rthn rthn
thn trhn thn thnrt hnrthn rthnt hnfgwrefqwrfgwrfg wrgfwer gweg wegweg wrgherfhnrt hntyrhnrt hn rthn rthn thn trhn thn thnrt %

-

Notes

Notes: fawrefgwrfqwrfg wrgfwer gweg wegweg wrgherfhnrt hntyrhnrt hn rthn rthn thn trhn thn thnrt hnrthn rthnt hnfgwrefqwrfqwrfg
wrgfwer gweg wegweqg wrgherfhnrt hntyrhnrt hn rthn rthn thn trhn thn thnrt hnrthn rthnt hnfgwrefqwrigwrfg wrgfwer gweg
wegwegdddfffqwrefqwrfqwrfg wrgfwer gweg wegweg wrgherfhnrt hntyrhnrt hn rthn rthn thn trhn thn thnrt hnrthn rthnt
hnfqwrefqwrfqwrfg wrgfwer gweg wegweg wrgherfhnrt hntyrhnrt hn rthn rthn thn trhn thn thnrt hnrthn rthnt hnfqwrefqwrfqwrfg
wrgfwer gweg wegwegdddfffqwrefqwrfqwrfg wrgfwer gweg wegweg wrgherfhnrt hntyrhnrt hn rthn rthn thn trhn thn thnrt hnrthn
rthnt hnfqwrefqwrfgwrfg wrgfwer gweg wegweg wrgherfhnrt hntyrhnrt hn rthn rthn thn trhn thn thnrt hnrthn rthnt hnfgwrefgwrfqwrfg
wrgfwer gweg wegwegdddff

2

Please select an actiol Check Spelling Print Copy Delegate Save Cancel
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“Notes” are manually updated by the PM.

Note that there are now file upload fields (called "Supporting Document __") in the Project

Manager Monthly Report. There is one each under the Commentary/Risk fields in the financial and
schedule sections, with the remaining three under the general Notes section. Files that are in these
fields will be attached to the PDF copy of the report sent to the ADPM and saved in the project file.

Commentary / Risks to Budget

Commentary / Risks to
Budget:ﬂ

Supporting Document 1: @ L supporting test 1b1a.pdf (version 1)
Properties | Download {33.6KEB) | Redline | Remove

Commentary / Risk to schedule

Commentary / Risk to
schedule: @

Supporting Document 2: @ Drag and drop file here or  Browse Computer  Browse e-Builder

Notes

Notes: @

Supporting Document 3: a or | Browse Computer Browse e-Builder

Supporting Document 4: a

or | Browse Computer Browse e-Builder

Supporting Document 5: @ 19 and drop file here or | Browse Computer Browse e-Builder

If the report is final at the time that the project is closing, select “Project Closed” next to “Option on
Project Closeout”. Note that this will permanently close this Monthly Project Manager Report instance.

Other

Option on Project Closeout: | -- Please select an option -- v |

-- Please select an option --
Project Continuing l

Project Closed

If the PM is unable to complete the report in one sitting, the PM can click the “Save” button to save a
draft of the report. The PM can regain access to complete the draft report by returning to, and re-
opening, the process instance.
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Upon completion of the monthly report, the PM should scroll down to the bottom of the page and select
“Progress Report” or “Refresh Current” from the dropdown list next to the “Take Action” button and
click the “Take Action” button. The option to “Void” is also available, if there is another instance of the
Project Manager Monthly Report that the PM working with and wishes to close this one.

| -- Please select an action -- v |: Check Spelling Print Copy

-- Please select an action
Progress Report

Refresh Current
Void
DontUseThis

Delegate Cancel

The “Refresh Current” option initiates a “refresh cycle” in which the PM should expect the process

instance to close and for the PM to open it, again, twice.

The “Refresh Current” option has the effect of:

1. Sending the workflow back a step, from the “Monthly PM Report” step, where the PM report form is
filled out, to the “Start or Refresh Monthly Report” step. The process instance will then close.

2. Refer, here to Section 6.03. When the PM re-opens the process instance from the Processes module
in the project, it will be in the “Start or Refresh Monthly Report” step. When the PM takes the
“Start/Recalculate” Action, the workflow will recalculate calculated fields and refresh certain other

fields. The process instance will close again.

3. Refer to section 6.04. When the PM re-opens it in the Processes module for the project, the instance
will be in the “Monthly PM Report” step, with all of the report fields updated. This “refresh cycle”

can be performed as many times as the PM requires.

|__Project Compete—.

+———
1 Monthly PM
Start or

f
l Refresh / Report
Start/Recalc
Refresh

Monthly
Report

Progress Report
Code Complate

When the “Progress Report” or “Last Report” Action is taken, the ADPM and PM on the project should

receive an email notification with a PDF of the report attached.

Project Manger
Monthly Project Status Report
P

BL38173 - This is 2 test

-1
11.27.2023 C3.37AM
11012023

Project Taam

TS E Bl gt o8 Tr o QUL ol The organizason. DO r

BI-3B-123 - This is a test

A Froject Manager 1
DAS Project Managsr 2:
Client Aganey No

ey P

e

The mail merge for the following process is attached. To view proc

Process Details

M-0100 - Project Initation
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This file should also appear in the project’s Documents module in TUC, in the 01 Project Planning >
Progress Reports folder. Note that the number at the end of the file name indicates the due date of this
report.

Documents For |gi-38-123 - This is a test -

Documents \ 01 Project Planning \ Progress Reports C

Folders T “

Expand All | Collapse All | Refrash Al Upload | Properties | Create Folder | Subscriptions | Copy To Clipboard: Private U

=4 [2) Documents[1] 0 | Name Da

Delete | Move | Copy | Download | Check Out | Send | Fill ut Form | Compal

00 DocuSign
- Request(0]

PMrep-00001 - Bl-3B-123 - This is a test - 11012023.pdf
2O versbnn 1

Doyinload (80.3B) | Redline | Stamp | Compare With | Send | Properties

01 Project Planning[1]

Project Menu

110B[0]

> Details
s
Pl i
© Planning Existing
Forms Documents[0]

Issues inancials[0)

Sent ltems

Document Log
Folder Permissions
Find Deleted
Documents

Progress
Reports[1]

hedy|e[0]

In the project’s Details page, certain, but not all, fields will be updated from what was entered into the
monthly report, such as DAS Project Status, Total Project Cost and Construction Budget.

Dashboard

& e-Builder

My Home Projects Processes Documents Contacts Cost Sc

Total Project Cost:

g " Construction Budget:
Project Details For | 8-33-123- Thisis a test

Project Participants

Manage Bill Rates

Manage Form Types
Manage Permissions
Permissions By User

Process Notification
Cottinnc

Details

Project Name
e-Builder Project
Administrator
Project Status
Address
Country

Start Date
Target Date
Description
Project Webcam
Last Modified By

Date Last Modified

Custom Fields (75)  Notes (0)

O'Brien , Timothy

Active

USA
09.11.2023
09.11.2023

This is an example project.

O'Brien, Timothy

11.27.2023

Documents (0) Forms (0)  Processes (0)

- Project Initiation

Export A

Settings
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PART II:
PROCESSES
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Section 7: Process Filter

7.01 Navigating to the Project Processes Module

Log in to TUC: https://gov.e-builder.net. On your homepage, find your project by clicking on the top tab
for “Projects”:

& e-Builder

My Home Dashboard = Projects

In the list that appears, click on the name of the project you would like to access:

M BI-3B-123 - This is a
test

The Project Menu will appear in the left panel. Click “Processes.” Then, click “Start process.”

My Home Dashboard  Projects Processes Documents Contacts Cost Reports s«
, Infinished Drafts | Import Processes
Project Processes #:e123- Tisisates M

CONNECTICUT

- cla = Filters
Project Menu
> [ Details Instan... T State | Subject I?SIEP Date Due I

Since

%o Planning
Forms
> = lIssues

> & Documents

= Schedule

In the “Select process” pop up window, search for and select the name of the Process type needed. Then
click the blue button in the lower right that says “Start [process prefix]”.

Select process X

Q |7995 Archival Data for Project Documentation (7995)' X

+ 7995 Archival Data for Projett Documentation (7995)

Start 7995
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7.02 Using the Processes Filter
“Filter Processes” can be found under the “Processes” tab in TUC. “Filter Processes” allows the user to

locate and list certain process instances, including whether process instances are in the user’s court, the
type of process, and the status and step of the process instance.

1. Change the Process filter settings to find the process instances you are looking for. For example,
users may filter for process instances of a specific Type of Process. Selecting All Processes will
show all instances, regardless of whose ball-in-court the instances are in. Draft, Open or Finished
status can be selected, as well.

2. Thefiltered list appears here. Click on the instance you wish to open. A pop-up will open. That is
the process instance.

X
Processes For | “Testing6723a Project Name hd < Process

Start Selected Process Type Start Process

0-X1 Test 1105 Project Intake ... (0-X
In My Court In Progress v/ Process: 7390 Applic ... a Status

1105R Project Revision Request (11(

7055 Construction Phase Agency ...

Processes Reports (0)

— 2

7310 Request For Information (731C

1 Show | 1000 v 7360 Change Order (7360)

] | Process « Subject Aegueste
Comment

+ 7390 Application and Certifica ... |
A/E Invoice (InvAE)
A/E Invoice - deprecated - do ... (Inf

Potential Change Order (PCO)
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Section 7A: File Attachments in Processes Instances

7A.01 Uploading File Attachments in the Documents Tab of Processes Instances

Note: In the case of many Processes types, the files that are merged together into the official
documentation are entirely from “file fields” attached to the Details page of the Process instance. (See
step 7A.02, below.) In these cases, documents can still be uploaded into the Documents tab so that those
documents are in the Process instance but not in the final official document. In the case of other
Processes types, the Documents tab is where the official documentation is uploaded. See the

instructions for the particular Processes type to determine which is the case or ask Construction Support
Services.

To upload a file attachment in the Documents tab of a Processes instance, first open the Processes
instance. Then click on the “Documents” tab header to open the tab. Upload documents to the
Documents tab by either using the “drag-and-drop” feature or by clicking the “Attach” button.

Detfils Documents (0) fached Processes (0) Attached Forms (0]

[LJ | File Name

Drag and drop files here to upload, or browse

Attach

If the “Attach” button is clicked, a pop-up will appear. Click the “Upload from your Computer” button to
locate a locally stored document.

N

The user may then be brought to a screen to select the project Documents folder where the uploaded
file will be placed, in addition to being linked to the Processes instance.

At the top of this screen there may be a default folder, in blue text, with the path to that folder, followed
by “[Default]”. If this is the case, and the user wishes to upload into the default folder, click “Select” to
use this pre-selected default folder.
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If there is no default folder, or the user wishes to select a different folder, the user may click the arrows
to the left of the folders to locate nested folders within other folders. When the user locates the desired
folder, the user clicks on it. The user then clicks “Select” to use the selected folder.

Select Destination Folder

Documents / 09 Construction Phase / Prime Contractor Pay Apps [Default]
v . Documents

» [ 00 DocusSign Request

» (B 01 Project Planning

» . 02 Selections

» [ 03 Preconstruction Contracts

» [ 04 Pre-Design

» [ 05 Schematic Design

» [ 06 Design Development

» [ 07 Construction Documents

m ki

Then click “Browse”.

)

Drag your filed or Browse

Then the user selects the file(s) they wish to upload and click “Open”.

Organize ~  New folder =- 0 @
Whiteboards ™ [] Name A
workingitems
% This PC Select a file to
# 3D Objects

[ Desktop v
ol [ >

) Nrimante

File name: FileX(=*) =

Open Cancel

If this worked properly, the user should see a green line under where the file name is, as shown, and a
check mark. Then click “Done.”
1 of 1 files uploaded successfully I_Z’ropenies for all files

Documents \ 09 Constr... v s i S—
100% of 33 KB uploaded

Description
i supporting test 1.pd

Uploaded succe

fully

Drag & drop files here or browse m

CT DAS 0175 (Rev.6.5.25) 0000 Guidance Manuals



0175 TUC Guidance Manual

Page 47 of 350
The uploaded document should then appear in the Documents tab of the Processes instance. Also note

the number in parentheses next to the “Documents” tab title, indicating the number of files linked to the
Processes instance.

Details Documents (1) Attached Processes (0) Attached Forms (0

Download Attach Remove

)| File Name Attached By

M '1 supporting test 1.pdf (version 2)
fiew | D

O’Brien, Timothy
| Download | Redline {0) | Stamp =

Download Attach Remove

7A.02 Uploading File Attachments into Processes Instance File Fields

To upload a file attachment into “file fields” in the main Details tab of a Processes instance, first open the
Processes instance. A file field appears as part of the main form of the Process in the Details tab. The file
field, when it is available to the use to upload, will appear with three options for uploading: (A) a drag-
and-drop block, (B) a “Browse Computer” button to upload from the user’s computer or network and (C)
a “Browse TUC" button to allow the user to locate the file in the project’s TUC Documents folders.

* vendor Invoice Use this field to upload vendor invoi

oice document
Document: @ or  Browse Computer Browse e-Builder

A B C

When the user drags and drops a file in the block that says, “Drag and drop file here”, an “Upload Files”
dialogue box will appear. If successful, (A) there should be a green dot next to the filename. Also note

that, (B) the location into which the file was uploaded in the project’s Documents folders appears. To
complete the upload, click “Upload”.

Upload Files =
File
Document A @ dummy file for misc files 1.tet x Remove
Description
* Folder Documents Y 03 Preconstruction Contracts \, 01 AE Contracting \ Invoices
Upload Cancel
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When the “Browse Computer” button is used, a pop-up window will appear. (A) Click the “Choose file”
button. (B) Select the file to upload. (C) Click “Open”. (D) Click “Upload” to complete the upload.

tails” section:

Select File

ild, select the commitment for you
Ir task on the project, please be su

Upload Documents From Your Computer | S s

* Destination folder: Documents \ 03 Preconstruction Contracts Y, 01 AE Contracting \
riOhoes stom Fields" section:
te Number. This is important for ¢
” beginning and end dates. This is|
File A § Voucher 1D field.
* Selact a File: [ e File | No f =

Select a File: Choose File | No file chosen lease enter the amount of your cu

£e rows.

D Upload Cancel

unira will ha cant ta tha Deaiact |

— v 1 Il » ThisPC > Desktop v | U Search Desktop P
Organize * New folder = o« O o
~  Name ~
3 Quick access B
| Placeholder 2.txt
I Desktop g Select a fi
- | dummy file for misc files 2.txt fO DIEiEh
# 3D Objects g ) ] St o
| dummy file for misc files 1.txt
¥ Downloads " oA R
. M fE >
File name: v| All Files (**) ¥
C  open Cancel

When the “Select from Documents Module” button is used, a pop-up window will appear. (A) Click the
“+” buttons to open file folders to navigate to the folder in the project’s TUC files where the needed file
is located. (B) Click on the name of the file folder where the needed file is located. (C) Click the check box
next to the needed file. (D) Click “Attach” to complete the upload.

@ Attach Documents - Google Chrome - O X

25 gov.e-builder.net/da2/Documents/AttachDocuments_NoUpload.aspx?PortallD={1e1f675e-1762-482c-bd50-a596f141fdfb}&ictIFilelD={d936488...

&% e-Builder O 0

Attach Documents
from BI-3B-123 - This is a test

Page ‘1 V|ﬂ"'| Show ‘25 V|

H 08 Bidding[1] | Name =« Date Uploaded | Uploaded By ‘ Company

A - 09 Censtruction Phase[169] Department

C aof

H Changes[136] - . 09.25.24 Timothy Administrative
CHRO[0 00 supporting test 1b1a.pdf version 1 08:27AM O'Brien Services -
[0] Construction
Contractor Daily Report[0] Services
Issues(5] Df&-partmenl
o
Monthly Reports[1] [ . 09.25.24 Timothy Administrative
. LEcot basq it o 11:08AM O'Brien Services -
Mtg Minutes[0] Construction
B Other([3] Services
| Department
Pay Apps[0] of
Permits[0] I - o . 09.25.24 Timothy Administrative
‘ ‘ L= (0 This is the test.docx (version 3) 1105AM O'Brien Services - .
1-3 of 3 documents D Attach Cancel
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After a file is uploaded the filename will appear in text form in what was the drag-and-drop block.

* \iandor Invoice Use this field to upload vendor invoice document.

Document: @ Ii‘-i‘- supporting test 1b1a.pdf I or  Browse Computer Browse e-Builder

After the Process instance has been submitted or advanced further in the Process workflow, or after the
user has clicked “Save Draft” in the Process instance, the filename will change to a link. Clicking on this
link opens a file viewer, allowing users to see the file.

* Viendor Invoice Use this field to upload vendor invoice document,
Document: i 1100 supporting test 1b1a.pdf|(version 1)
Properties | Download {(33.6KB) | Redline (2]

Remove

Users who are able to upload into a file field in a Process step also have the option to remove the

previously uploaded file by clicking “Remove” under the filename. This clears the file from the field and
allows another file to be uploaded.

* Vendor Invoice Use this field to upload vendor invoice document
Document: & "L 00 supporting test 1b1a.pdf (version 1)

Properties | Download (33.6KB) | Redline (2) ||Remove]
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Section 7B: Comments in Processes Instances
7B.01 Manually placing comments in process instances.

Comments appear in the Comments tab of a process instance for a number of reasons. Some Processes

steps are set up to allow or require comments when users take certain actions. In other cases, the TUC,
system, itself places a comment in the Comments tab.

In addition to this, users may manually add comments. To do this, go to the Comments tab of the
Processes instance, then click “Comment”.

Details Comments (0) [

Attached Processes (0) Attached Forms (0) Attached To (0) Potential Chang (0)

Private | Comment ~ |

Request Comm

The user may then type in the “Comment” box and click “Add Comment” to complete the comment.

Also note that there are options for uploading files with the comment. If using this, the user may be
prompted to select the project Documents folder where the file will be placed.

Add Comment
Check Spelling Cancel

Process: 7310 Request For Information #43 : Example 1
Private: (]

* Comment :

Attached Documents (0) Attached Processes (0) Attached Forms (0)

Show Thumbnails Attach

[ File Name Attached By

.!‘. Drag and drop files here to upload, or browse.

Attach

When the comment pop-up closes, (A) the user’s comment will appear in the Comments tab and (B), if
the user uploaded a file with the comment, that will appear in the Comments tab, as well.

Details | Comments (1) = Documents (1)  Attached Processes (0)  Attached Forms (0)  Attached To (0) = Potential Chang (0)

Request Comment Comment
Private | Comment ~

imothy O Brien, Department ministrative Services - Construction Services 00.06.2024 2:16 A
Make Private This is the comment

Files Attached (1):
L] 00 supporting test 1b1a.pdf (Version 2) B
Properties | Download | Redline | Remove

Request Comment Comment
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7B.02 Requesting comments.

Users may prompt other users to leave a comment in a Processes instance. To do this, click the “Request
Comment” button.

7310 Request For Information (7310) - 3 Workflow Override Al Fields View

Instructions

-- Please select an action -- v Check Spelling Print Copy Delegate Save Cancel

Project: *Testing6723a Project Name
Process Document:

* Overall Due Date: 08.10.2023 [

Current Workflow Step:

how Workflow Diagram Step Due Date:
Subject: y
Status Submitted
Dftails = Comments (2) = DoQyments (1) Attached Processes (0)  Attached Forms(0)  Attached To (0)

Request Comment Cgmment

Private Comment ~

Timothy O'Brien, Department of Administrative Services - Construction Services 08.02.2023 10:54 AM
Make Private Requested comment on step CA Review & Action from Timothy O'Brien (Department of Administrative Services - Construction Services).
After clicking the “Request Comment” button, a pop-up will appear that allows the requesting user to
select the user(s) from whom they are requesting a comment in the “To” field by selecting their names
and pressing the arrow button to move them to the right panel. The “Message” field allows the

requesting user to ask a question of the user from whom they are requesting a comment. Also note that
there is a “Allow external user to attach files” toggle available.

Then the “Request Comment” button sends the comment request in the form of an e-mail notification.

*To Select from Users on Project
All Users v

(Department of Administrative
ng1 (DAS)

O'Brien, Timothy (Departmen
|Tim2, testing (Department of
TOB, Testing1 (DAS)
Warren, Allen (DCS)

Enter Ext

| Users Email or Looku

Allow external users to
attach files

* Subject ACTION REQ'D - *Testing672

Respond By,

Message)

Note - Participants accessing the proces

Request Comment | Caplcel

Both the question asked, and the response will appear in the Comments tab of the Process instance.
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Section 7C: Processes Notification E-Mails

7C.01 Notification E-Mails from Processes Instances.

The workflows of Processes instances generate e-mail notifications to users when workflow actions are
taken. Users may receive e-mail notifications when the step at which the workflow has reached provides
that their user role on the project is to take action. Users also might receive notifications, for example, as
carbon copy natifications, in which they are informed but need not take action.

When a Processes instance workflow has reached a step at which the user to take action, that user is a
“Current Actor” at that workflow step. In this case, the notification not only informs the user about the
Processes instance and its status but also allows the user to access the Processes instance.

When the user is a “Current Actor”, the notification will look similar to the following:

A
B.

A brief description of the notification.

“Click here” links at the top and bottom of the notification. Clicking on either of these links
should bring the user to the Processes instance to which the notification refers. If the user is
already logged into TUC, the instance should open automatically. If the user is not logged into
TUC when clicking the “Click here” link, the user should be prompted to log into TUC, after which
the Processes instance should open.

Information about the project, the Processes type and instance number, due date, subject, the
current workflow step and other workflow information.

Depending on the Processes type, there may be field information from the Processes instance
that may inform the user about the instance from the notification itself.

If there are comments on the Processes instance, they should also appear in the e-mail
notification.

BI-3B-123 - Thisisatest A\
IProcess instance is in your cnurt.ITD view details or take action,

Process Details v\ B
Project BI-38-1 Th 3 t=st
Process
Py s Date Due
Subject C
Step
n Step Since
Last Action
Last Action Taken By
Status
Question Question
Proposed Solution
Specification Sectien
Drawing Number
s There a Potential D
Cost Impact?
s There 3 Potential
Time Impact?
Iz an Agency Change
Request Nesded? E
Comment(s)
There are no comments for this process.

Process instance is in your court. To view details or take acﬁon
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Section 8: 1105 Project Intake Request

8.01 Accessing the Process

Log in to TUC. On your homepage, go to the “Processes” tab and select the “*Project Creation Project”
from the “All Projects” dropdown list.

8.02 Capital Project Initiation Submission (Process Initiator)

Click the “Start Process” button.

ms Processes Documents Contacts . Schedule Reporis

Unfinished Drafts | Import Processes

Processes For “Project Creation Project -
Filter Processes Start Process
Search In (O Processes Initiated By Me ) Processes In Wy Court ® 2| Processes
Type of Process All Processes hl p Draftld Open_JFinished
Containing Text | |

Click on the link entitled “1105 Project Intake Request (1105)”.

Start a process on *Project Creation Project

Processes Cancel

Process Name | Description |
Run out of the Project Creation project, this process includes a code step to create a new project in e-Builder and apply

1105 Project Intake Request (1105) o = o p 3 o a2 a pre) B and apply

templates to the new proiect. It incorporates data that appears on the 1105 form.

Provide the “Project Name” and select from the “Agency Request for Project Administration” dropdown

list whether the project will be administered by “DAS/CS” or “Agency Administered”. Upon completion,
click the “Submit” button to start the process.

Capital Project Initiation Request

Provide the "Project Mame” and select whether the Capital Project Initiation Reguest is for an "Agency Administered” project or 2 "DAS Administered” project.

* Project Name: @

* Agency Reguest for Project -- Please select an option --

v]
Administration:

Print Check Spelling Submit Save Draft Cancel

Depending upon how the project administration question was answered, the Process Initiator will be
directed to fill out the required portion of Form 1105 — Capital Project Initiation Request.

To access the newly created Form 1105, click on the “Processes” tab again to reset the landing page.
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Select “1105 Project Intake Request” from the view dropdown list and click on the link in the “Process”
column for the subject project.

OIS Processes Documents Contacts Cost Schedule

Processes
|| 105 Project Intake Request W [ledit | Add View All Proje
Project Mame = Process | Current Actors | Current Step

*BI-C5-TEST - Test Project 3 Craig Russe Project Info - DAS Administered

Review the “General Instructions” and complete Form 1105 in its entirety.

Details Comments (0) | Documents {0) Artached Processes (0) Attached Forms (0] Attached To (0]

General Instructions

Please note for any question in this form, you can hover your cursor over the "?" next to the specific question for additional detail on the question being asked.

Please also note that additional instructions may be provided relative to the data you are required to input as part of the Capital Project Initiation Request Workflow. If
additional instructions are available, they can be viewed by selecting the "Instructions” button at the top of the page.

Upon completion of all of the necessary data input, scroll down to the bottom of the page and select the appropriate action from the dropdown list, i.e, "Submit”, "Revise”,
“Approve”, etc. and press the “Take Action” button.

Helpful Hints for completing Form 1105

The “Agency PM” is to be selected from a dropdown list of Agency PM’s. If the Agency PM is not listed,
please contact Craig Russell by email at craig.russell@ct.gov and request that the name be added.

State/Federal/Other Funding - When completing these sections, be sure to hover over the “?” next to the
respective field for an explanation of what is to be provided in that field. For each line item, you will
need to provide a “Description”, amount “Awarded/Authorized”, and amount “Received/Allocated”. For
State Bond Funds, you will also need to provide the “Encumbrance”, which is total amount reserved
from the amount allocated by the State Bond Commission for the specific project in which the Client
Agency is submitting a Capital Project Initiation Request. The “Funding Source” will need to be provided

if the source is not State Bond Funds. After filling in the required fields, click the “Add” button. This step
will need to be repeated for each line item.

State Funding Row Height

To add a funding line item, fill in the relevant funding detail below and dick the "Add" button. Continue this process for each respective line item.

# Description [ Authorized | Allocated B Encumbrance [

3
Grand Totals 0.00 0.00 0.00
(0 items)
Federal Funding Row Height

To add a funding line item, fill in the relevant funding detail below and dick the "Add" button. Continue this process for each respective line item.

# Funding Source [ Description [ Awarded/Authorized [ Received/Allocated [
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Project Budget Detail — The 1105 Project Budget Detail spreadsheet will need to be downloaded from the
DAS/CS Portal and filled out separately from the TUC 1105 Project Intake Process. Upon completion, the
project budget should be saved and dragged and dropped into the “1105 Project Budget” field.

Project Budget Detail

Upload 1105 Project Budget Detail spreadsheet for the subject project.

* 1105 Project Budget:@ [ Drag and drop file here or = Browse Computer Browse e-Builder

Upon completion of the draft Form 1105, scroll down to the bottom of the page, read the instructions
for the section entitled “Interagency Review”, and then select either “Interagency” or “Submit” from the
dropdown list next to the “Take Action” button. “Interagency” would be selected if there are any
individuals within your Agency that need to review or provide data input into the subject 1105 prior to
submitting the 1105 to DAS/RECS. Otherwise select “Submit” and click the “Take Action” button.

After clicking “Take Action”, you will receive a prompt to provide a comment. If “Interagency” was
selected, use the “Comment” section to provide the reviewer with direction to help them complete their
review of the subject 1105 submission. If “Submit” was selected you have the option to provide a
comment, but it is not required.

n Take Action Check Spelling Print Copy Delegate Save Cancel

Add Comment

[ private

-

If you selected “Interagency”, you will also be required to either select an individual with an active TUC
account from the list of “Available Users” to send the 1105 submission to for review or input the email
address of an outside user that does not have an account in TUC to allow them the ability to review and
comment on the 1105 submission.

*  Please note that only one (1) user at a time can be selected to review, comment, and if
applicable, edit the revised submission. Repeat this process for each individual reviewer until all
revisions are complete.

*  Please also note that only those individuals with TUC accounts will have the ability to edit the
draft 1105 submission in TUC. Individuals without TUC accounts will only have the ability to view
the 1105 submission and provide comments, under the “Comments” tab, regarding the
submission. Any proposed revisions recommended by the outside user would have to be input
by the individual that initiated the 1105 process.

To add an actor to the next step in the process, find the name of the actor from the list of “Available
Users”, click on their name to select the person, then click on the “>” to move that person into the
“Selected Users” column.

Available Users Selected Users

mothy {Department of Administr: Services - Construction Services) l
Russell Craig (Depariment of Administrative Services - Construction Services) m

[s):]

£
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Upon completion, click the applicable button to proceed to the next step in the process, which will either
be “Submit” (no interagency review) or “Interagency” (interagency review).

If there is an individual from your agency that should be granted access to Interagency Review and is not
included in the list of actors, please contact Tim O’Brien by email at Timothy.O’Brien@ct.gov and request
that the name be added.

8.03 Interagency Review (Interagency Reviewer)

The Interagency Reviewer will receive an email from TUC as notification that the Capital Project Initiation
Request is ready for them to review.

To access the Capital Project Initiation Request for revision, either click on the email link or log into TUC,
if you have an active TUC account, select the “My Home” tab and click on the “Instance” column link for
the subject project under “My Processes”.

*BI-CS-1010 - DAS Test Project

Process instance is in your court. To view details or take actiun,

Projects Forms Processes  Documents Contacts Cost  Schedule

Welcome, Craig!

My Processes

Project T2 |Instance T2 | Subject T% | 5tep 14

=Bl-%-1 005 - AL Tt
padel et - - 1105R BI-CS-1005 Interagency Review

After opening the project instance, click on the “Comments” tab to review comments provided by
previous actors and to get direction related to the 1105 review, return to the “Details” tab to review, and
if applicable edit the submission.

I Cetils | Comments (1) | Documents (1) Antached Processes [0)  Attached Forms (0) | Attached To (D)

| ‘ | Private‘ Comment =

Craig Russell, Department of Administrative Services - Construction Services
Maks Private Please review and revise.

Return bl | Take Action
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If the 1105 Project Budget Detail requires revision, click the “Documents” tab, and then click the
“Download” link beneath the project budget to download the project budget to an accessible file to
upload back into TUC.

Jetails | Comments (1) Documents (2)]  Attached Processes (0] | Attached Forms (0)

[_I'| File Name

[E}| 1105 Project Budget ebldrads (version 5)

wmioad)[39.4KB) | Redline | Most Recent

]

Properties |

After completing edits to the project budget detail, save your changes, and then drag and drop the
edited document back into the “Documents” tab in TUC. The latest version of the project budget edits
will have the highest version number.

Upon completion of the review, scroll down to the bottom of the page and click “Take Action” to return
the 1105 to the process initiator.

8.04 ADPM Assignment (CSS)

CSS will receive an email from TUC as notification that the Capital Project Initiation Request has been
submitted for ADPM Assignment.

After accessing the 1105 submission, CSS will scroll down to the bottom of the page and complete the
Section entitled “Project Assignment”. Upon completion, click “Submit”. After clicking submit, a prompt
will open for CSS to select the appropriate ADPM for review. Once selected, click “Submit”.

8.05 Capital Project Initiation Request Review (ADPM)

The ADPM assigned to the Agency will receive an email from TUC as notification that the Capital Project
Initiation Request has been submitted for them to take action.

To access Form 1105 for review and approval, the ADPM can either click on the link provided in the email
or log into TUC, click on the “Processes” tab, select the “1105 Project Intake Request” view from the
dropdown list, and click on the link in the “Process” column for the subject project.

Process instance is in your court. To view details or take actinn,

Processes Documents Contacts Cost  Schedule Repaorts

Unfinished Drafts | Import Processes

Processes

|| 105 Project Intake Request hl ||£c't Add View All Projects -
Export -

Project Current | Date

Name Process | Current Actors Step S Most Recent Comment

*BI-2B-TEST - | 1105 -
Test Progject 8

ADPM 10.25.2023
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The ADPM can review the 1105 submission in its entirety under the “Details” tab.
To see any comments provided by previous actors in the process regarding the Capital Project Initiation

Request submission, the ADPM can click on the “Comments” tab to review those comments.

To see the “1105 Project Budget Details”, the ADPM can click on the “Documents” tab and then double
click the “1105 Project Budget.xIsx” to open the budget for review.

Dretails Comments [0) Artached Processes (0) Attached Forms [(0) Attached To (O)

1| File Mame

[Z| 1105 Project Budget.xlsx [version S]I
Properties | Download (17.2KB) | Redline | Edit

]

Upon completion of the Capital Project Initiation Request review, scroll down to the bottom of the page
and complete the section entitled “CT DAS Management Review and Approval”.

CT DAS Management Review & Approval

If the propesed praject is DAS Administered, then this section must be complated in its entirety by the ADPM assigned b the praji

If the propazed project i Ageney Administered, then the ADPM adsigned to the project must provide dats input for the AL
Adrministratoe”, ard the “Document Falder Template Prajeet”.

| T e | I I Check Spedling

Then select one of the following from the dropdown list at the bottom of the page next to the “Take
Action” button:

o "Revise" if the project requires the User Agency to revise the 1105 for resubmission.
o "Approve" if the content of the 1105 is approved and ready for the Agency Authorized Signatory
and the Deputy Commissioner for review and approval.

*  Note: If the ADPM answered the “Consultant “Selection Type(s)” question as “Formal A/E
Selection”, then the 1105 will automatically be forwarded to the Chief Architect for review
prior to being forwarded to the Agency Authorized Signatory and the Deputy Commissioner
for review and approval.
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Once you have made your selection from the dropdown list, click the "Take Action" button. After
selecting the "Take Action" button, a comment prompt will appear, where you can provide a reason for
your selection, if applicable. After providing a comment click the appropriate button (Revise or Approve)
to move the 1105 to the next step in the process.

* Add Comment

|| private

Check Spelling Cancel

8.06

Capital Project Initiation Request Revision (Process Initiator)

If the Capital Project Initiation Request requires revision, the Process Initiator will receive an email
notification from TUC that the Capital Project Initiation Request has been returned for revision.

To access Form 1105 for review and revision, the Process Initiator can either click on the link provided in
the email or log into TUC, click on the “Processes” tab, select the “1105 Project Intake Request” view
from the dropdown list, and click on the link in the “Process” column for the subject project.

*Project Creation Project

Process instance is in your court. To view details or take action,

Processes Documents Contacts Cost  Schedule Reports

Unfinished Drafts | Import Processes
Processes
I‘ 105 Project Intake Request il IEc't Add View All Projects -
Export ~
‘ Project Name = ‘ Process ‘ Current Actors | Current Step Date Submitted | Most Recent Comment
*BI-2B-TEST - Test Progject | 1105 -8 | Craig Russe Project Info - DAS Administered 10.25.2023 Additional funds required.

Click on the “Comments” tab to review any comments provided regarding the Capital Project Initiation
Request submission.

If the Capital Project Initiation Request itself requires revision, click on the “Details” tab and make the
required revisions within the Capital Project Initiation Request for resubmission.

1105 Project Intake Request (1105) - 12

-- Please select an action -- ™
Project: *Project Creation Project
Process Document: 1105 -12
Show History | Current Actors
Current Workflow Stepe Agency Signatory - Agency Administered Show
Workflow Diagram
* cubiject: Test
Status: Submitted
Details Comments (I Doouments (1) Attached Processes (D) Attached Forms (0] Attached To (D)
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If the 1105 Project Budget Detail requires revision, click the “Documents” tab, and then click the “Edit”
link beneath the project budget to open the link, and then click “OK” when prompted.

Details | Comments (2) Documents (2) | Attached Processes (0] Attached Forms (0 | Attached To (0)
Russell, Craig

A o fversion 5) Checked out by Craig Rusze (Department of

- Properties | Download (39.4KE) | Remove E Chieck: In Administrative Services -

Construction Services)

Make the necessary edits to the project budget, save the changes when you have completed the edit and
close the document. Return to the “Documents” tab in the 1105 process instance and click on the “Check
In” link to upload your edits to the Documents tab. Each time the document is edited and checked in; the
“Version” of the document will change. The latest version of the project budget edits will have the
highest version number.

Russeall, Craig

m & Checked out by Craig Russe {Department of

- Properties | Download (39.4KE) | Rernaove | Edi Administrative Services -
Construction Services)

After all revisions have been made, scroll down to the bottom of the page, select “Submit” from the
dropdown list next to the “Take Action” button and click “Take Action” to send the revised 1105 back to
DAS/CS for further review and processing.

After clicking the “Take Action” button, the Process Initiator will receive a prompt to provide a comment
to the ADPM regarding the revisions made. After providing a comment, the Process Initiator should
select Craig Russell from the list under “Add actors to the next step” and click the “>” to add him to the
“Available Users” column and click “Submit”.

Add Comment

[ Private

Acdd actors to the next step

Available Users Selected Users
O'Brien, Timothy (Department of Administrative Services - Construction Services)
I Russell, Craig (Department of Administrative Services - Construction Serv :&1
>
<

Repeat Steps 8.4 — 8.6 until such time that the ADPM approves the Capital Project Initiation Request
submission.
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8.07 Capital Project Initiation Request Review (Chief Architect)

If the ADPM answered the “Consultant Selection Type(s)” question as “Formal A/E Selection”, then the
Chief Architect will receive an email from TUC as notification that the Capital Project Initiation Request
has been “Approved” by the ADPM and is ready for the Chief Architect to review.

To access Form 1105 for review and revision, the Process Initiator can either click on the link provided in
the email or log into TUC, click on the “Processes” tab, select the “1105 Project Intake Request” view
from the dropdown list, and click on the link in the “Process” column for the subject project.

Process instance is in your court. To view details or take action,

Processes Documents Contacts Cost  Schedule Reports

Unfinished Drafts | Import Processes

Processes

| [ 105 Project Intake Request hl ||=_c't Add View All Projects -
Export -

Project Name = Process | Current Actors | Current Step Date Submitted | Most Recent Comment

*Bl-2B-TEST - Test Project  ||1105 - 8] Craig Russe Project Info - DAS Administered 10.25.2023 Additional funds required.

To review the 1105 submission in its entirety, click on the “Details” tab. To see any comments provided
by previous actors in the process regarding the Capital Project Initiation Request submission, click on the
“Comments” tab to review those comments. To see the “1105 Project Budget Details”, click on the
“Documents” tab and then double click the “1105 Project Budget.xIsx” to open the budget for review.

Dretails Cormments [0) Documents (1} Artached Proceszes (0) Atmached Forms () Attachsd To [(O)

_I'| File Name

o || 1105 Project Budget.xisx {versicn 5} |
- Properties | Download (17.2KB) | Redline | Edit

Upon completion of the Capital Project Initiation Request review, scroll down to the bottom of the page
and either select “Return” from the dropdown list, next to the “Take Action” button, to return the
submission to the ADPM, or select “Submit” to forward the submission for the selection of the Agency
Authorized Signatory and then click “Take Action”. After clicking the "Take Action", you will be
prompted to provide a comment, where you can provide detail regarding your review of the 1105
submission. Once you have added a comment, click the applicable button - “Return” or “Submit” button.

* Add Comment

|| private

Check Spelling Submit Cancel
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8.08 Authorized Signatory Selection (Process Initiator)

The Process Initiator will receive an email from TUC as notification that the Capital Project Initiation
Request has been submitted for them to take action.

To access the Capital Project Initiation Request for revision, either click on the email link or log into TUC,
select the “My Home” tab and click on the “Instance” column link for the subject project under “My
Processes”.

After opening the link to the 1105 submission, scroll down to the bottom of the page and click the “Take
Action” button.

After clicking the “Take Action” button, a prompt will appear to add a comment, if applicable, for the
Agency Authorized Signatory to review for sign off. After providing a comment, the Process Initiator
should select their Agency Authorized Authority from the list of Authorized Signatories under “Add
actors to the next step”. Click the “>” to add the signatory to the “Selected Users” column from the
“Available Users” column and click “Submit” to send the revised 1105 to the Authorized Signatory for
signature.

Add Comment

[ Private

Add actors to the next step

Available Users Selected Users
Ballard, Willis {Department of Emergency Services and Public Protection)

Barkin, David {Department of Administrative Services - Construction Services)

Carlos, Sharonda (Department of Comections) E
Cibery-Schaab, Deanna [Connecticut State Colleges and Univerities - WICSU) I <

TG, oAl [CONNECHCUT Siate LoNeges and Unventes: - Cosl)

DiPietro, Stephen [Department of Mental Health and Addiction Services) -

Check Spelling Submit Cancel

If your Agency Authorized Signatory is not listed, please contact please contact Tim O’Brien by email at
Timothy.O’Brien@ct.gov and request that the name be added.

8.09 Capital Project Initiation Sign Off (Agency Authorized Signatory)

The Agency Authorized Signatory (AAS) will receive an email from TUC as notification that the Capital
Project Initiation Request has been submitted for them to take action.

To access Form 1105 for review and approval, the AAS can either click on the link provided in the email
or log into TUC, click on the “Processes” tab, select the “1105 Project Intake Request” view from the
dropdown list, and click on the link in the “Process” column for the subject project.

*Project Creation Project

Process instance is in your court. To view details or take actinn

CT DAS 0175 (Rev.6.5.25) 0000 Guidance Manuals


https://gov.e-builder.net/auth/www/index.aspx?ReturnUrl=%2f
https://gov.e-builder.net/auth/www/index.aspx?ReturnUrl=%2f

0175 TUC Guidance Manual

Page 63 of 350

Processes Documents Contacts Cost  Schedule Reports

Unfinished Drafts | Import Processes

Processes

|‘ 105 Project Intake Request bl IEs't Add View All Projects hd
Export ~

Project Current | Date

Mame ~ Process | Current Actors Step Submitted Most Recent Comment

egrag-TEsT - | 110 - Jennifer Vigneault, Peter Form 1105 to acquire the sevices of a CA for the

Test Prc-i;C' - - Simmons, Craig Russell, Sara ADPM 10.25.2023 Statewide Hazardous Abatement Program has been

T L Tierney, Amy Sowitcky

submitted for your review and approval
The AAS can review the 1105 submission in its entirety under the “Details” tab.

To see any comments provided by previous actors in the process regarding the Capital Project Initiation
Request submission, the AAS can click on the “Comments” tab to review those comments.

To see the “1105 Project Budget Details”, the AAS can click on the “Documents” tab and then double
click the “1105 Project Budget.xIsx” to open the budget for review.

1105 Project Intake Request (1105) - 12

-- Please select an action --

Prajectz *Project Creation Project
Process Document: 1105 -12
Showw Histony Current Actors

Current Workflow Step: Agency Signatory - Agency Administered Show
Workflow Diagram

* Subject: |TE5:

Status: Submitted

I Dretails Cormments [0) Documents (1) I Attached Proceszes (D) Attached Forms [(O) Attachsd To [(O)

1| File Mame

B [Z| 1105 Project Budget.xlsx [version S]I
- Properties | Download (17.2KB) | Redline | Edit
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Upon completion of the Capital Project Initiation Request review, the AAS should return to the “Details”
tab and scroll down to the bottom of the page to complete the section entitled “Capital Project — Agency
Authorization”. The AAS will select either “Approve” or “Reject” the Capital Project Authorization and
provide his/her name and title as the Agency Authorized Authority. Upon completion, the AAS will either
select “Approve” or “Reject” from the dropdown list next to the “Take Action” button and click “Take
Action”.

Capital Project - Agency Authorization

The User Agency Authorized Representative certifies that to the best of my knowledge, information, and belief that the information provided hersin regarding the Capital
Construction Project Request is complete and accurate. The User Agency Authorized Representative further certifies that if the project/contract identified herein is designated as
Agency Administered for design & canstruction that the User Agency: 1) shall conform to all guidelines and procedures established by the Department of Administrative Services for
agency-administered projects. 2) shall be in substantial compliance with applicable State of CT building/fire codes & statutes; 3) will have funds in place prior to award of contracts; 4)
shall remain within the User Agency's statutory budget limits for Design & Construction, and 3) certifies that the Agency project manager &/or code official identified in this Capital
Construction Project Request are qualified and have the time available to provide such senvices.

* Capital Project Authorization: O approvel ] Reject

* Representative Title: | |

1105 Submission: kdl 06.16.2023

__ Dlezcm celect 2p action - W | |  Check Spellin Print Coj Delegate Save Cancel
= pelling Py eg

o If “Reject” was selected, the AAS will be given a prompt to provide a comment to the Process
Initiator regarding the reason for rejection and/or instructions for revision and resubmission. After
providing a comment, click “Reject” to return the 1105 submission to the Process Initiator for
revision and resubmission.

* Add Comment

|| Private

Check Spelling Cancel

o |f “Approve” was selected, the 1105 will be submitted to DAS/CS for submission to the DAS/CS
Deputy Commissioner for review and approval.

8.10 Capital Project Initiation Request Review (CSS)

If the Agency Signatory chose “Approve”, CSS will receive an email from TUC as notification that the
Capital Project Initiation Request has been submitted for them to take action.

No additional review is necessary at this point. Scroll down to the bottom of the page and select
“Submit” from the dropdown list next to the “Take Action” button and click “Take Action” to send the
1105 submission to the Deputy Commissioner for review and signature.

After clicking the “Take Action” button, you will receive a prompt to provide a comment to the Deputy
Commissioner. Click on the instructions tab at the top of the page for draft language to include as part of
the comment to the Deputy Commissioner. Click “Submit” to forward the 1105 to the Deputy
Commissioner for signature.
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8.11 Capital Project Initiation Request Review (DC)

The Deputy Commissioner (DC) will receive an email from TUC as notification that the Capital Project
Initiation Request has been submitted for them to take action.

To access Form 1105 for review and approval, the DC can either click on the link provided in the email or
log into TUC, click on the “Processes” tab, select the “1105 Project Intake Request” view from the
dropdown list, and click on the link in the “Process” column for the subject project.

Process instance is in your court. To view details or take action,

Processes Documents Contacts Cost  Schedule Reports

Unfinished Drafts | Import Processes

Processes

I‘ 105 Project Intake Request VIE:'t Add View All Projects -
Export -

Project Current | Date

Name = Process | Current Actors Step Submitted Most Recent Comment

sprza-TeeT 1105 - Jennifer Vigneault, Peter Form 1105 10 acquire the sevices of a CA for the

Test Proi;-:' o - Simmens, Craig Russell, Sarah ADER 10.25.2023 Statewide Hazardous Abatement Program has been

T - Tierney, Amy Sowitcky subrmitted for your review and approval

The DC can review the 1105 submission in its entirety under the “Details” tab.

To review comments provided by previous actors regarding the Capital Project Initiation Request
submission, click on the “Comments” tab.

To see the “1105 Project Budget Details”, the click on the “Documents” tab and then double click the
“1105 Project Budget.xlsx” to open the budget to review.

1105 Project Intake Request (1105) - 12

- Please select an action -- ™
Project: *Project Creation Project
Process Document: 1105 - 12
Show History Current Actors
Current Workflow Step: Agency Signatory - Agency Administered Show
‘Workflow Diagram
* cubject: Test
Status: Submitted

I Details Comments [0) Documents {1} I Attached Processes [0) Attached Forms [0) Attached To (D)

| L] | File Name

|_|I 3 | 1105 Project Budget.xisx {version SI
- Properties | Download (17.2KB] | Redline | Edit
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Upon completion of the Capital Project Initiation Request review, scroll down to the bottom of the page
and read the instructions for and complete the section entitled “Capital Construction Project — DAS
Approval”, then select either “Approve” or “Reject” from the dropdown list at the bottom of the page
next to the “Take Action” button and click “Take Action”.

Capital Construction Project - DAS Approval
Please check the applicable box as to whether you “Approve” or “Reject” the submissicn as either an Agency Administered or DAS Administered project.

If approved, sign the request, then select "Approve” from the dropdown list at the bottom of the page, next to the "Take Action” button, and press the "Take Action”
button.

If rejected, sign the request, then select "Revise" from the dropdown list at the battom of the page, next to the "Take Action" button, and press the "Take Action”

button. When prompted to comment, provide a brief explanation for the rejection.

DAS Administered Project O approved O Rejected
Authorizi

Agency Administere O Approved O Rejected

Authorizi

* Deputy Commissioner |
Authaorization:
1100 Daiaac-

l- Plegee celect 2naction V' | | chek Spelling Print Delegate Save Cancel

*  |f “Reject” was selected, you will receive a prompt to provide a comment to the ADPM to explain the
reason for rejection and click “Reject” to return the submission to the ADPM. The ADPM will then
contact the Client Agency to discuss proposed revisions.

* Add Comment

] Private

Check Spelling Cancel

Capital Project Initiation Request Project Number Assignment (CSS)

CSS will receive an email from TUC as notification that the Capital Project Initiation Request has been
submitted for them to take action.

To access Form 1105 for review and approval, CSS can either click on the link provided in the email or log
into TUC, click on the “Processes” tab, select the “1105 Project Intake Request” view from the
dropdown list, and click on the link in the “Process” column for the subject project.

CSS shall complete and submit Form 1115 — Capital Project Number Request to Financial Administrative
Services (FAS) to assign a number to the project through normal means, outside of TUC.

Upon receipt of the project number assignment, CSS will log back into TUC, select the “My Home” tab
and click on the “Instance” column link for *Project Creation Project under “My Processes”.

CSS will complete the sections entitled “Project Number” and “Project Budget Detail” and upload a copy
of the executed Form 1115 to the respective field in TUC. CSS will then scroll down to the bottom of the
page, select “Submit” from the dropdown list next to the “Take Action” button and click “Take Action”.
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8.11 Capital Project Initiation Request CEPA Review (Environmental Services)

The Environmental Analyst (EA) will receive an email from TUC as notification that the Capital Project
Initiation Request has been submitted for them to take action.

To access Form 1105 for review and approval, the EA can either click on the link provided in the email or
log into TUC, click on the “Processes” tab, select the “1105 Project Intake Request” view from the
dropdown list, and click on the link in the “Process” column for the subject project.

*Project Creation Project

Process instance is in your court. To view details or take adinn,

Processes Documents Contacts Cost Schedule Reports
Unfinished Drafts | Import Processes
Processes
|“:5 Project Intake Request VIE:'t Add View All Projects hd
Export -

Project Current | Date
Name ~ Process | Current Actors Step Submitted Most Recent Comment

i via & Datar e 1105 0 acaUire the sevices af 3 CA far the
p12e-esT | 1105 - f-rnfer v I___ne_a_l t Peter o U Form . 05 to acquire the sevices of a CA for the
Test project | & Simmens, Craig Russell, Sarah ADEK 0.25.2023 Statewide Hazardou ent Pragram has been
e Tierney, Arny Sowitcky submitted for your review and approval

The EA can review the 1105 submission in its entirety under the “Details” tab.

To see any comments provided by previous actors in the process regarding the Capital Project Initiation
Request submission, the EA can click on the “Comments” tab to review those comments.

To see the “1105 Project Budget Details”, the EA can click on the “Documents” tab and then double click
the “1105 Project Budget.xlsx” to open the budget for review.

1105 Project Intake Request (1105) - 12

Please select an action -- W
Project:
Process Document:
Current Workflow Step: Agency Signatory - Agency Administered Show
Workfloww Diagram
&3 Subject: |Tes:
Status: Submitted

IDe'taiIs Comments (0} | Documents (1 ;I Attached Processes (0) | Attached Forms (0] | Attached To (0)

|l J|File Mame

O |E| 1105 Project Budget.xisx (version 5} |
- Properties | Download (17.2KB) | Redline | Edit
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Upon completion of the Capital Project Initiation Request review, scroll down to the bottom of the page
and complete the section entitled “DAS Environment Review” and upload a copy of the Initial
Environmental Review to the respective field in TUC. Upon completion, select “Submit” from the
dropdown list next to the “Take Action” button and click “Take Action”.

DAS Environmental Review

* |5 the proposed project an |-- Please select an option -- V|
action as defined in Sec. 22a-1a-
1{2) of the CEPA Regulations?:
* |nitial Environmerta Upload Initial Environmental Review/CEPA ERC for the subject project.
Review/CEPA: I Drag and drap file here I or | Browse Computer Browse e-Builder
|1 submit v || Take Action | Check Spetling

The 1105 Project Intake Process is now complete. A copy of the executed Form 1105 will be distributed,
via email through TUC, to all process participants and to the subject project file folder.
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Section 9: 1105R Project Revision Request

9.01 Accessing the Process

Log in to TUC: https://gov.e-builder.net

On your homepage, go to the “Processes” tab and select the subject project for which you wish to
submit a revised 1105 from the “All Projects” dropdown list.

Forms Proceszes Documents Contacts Cost  Schedule Reports

Processes

Procseses Iitated by Wi Vestirsaven [[aiPr -]

Export -

Project Name = | Process Type Process | Subject Current Step  Date Due

sher On-Ca On-Call Contract Approve O - 24 n-Call Sructural Engineser Series Firish

9.02 Project Revision Request Submission (Process Initiator)

Click the “Start Process” button.

Processes For |«i-cs-1005 - DAS Test 5 -
Filter Processes Start Process
Search In ) Processes Initiated By Me O Processes In Wy Court ® all Processes
Type of Process |A Proceszes i P prarf@ open_IFinished
Containing Text | |

Click on the “1105R Project Revision Request” link to start the process.

Start a process on *BI-C5-1005 - DAS Test 5

Processes Cancel
| Process Name | Description

1105k Project Import (SRPI) For DAS USE OMLY, Import 1105 data from the 1105k report for Client Agency revision.
I 1105k Project Revision Request {1103R) I Process for the submission of a revised 1105 - Capital Project Initiation Request

Answer the question under the header “Revised Capital Project Initiation Request”.
Revised Capital Project Initiation Request -
Only answer "Yes" if the original 1105 submission for the subject project was completed by the Client Agency through eBuilder or if the first iteration of the revised 1105 submission was

entered into eBuilder by the Client Agency. If the 1105 information for the subject project was entered into eBuilder by DAS prior to the implementation of the eBuilder program or if this
is a revised 1105 submission for a project that has not yet been created in eBuilder, answer "Na”.

Was an criginal or revised | | -- Please select an option -- bt ||
1105 submitted by the Client
Agency through eBuilder for

this project?

Only answer "Yes" if the original 1105 submission for the subject project was completed by the Client
Agency through TUC or if the first iteration of the revised 1105 submission was entered into TUC by
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the Client Agency using this process. This will notify DAS of the request; at which time DAS will import
the original submission back into TUC and send it back to the Process Initiator for revision.

If the 1105 information for the subject project was not entered into TUC by the Client Agency, answer
"NO",
*  Please note that if future revisions are required to this 1105 submission, the Client Agency can

answer “Yes” to having the first iteration of the revised 1105 submission as being entered into
TUC and DAS can import that submission back into TUC for the Client Agency to edit.

Answer the question under the header “Agency Request for Project Administration” and click the “Take
Action button.

Agency Request for Project Administration

If the Agency Request for Project Administration has changed, please update now.

9.03

|

|[5ubmit w| Take Action Check Spelling ~ Print  Copy Delegate = Sawe  Cancel

If the Agency answered “Yes” to the “Was an original or revised 1105 submitted by the Client Agency for
this project,” the submission will be forwarded to Construction Support Services to initiate the “1105R
Project Import Process”, at which time the original or revised 1105 that was entered into TUC will be
imported back into TUC and forwarded to the Agency for revision and submission.

If the Agency answered “No” to the question, the request will be forwarded to the Process Initiator to
complete the revised Capital Project Initiation Request.

Complete Revised Capital Project Initiation Request (Process Initiator)

The Process Initiator will receive an email from TUC as notification that the Capital Project Initiation
Request is ready for them to prepare the revised 1105 for submission in TUC.

To access the Capital Project Initiation Request for revision, either click on the email link or log into TUC,
select the “My Home” tab and click on the “Instance” column link for the subject project under “My

Processes”.

*BI-CS-1010 - DAS Test Project

Process instance is in your court. To view details or take action,

Process Details

Project *BI-C5-1010 - DAS Test Project
Process 5RPI-3
Subject 1105R BI-C5-1010
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My Home Projects Forms Processes Documents  Contacts Cost  Schedule Reports

Welcome, Craig! v Edit My Home
My Processes
Project T2 |Instance T4 | Subject T% | Step T2 | Date Due T4 | Requested Com... T%
;EEEJ~ - DAS Test] smpl-3 11058 BI-C5-1010 E;ﬂe;slgce—dDﬂS

If the Client Agency answered “No” to the question “Was an original or revised 1105 submitted by the
Client Agency through TUC”, then either no data will be imported (the project does not exist in TUC), or
if DAS/CS entered the data for the subject project into TUC prior to the release of the program to the
Client Agency, then some data will be transferred into the revised 1105 submission, but that data will be
primarily limited to Administrative information. The Client Agency will be responsible for completing the
balance of the revised 1105 submission. To complete the revised 1105 submission, the Client Agency will
follow the directions provided under “Section 8: 1105 Project Intake Request, Line 8.2 — Capital Project
Initiation Submission” of this document, and scroll down to “Helpful Hints for completing 1105” to begin
the process for completing the revised 1105.

If the Client Agency answered “Yes” to the question “Was an original or revised 1105 submitted by the
Client Agency through TUC”, then the data import should be comprehensive. The Client Agency should
review the data imported and revise the 1105 accordingly. At minimum, the Client Agency will be
required to provide data input for the following fields and sections:

a. Within the “Administrative Information” section, revise the “Project Description and Special
Requirements” field, if applicable.

Administrative Information

This Capital Project Initiation Request provides details to the Connecticut Department of Administrative Services (DAS) / Construction Services (CS) that is necessary for

project planning. State User Agency Representatives are REQUIRED to consult with the DAS/CS about their Budget formulation for any Capital Project prior to submission
of a Capital Project Initiation Request (1105).

* ngency: | Board of Regents for Higher Education V|
* Project Name: @ |*3|-':S-‘ 010 - DAS Test Project |
* Project Address: |12;‘- Boltz Dr. |
* City: |San Diego |

Agency Request for Project
Administration:

DAS/CS Building Number: @ 223457 |
Land Mumber: @ |233.5,? |
CAPEX Number: @ [23cscuonz |

* Project Description and Test Project

Special Reguirements: a

b. Within the “Budget Details” section, upload a revised “1105 Project Budget”; and
Project Budget Detail

Upload 1105 Project Budget Detail spreadsheet for the subject project.

* 1105 Project Budget: @ I'_'.":; and drop file here I:-r Browse Computer Browse e-Builder
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c. Complete the Financial Information section. Be sure to hover over the “?” next to the respective field
for an explanation of what information is to be provided. For each line item, you will need to provide
a “Description”, amount “Awarded/Authorized”, and amount “Received/Allocated”. For State Bond
Funds, you will need to provide “Encumbrance”, the amount specifically authorized and/or allocated
for the project with which the 1105 is being submitted, if the funding authorization is for more than
one project. “Funding Source” will need to be provided if the source is not State Bond Funds. After
filling in the required fields, click the “Add” button. This step will need to be repeated for each line
item.

= Import  Delete

State Funding

To add a funding line item, fill in the relevant funding detail below and click the “Add" button. Continue this process for each respective line item

# Description £ Authorized Allocated

Grand Totals 0.00 0.00
10 items)

Add New Item State Funding

[
i —
L 1

o

—

Upon completion of the draft Form 1105R, scroll down to the bottom of the page, read the instructions
for the section entitled “Interagency Review”, and then select either “Interagency” or “Submit” from the
dropdown list next to the “Take Action” button. Select “Interagency” if there are any individuals within
your Agency that need to review or provide data input into the subject 1105 prior to submitting the 1105
to DAS/RECS; otherwise select “Submit” and click “Take Action”.

After selecting your option, you will receive a prompt to provide a comment for the next individual in the
process slated to review the 1105 submission. If “Interagency” was selected, provide the reviewer with
the required direction to help them complete their review in the comment section. If “Submit” was
selected you have the option to provide a comment, but it is not required.

| Interagency | il I Take Action I Check Spelling Print Copy Delegate Save Cancel

Add Comment

O private

e

If you selected “Interagency”, you will also be required to either select an individual with an active TUC
account from the list of “Available Users” to send the 1105 submission to for review.

*  Please note that only one (1) user at a time can be selected to review, comment, and if
applicable, edit the revised submission. Repeat this process for each individual reviewer until all
revisions are complete.

To add an actor to the next step in the process, find the name of the actor from the list of “Available
Users”, click on their name to select the person, then click on the “>” to move that person into the
“Selected Users” column.
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Upon completion, click the applicable button to proceed to the next step in the process, which will either
be “Submit” (no interagency review) or “Interagency” (interagency review).

Add actors to the next step

Selected Users

Check Spelling Cancel

If there is an individual from your agency that should be granted access to Interagency Review and is not
included in the list of actors, please contact Tim O’Brien by email at Timothy.O’Brien@ct.gov and request
that the name be added.

9.04 Other Reviewers (Interagency/Outside Reviewer)

The balance of the “1105R Project Revision Request” process will be completed in the same format as
the “1105 Project Intake Request” process, including Steps 8.03 — 8.11, and 8.13.

*  Please note that process instances in the 1105 process begin with “1105” and process instances
for the 1105R process begin with “1105R”.
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Section 10: 1135 Task Letter

10.01 Accessing the Process
Log in to TUC: https://gov.e-builder.net.

On your homepage, go to the “Processes” tab and select the project for which you want to submit Form
1135 from the dropdown list.

£ e-Builder NG T -

My Home Projects Forms Processes Documents Contacts Cost  Schedule Reports

Processes

Processes Intiated by Me M | Bt ] Ackd Ve I 2 'I

Export -

Project Mame = | Process Type Process | Subject Current Step | Dafte Due

10.02 On-Call Request (PM or CSS)

Select 1135 — Task Letter from the “All Processes” dropdown list and click “Start Process”.

Unfinished Drafts | Import Processes

Processes For |+Bi-c5-1005 - DAS Test 5 -
Filter Processes Start Process
Search In (O Processes Initiated By Me O Processes In My Court @ All Processes
Type of Process | [[All Processes v |[ crart B open O Finished
Status All Statuses v

In the subject field at the top of the page input “Project Number - On-Call (On-Call Contract Type — ARC,
CA, etc.) Request”, i.e. BI-2B-472 — On-Call Architect Request.

1135 - Task Letter (TL)

Start Process Print = Check Spelling Submit

Project: *BI-C5-1005 - DAS Test 5
Process: 1135 - Task Lefter
* Subject: || |

Below the subject are directions to initiate the On-Call Selection/Task Letter Process, which are
summarized below.
DAS Administered Projects Task Assighments:

If the subject project is Administered by DAS, the DAS PM shall prepare an On-Call Selection Request,
Form 1135, to initiate the selection of an On-Call Consultant and upload the draft Form 1135 (in Word
format), along with a copy of the completed Form 1105 (signed by DC) to the “Documents” tab.
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Agency Administered Projects Task Assignments:

If the subject project is Agency Administered, Construction Support Services shall prepare Form 1135, to
initiate the selection of an On-Call Consultant and upload the draft Form 1135 (in Word format), along
with a copy of the completed Form 1105 (signed by DC) to the “Documents” tab.

Supplemental Task Assignments:

The DAS PM shall prepare a new On-Call Selection Request, Form 1135, for each supplement task
request and follow the same protocol as above based on the cumulative fee value (total of all task letters
with a consultant for the same project).

If the request for a supplemental task assignment is for an On-Call Consultant with an expired contract, a
Supplemental Task Justification Memo will also need to be uploaded to the “Documents” tab, as well as
copies of all previously executed task letters made to the Consultant on the subject project.

To upload documents to the “Documents” tab, click the “Attach Documents” button.
Attached Processes (0] | Atmached Forms (0] | Attached To (0]

[Clehow Thumbnails  Download Attach Documents

Next, click “Upload from your Computer” and either drag and drop your files into the space provided or
browse your computer to search for the files you want to upload.

1)

Drag your files or Browse

After uploading the required documents, return to the “Details” tab and complete the “On-Call Selection
Request” section. Upon completion, click the "Take Action" button.

Note: Only answer “Yes” to the “Request for Multiple Solicitations” question if a Consultant was already
assigned the task and after the scope review meeting, it was determined that the Consultant Fee is
greater than or equal to $300,000, requiring the solicitation of multiple On-Call Consultants.

On-Call Selection Request

Select the type of On-Call Consultant you wish to have assigned to the project task and the estimated fee for the On-Call Consultant to complete the task.

* Type of OC Consultant: | -- Please select an option -- V||
* Consultant Fee: I I
* Request for Multiple If a Consultant has already been assigned this task and after the scope review meeting it was determined that the total Consultant
Solicitations?: Fee will be greater than or equal to 300,000, answer "Yes” to solicit multiple vendors, otherwise answer "No"
ITND |
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10.03 ADPM 1135 Review (ADPM)

The ADPM will receive an email from TUC as notification of the request for an On-Call Assignment. To
access the process instance, either click on the link provided in the email or log into TUC, select the “My
Home” tab and click on the subject process instance link from the “My Processes” section.

Process instance is in your court. To view details or take action) click here

My Home Dashboard Projects Planning Forms Processes Documents Calendar Contacts Cost  Schedule Reports Time Tracking Setup

c Welcome, ADPM!

CONNECTICUT My Processes

Announcements Project 12 | instance 14 | Subject T4 | step

Welcome, State of Connecticut! ~BI-C5-10710 - DAS Test Project TLVZ-1 BI-CS-1010 - On-Call STR Request ADPM 1135 Review

After opening the process instance, review the “General Instructions” and then click on the “Documents”
tab to review the 1135 submission.

Details | Comments (2) Documents (3} | Attsched Processes (0) | Attached Forms (0] | Attached To (0]

Click on the link to any of the subject files to view those files.

(| File Name Attached By
Russell, Craig
O "L BI-CTC-686_NWCC_BrdgRef_1105_230918.pdf (version 2} (Department of
' Properties | Download (570.7KB) | Redline | Stamp | Remove Administrative Servic
Construction Services
Russell, Craig
0 .,-_-1_ 1135_OnCallSel.docx (version 2} {Department of
i Properties | Download [56.2KB) | Redline | Most Recent | Remove Administrative Servic

Construction Services

Russall, Craig
O ] (version 1) (Department of
Remawve | Edit Adrir ive Servic

Construction Services

Properties | Download [35.95B] |

After completing your review, either select "Submit" from the dropdown list next to the "Take Action"
button to forward the 1135 submission to the DPM and Chief Architect for review, or "Revise" to return
the 1135 submission to the PM for revision and click the "Take Action" button. You will then be
prompted to provide a comment.

If "Submit" was selected, utilize the comment section to provide applicable detail regarding any
intricacies to the project that the DPM and Chief Architect should be made aware of, or if there is a
specific consultant that is being requested for this project, please provide that information along with
the reason why that specific consultant should be selected.

If "Revise" was selected, provide the PM with direction on the revisions required to process the
submission for approval in the comment section.
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After adding your comment, click the “Revise” or “Submit” button respectively.

Add Comment

O private

Check Spelling Cancel

10.04 PM Revision —1105/1135 (PM)

The PM will receive an email from TUC as notification that a revision is required to process the request.
To access the process instance, either click on the link provided in the email or log into TUC, select the
“My Home” tab and click on the link in the “Instance” column for the subject project under the “My
Processes” section. The process “Step” will be entitled “PM Revision —1105/1135”.

Process instance is in your court. To view details or take action,

My Home Projects Forms Processes  Documents Contacts Cost  Schedule

Welcome, Craig!

My Processes

Project T4 | Instance 1% |Subject 1% | Step T2

sBacky Test Broject G090-13 6010 Bid Release Form | 03 - ADPM: Approve
=CKy [est Frojea A for BI-RCTEST-999 Bid Release Form

*BI-C5-1005 - DAS Tst TL-5 BI-C5-1005 - On-Call PM Revision -

5 - Architect Request 110571135

After opening the process instance, review the “General Instructions” under the “Details” tab, and any
comments provided by the ADPM under the “Comments” tab.

Cetailz I Comments (2) Documents (3} I Attached Processes (0] | Attached Forms (0] | Attached To (0]

If the ADPM requested revisions to the 1135 submission, click on the “Documents” tab to access the
1135. To open the 1135 for editing, click on the “edit” link below the subject 1135 and click “Ok” when
prompted. After opening the 1135, make the necessary edits and save your file upon completion. Close

the document and return to the “Documents” tab. Then, click the “Check In” link below the subject 1135
to upload your changes.

Bl-MH-115_ARC 1135_2024.7.22.docx (version 3) Checked out by Craig Busse
Download (57.4KE) | Redline | Compare With | Send | Properties

Edit | Check In
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Upon completion, scroll down to the bottom of the page and click the "Take Action" button. You will
then be prompted to provide a comment, where you can provide detail regarding the revised
submission. After adding your comment, click the “Submit” button.

Add Comment

[ private

Check Spelling Cancel
10.05 DPM/Chief Architect 1135 Review (DPM/Chief Architect)

The DPM and Chief Architect will receive an email from TUC as notification of the request for an On-Call
Assignment. To access the process instance, either click on the link provided in the email or log into TUC,

select the “My Home” tab and click on the subject process instance link from the “My Processes”
section.

Process instance is in your court. To view details or take action) click here

My Home Dashboard Projects Planning Forms Processes Documents Calendar Contacts Cost  Schedule Reports Time Tracking Setup

c Welcome, ADPM!

CONNECTICUT My Processes
Announcements Project 12 | instance 14 | Subject T4 | step
Welcame. State of Conmecticut! +21-C1010- DAS Test Froject BI-C5-1010 - On-Call 5TR Request ADPM 1135 Review

After opening the process instance, review the “General Instructions” and then click on the “Documents”
tab to review the 1135 submission.

Details | Comments (2) Documents (3} | Attsched Processes (0) | Attached Forms (0] | Attached To (0]

Click on the link to any of the subject files to view those files.

(| File Name Attached By
Russell, Craig
] "L BI-CTC-686_NWCC_BrdgRef_1105_230918.pdf (version 2) (Department of
Properties | Download (570.7KB) | Redline | Stamp | Remove Administrative Servic
Canstruction Services
Russell, Craig

0 |,l£1._ 1135_OnCallSel.docx (version 2} {Department of
i Properties | Download [(56.2KB) | Redline | Mest Recent | Remaove Administrative Servic

Construction Services

Russall, Craig

] (=] (version 1)

- Properties | Download [35.95B] | emove | Edit

After completing your review of the documents, return to the "Details" tab and review the section
entitled "On-Call Selection Request". If you agree with the "Type of On-Call Consultant" selected and the

CT DAS 0175 (Rev.6.5.25) 0000 Guidance Manuals



0175 TUC Guidance Manual

Page 79 of 350

estimated "Consultant Fee", proceed to the "On-Call Task Assignment Solicitation" section. If you
disagree with the "Type of On-Call Consultant" selected and/or the estimated "Consultant Fee", revise
the subject field(s) accordingly and then proceed to the "On-Call Task Assighment Solicitation" section.

On-Call Selection Request
Select the type of On-Call Consultant you wish to have assigned to the project task and the estimated fee for the On-Call Consultant to complete the task.

* Type of OC Consultant: I;- Please select an option —- V||

If the estimated "Consultant Fee" is greater than $300,000, determine whether all, or a certain
delegation of, Consultants from the selected On-Call Contract Series should be solicited to provide a
proposal for the subject task assignment. If not "All On-Call Series Consultants", then provide the firm
name of those Consultants that should be solicited in the fields entitled “On-Call 1” through “On-Call 5”.
Refer to the Active On-Call Contracts report for a listing of all the active On-Call Contracts.

-~

On-Call Task Assignment Solicitation

If the estimated "Consultant Fee" is greater than $300,000, determine whether all, or a certain delegation of, Consultants from the selected On-Call Contract Series should
be solicited to provide a proposal for the subject task assignment. If not "All On-Call Series Consultants”, then provide the firm name of those Censultants that should be
solicited in the fields below. Refer to the Active On-Call Contracts report for a listing of all the active On-Call Contracts,

10.06

On-Call Consultant || -- Please select an option -- > I
Solicitation:
On-Call1: | |
oncall2 | | |

After all documents have been reviewed and all sections have been completed, scroll down to the
bottom of the page and click the "Take Action", button. A prompt will appear after you click "Take
Action" to allow you to provide a comment, if applicable, regarding changes made to the selection type

and/or consultant fee.

Add Comment

(J Private

Check Spelling Cancel

Solicit Multiple Vendors (PM)

If the estimated Consultant fee for the subject task assignment is estimated to be greater than or equal
to $300,000, the PM will receive an email from TUC as notification to solicit proposals from multiple
vendors in the selected On-Call Series for the subject task assignment. To access the process instance,
either click on the link provided in the email or log into TUC, select the “My Home” tab and click on the
subject process instance link from the “My Processes” section.

Process instance is in your court. To view details or take action) click here
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My Home Dashboard Projects Planning Forms Processes Documents Calendar Contacts Cost  Schedule Reports Time Tracking Setup

c Welcome, ADPM!

CONNECTICUT My Processes
Announcements Project T2 | Instance 12 | subject 1% | step
Welcome, State of Connecticut! *BI-C5-1010 - DAS Test Project BI-CS-1010 - On-Call STR Request ADPM 1135 Review

After opening the process instance, scroll down to the “On-Call Task Assignment Solicitation” section for
the list of Consultants selected by the DPM and/or Chief Architect to be solicited for the subject On-Call

task assignment.

~

On-Call Task Assignment Solicitation

If the estimated "Consultant Fee” is greater than $300,000, determine whether all, or a certain delegation of, Consultants from the selected On-Call Contract Series should
be solicited to provide a proposal for the subject task assignment. If not "All On-Call Series Consultants”, then provide the firm name of those Consultants that should be
solicited in the fields below. Refer to the Active On-Call Contracts report for a listing of all the active On-Call Contracts.

On-Call Consultant
Solicitation:

On-Call 1:
On-Call 2:
On-Call 3:

Proceed with scheduling a scope review meeting with the Client Agency and all Consultants listed in the
“On-Call Task Assignment Solicitation” section. Please note that the listed Consultants have the right to
decline participation in the scope review meeting if they are unable to provide a proposal for the subject
task assignment at this time. After the scope review meeting has been held, collect proposals from each
of the Consultants that participated in the scope review meeting, on a date to be determined, and select
the Consultant with the lowest responsible fee from the list of Consultants to be assigned to the task.

After the lowest responsible fee has been determined, return to the process instance, scroll down to the
“On-Call Selection Request” section, and provide the name of the “Selected On-Call Consultant” and
update the “Consultant Fee” to match the proposal. Upon completion, click the “Take Action” button.

On-Call Selection Request

Type of OC Consultant:

* Selected On-Call |

Consultant: @

10.07 On-Call Assignment (CSS)

CSS will receive an email from TUC as notification of the request for an On-Call Assignment.

To access the process instance, either click on the link provided in the email or log into TUC, select the
“My Home” tab and click on the subject process instance link from the “My Processes” section.

A Warning prompt will appear at the top of the page after the process instance is opened. DO NOT TAKE
ACTION on this page. First, click on the “Comments” tab to review any relevant comments regarding the
submission, then click the “Click here” link in the warning banner to edit the process instance.

Warning

A draft x35 TL - Cost Integrated V2 - DO MOT USE has been automatically crea:ed. provide required Commitment information and submit the instance
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Prior to editing the process instance, return to the TUC homepage, click on the “Documents” tab. Scroll
down the "12 Task Letters" file folder to access the draft Form 1135 submission documents. Review
Form 1135 and assign an appropriate On-Call Consultant (refer to the “Reports” tab and open the “On-
Call Contracts — Active” report to determine which On-Call Consultant to select), then download the
1135 to your desktop, complete the task assignment portion of the 1135 and save a signed copy of the
1135 as a pdf.

Once the assignment has been determined and Form 1135 has been completed with the assigned
Consultant identified in Form 1135, return to the “12 Task Letters" file folder and rename the first
unnamed file folder, with the provided naming protocol based on the task letter assignment, and move
the 1105 and the executed 1135 into the "Drafts" subfolder. Then click on the "Properties" hyperlink for
the "Drafts" file folder and copy the "Private Folder URL" link to be pasted in the "Task Letter - Draft"
field in the Task Letter - Cost Integrated process instance. Repeat this step for the "Final" file folder to
be pasted in the "Task Letter - Final" field in the process instance.

Return to the process instance and paste the links into the respective fields. Then complete the “on-Call
Information”, "Commitment Details" and "Commitment Custom Fields" sections. In the "Commitment
Custom Fields" section, data should be provided for the following fields: On-Call Request Received, On-
Call Request Approved, Type of On-Call Consultant, Project Status Summary, Document Type, and
Consultant/Contractor Name. Upon completion, click the "Take Action" button.

10.08 DAS Fee Transfer (DAS Admin)

If the On-Call Selection Request is for an Agency Administered Project, DAS Admin will receive an email
from TUC as notification to request a funding transfer, via email, of $5,000 from the Client Agency to
cover DAS fees related to the preparation of the task letter package. To take action on the subject
process instance, either click on the link provided in the email or log into TUC, select the “My Home” tab
and click on the link in the “Instance” column for the subject project under the “My Processes” section.
The process “Step” will be entitled “DAS Fee Transfer”.

Process instance is in your court. To view details or take action

My Home Projects Forms Processes  Documents Contacts Cost Schedule

Welcome, Craig!

My Processes

Project 14 |Instance T4 | Subject T4 | step 1%

*Becky Test Proiect e 6010 Bid Release Farm | 03 - ADPM: Approve
B - - s for BI-RCTEST-999 Bid Release Form
*~BI-C5

AS Tst = BI-C5-1005 - On-Call PM Revision -
- Architect Request 11051135
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After opening the process instance, review the “General Instructions” under the “Details” tab and

proceed in making the request for a funding transfer. Upon completion, click the “Take Action” button.

1 135 TL - COSt Integrated V2 {TCIVZ) - 9 Delete Instance Workflow Override All Fields Vier

| Submit v || Take Action I Check Spelling Print Copy Delegate Save Cancel

Project: *BI-CS-1010 - DAS Test Project
Process Document: TCVZ -9

Overall Due Date:
Chow Hicto

ow History | Cument Actors

Current Workflow Step: DAS Fee Transfer Show Workflow Diagram Step Due Date:
* Subject: *BI-CS-1010 - DAS Test Project (TLV2 - 8)
Status: Pending
Details | Comments (0] Documents {0) | Attached Processes (1) | Attached Forms (0) | Attached To {0)

Expand All | Collapse Al

General Instructions

An On-Call Consultant has been assigned to the subject Agency Administered project. Please request a funding transfer, via email, of $5,000 from the Client Agency
to cover DAS fees related to the preparation of the task letter package by the PM assigned to the project. Upon completion click the "Take Action™ button,

10.09 Prepare Task Letter Package (PM)

The PM will receive an email from TUC as notification that an On-Call Consultant has been assigned to
the Project and the PM can begin preparing the Task Letter Package for submission.

To access the process instance, either click on the link provided in the email or log into TUC, select the

“My Home” tab and click on the link in the “Instance” column for the subject project under the “My
Processes” section.

Process instance is in your court. To view details or take actiun

My Home Dashboard Projects Planning Forms Processes Documents Ca

c Welcome, PM!

CONNECTICUT
My Processes
ANNOUNCEN »ee Project T% | Instance T4 | Subject T% | step 14
ents *BI-CS-1010- DAS Test |00 - BI-C5-1010 - Closeout on
Project M Package
'téu'elcum?. Stlate of *BI-C5-1010 - DAS Test — EI-C5-1010 - On-Call PM Prepare Task
OI’II'lIECtIl:ut. Project i STR Regquest(TLWZ - 1) | Leter Package

After opening the process instance, read the “General Instructions” and then click on the link in the “Task
Letter — Draft” field, provided under the “On-Call Consultant Request” section, to open the file folder

where you will be uploading your task letter submission package and where you can access the signed
1135 to view the On-Call Assignment.

Task Letter File Folders

ask Letter - Draft: Paste link to the subject task letter assignment "Draft” file folder.
hitps://gov.e-builder.net/da2/dalanding.aspx?Q5=a30a3 1800032467 3ab4550a24275ch34
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Proceed with scheduling the scope review meeting with the Consultant and Client Agency and begin
preparing the task letter package for submission.

Note: If after the scope review meeting, the estimated Consultant fee to complete the task assignment is
determined to be greater than $300,000, the PM will be required to solicit multiple proposals from a list
of On-Call Consultants, selected by the DPM and/or Chief Architect, in the On-Call Contract series. To
initiate the selection of multiple proposals, scroll to the "Multiple Solicitations Required" section and
answer the related question. Next, select "Void" from the dropdown list next to the "Take Action" button
and click "Take Action."

Multiple Solicitations Required?

* Multiple Solicitations If a Consultant has already been assigned this task and after the scope review meeting it was determined that the total Consultant
Required?: Fee will be greater than or equal to £300 000, answer "Yes” to solicit multiple vendaors, otherwise answer "No"
I -- Please select an option -- VI

This will cancel the current task assignment and notify CSS to initiate a new On-Call Assignment/Task
Letter process instance, so that the DPM and Chief Architect can provide a list of On-Call Consultants, in
addition to the original selection, to solicit for the subject task assignment from which the On-Call
Consultant with the lowest responsible fee will be selected to execute the task assignment.

If the task assignment does not require multiple proposals, no further action is required until the task
letter package is complete. Once the task letter package is ready for upload into TUC, return to the
process instance and click on the link in the “Task Letter — Draft” field to open the Consultant’s On-Call
Task Letter file folder. Upload the task letter submission package by dragging and dropping the required
documents into the subject Consultant’s On-Call Task Letter file folder.

Note: Include all of the required documents and only the required documents, in the specified file
format, for upload and submission to CSS and/or legal for review.

£2 e-Builder

My Home Projects Forms Processes | Documents Contacts Cost Schedule Reports

c Project Documents »
CONNECTICUT “BI-C5-1010 - DAS Test Project M

Documents 12 Task Letters \ 1 - STR-0035_T1 \ Draft [

Folders | |_i —
Pr'OJ ect Menu Expand All | Collapse All | Refresh Al Upload | Properties | Create Folder | Subscriptions | Copy To Clipboard: Private
s B b | 09 Construction - [ | Name =
etails .
. | Phase[0] Deletz | Move | Copy | Download | Check Out | Send | Fill Out Form | Comg
™ Planning |
- 1
Forms {10 5C and Closeout
b H Issues | Phase[17] Cils) 1135_OnCallSel.docx
] — Download (57.1K3) | R Edit
--E Processes ™
v (B Documents I 11 Contract-
Access History | Amendment-Legal[0]
+ =) 12 Task Letters[4]
sent [tems ) () B-CS-1010_1105.pdf vession 1)
w Document Log =y "= Download (187.1K8) | Redline | Stamp | Compara With | Send | Properties
FoloETPermisaions | 1-STR-0035_T1[3]
EITCSH 010 Find Deleted ] Draft[3]
Documents H -
- i Final[0]
= schedule i &) BI-CS-1010_STR-0045_1135_T1.pdf {uersion 1)
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After the required documents have been uploaded, return to TUC and click on the “Projects” tab, then
select your project from the “Active Projects” dropdown list.

Projects Forms Processes Documents Contacts  Cost

Schedule Reports

‘ X Hidden Projects
I Projects
CT'C U T [ Active Projects View W | Edit | add view [aut Projects =

Click “Cost” under the Project Menu, and then click on “Budget Details”.

g, -
§2 e-Builder v |ie cost

My Home | Projects Cost Summary
Funding Sources

I Budget Details I

CONNECTICUT

ages

Project Menu

Click on the “Budget Changes” tab and then click “Add”.

Budget Line Items (18} I Budget Changes [0} I Custom Figlds (0] Motes (0]

Documents (0] Forms (O] “rocezzes (0)
Show: Sh-:'-.-.- Filter Add
Ol#a Description Reason For Change Applies To Status Date Of Change :r::::.l?::

There are no budget changes.

Provide data input in the required fields and click the “Save and Add All Line Items” button. A prompt will
appear asking: “Are you sure you want to add all budget line items to the change?”. Click “Continue”.

Project Mame: *BI-C5-1010 - DAS Test Project
* Budget Change [oo1 | Status: Draft
Mumber:
* Reazon Code: Gelect One., v|| * Date Of Change: 05.102024 | ER
* Deccription: I I

Custom Fields

There are no budget change custom fields

| Save and Add All Line Items | Save and Add Items One at aTime  Cancel
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Input the amount of On-Call Consultant Fee in the “Change Amount” column for the appropriate On-Call
line item (2.130, 8.130, 10.130, or 13.130) and click the “Save” button.

Budget Change ltems Recala
Description Budget Line ltem Current Budget Projected Formula Change Amount
Amount Commitments

On-Call (ENV, HAZ) 02130 0,00 0,00 Add 0.00 &
Total CMR Construction ... | 03.100 0.00 0.00 Add 0.00 &
Total DBB Construction P... | 03.200 0.00 0.00 Add 0.00 &
Total DAS/CS Contingen... | 04.000 0,00 0,00 Add 0.00 4 .
Total Equipment 05.000 0,00 0,00 Add 000 &
Total Telecommunications | 06.000 0.00 0.00 Add 0.00 &
Total Studies {Pre-Design... | 07.000 0,00 0,00 Add 0.00 4 :
Total A/E {Design Phase, ... | 08,000 0.00 0.00 Add 0.00 &
On-Call (ARC, CIV-SUR-L... 08.130 0,00 500,00 Add 0.00 &

Then, click the “Make Pending” button.

Budget Change Details
Mail Merge Make Projected Request Approval Approve

Then, return to the process instance and input the date of the scope review. Upon completion, click the
"Take Action" button.

Scope Review

* Date of Scope Review: : i)
|5.|:'n"t bl | I Take Action I

10.10 Support Services Review (CSS)

CSS will receive an email from TUC as notification that the Task Letter Package has been submitted for
review.

To access the process instance, either click on the link provided in the email or log into TUC, select the
“My Home” tab and click on the subject process instance link from the “My Processes” section.

After opening the process instance, click on the link in the “Task Letter — Draft” field to view the Task
Letter Package submission.

If the value of the task letter, or if a supplemental task the cumulative value of all task letters, is less than
$100,000, or in the case of CSCU or the Judicial Branch the value of the task letter or cumulative value of
all task letters is less than $300,000, CSS shall conduct the initial review of said task letter for
completeness, compliance with the project scope and compliance with the subject On-Call Contract.

If there are any proposed revisions to the subject task letter, those changes shall be incorporated using
track changes in the task letter from the subject file folder. After completing its review of the draft task

CT DAS 0175 (Rev.6.5.25) 0000 Guidance Manuals



0175 TUC Guidance Manual

Page 86 of 350

letter, CSS will return to the process instance, complete the "Task Letter Value" Section and update the
"Project Status Summary".

If the value of the task letter, or if a supplemental task the cumulative value of all task letters, is greater
than $100,000, or in the case of CSCU or the Judicial Branch the value of the task letter or the cumulative
value of all task letters is greater than or equal to $300,000, CSS shall forward the task letter package to
the ADPM to conduct the initial review of said task letter. Prior to forwarding the task letter package to
the ADPM, CSS shall complete the "Task Letter Value" Section and update the "Project Status Summary".

After the task letter value has been determined and, if applicable, the review completed, CSS will either
select “Revise” from the drop-down list, next to the “Take Action” button, to return the task letter
package to the PM for revision or select “Submit” to forward the task letter package to the ADPM for
review. After taking action, CSS will be prompted to provide a comment regarding the proposed
revisions for the PM or a comment regarding the type of review the ADPM is to conduct prior to
submitting the package to Legal.

10.11 Task Letter Revision (PM)

If “Revise” was selected in the previous or consequent step, the task letter package is returned to the
PM. The PM will receive an email notification from TUC that the task letter package has been returned,
and the task letter package will also appear in TUC under “My Processes” within the “My Home” tab in
TUC.

The PM can either click on the email link to connect to the subject process instance in TUC, or the PM
can access the process instance by logging into TUC, selecting the “My Home” tab, and clicking on the
link in the “Instance” column for the subject project from the “My Processes” section.

Process instance is in your court. To view details or take actinn,

My Home Dashboard Projects Planning Forms Processes Documents Ca

c Welcome, PM!

CONNECTICUT
My Processes

Project T4 |instance T4 | Subject T4 | step 12
Announcem
ents *BI-C5-1010-DAS Test | _ o 5 BI-C5-1010 - Closeout | PM Reconciliation
Praj e Package Review
?Elmnlﬁ_" Sttlate of *BI-C5-1010 - DAS Test w355 -3 BI-CS-1010 - On-Call B Revision
onnecticut: Project T STRRequest(TLVZ-1) |
a-Buildar walramar tha

After opening the process instance, review the “Comments” tab for additional information regarding
proposed revisions.

I Detsils | Comments: (0) I Documents {0} Artached Processes [0)  Attached Forms (0) | Attached To (0)

After reviewing the comments, return to the “Details” tab.

If the task letter package was submitted for SPRB review and the attorney assigned to the project
reviewed the task letter package outside of TUC, direction will have been provided under the
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“Comments” tab for the location of the task letter submission package and direction to complete the
proposed changes for resubmission.

If the task letter package was reviewed in TUC, scroll down to the “Task Letter File Folders” section, right
click on the link provided in the “Task Letter - Draft” field, and select “Open Link in New Tab” to open the
subject Project On-Call Task Letter file folder.

Task Letter File Folders

Task Letter - Draft: Paste link to the subject task letter assignment "Draft” file folder.
hitps://gov.e-builder.net/da2/dalanding.aspx?Q5=a30a3 1800032467 3ab4550a24275ch34

Folders ‘ ',_'I_‘ C Documents \, 12 Task Letters \ 1 - STR-0035_T1 \ Draft
Expand All | Collapse All | Refresh Al Upload | Properties | Subscriptions | Copy To Clipboard: Private URL
= ] WRE LA Ry W]
| 4 - [} | Name =
|
| Delste | Mowve | Copy | Download | Check Out | Send | Fill Cut Form | Compare

09 Construction

Dhase[0] i) O 1135_OnCallSel.doox version 7)

i Download (57.1K8) | Redline | Compare With | Send | Properties | Edit
e

T BI-CS-1010_1105.pdf (version 1)
10 5C and Closeout Ju

Download {197.1KE) | Redline | Stamp | Compare With | Send | Properties

Phase[17]

| ey 0 BI-CS5-1010_STR-0045_1135_T1.pdf [verzion 1)

._l | . Download {22.0K8) | Redline | Stamp | Compare With | Send | Properties
11 Contract- o N BI-CS-1010_STR-0045_T1_Funds.pdf [version 1)

Amendment-Legal[0] Download {25.7KS) | Redline | Stamp | Compare With | Send | Properties

J | 12 Task Letters[7] T0O BI-C5-1010_STR-0045_T1_Proposal.pdf |

version 1)
P Download (547.2KE) | Redline | Stamp | Compare With | Send | Properties
ar |
" 2 W BI-C5-1010_STR-0045_TLT1_DRAFT.doox [version Z)
STR-0033.T1[E] o= Download (458.7KE) | Redline | Compare With | Send | Properties | Edit
| Diraft[6]

Find the revised draft task letter and click the “Edit” link to check out the draft task letter and open itin
Word to review the proposed edits.

=" ] 12 Task Letters[7] oY m BI-C5-1010_STR-0045_T1_Proposal.pdf {version 1)
IER Ry Download (347 2KE) | Redline | Stamp | Compare With | Send | Properties
L
: s BI-CS-1010_STR-0045_TLT1_DRAFT.docx (version 2]
1- STR-0035_T1[6] 80 : rign i

Download (468 7KB) | Redline | Compare With | Send | T'r:\:ner.les
| Draft[6]

After opening the task letter, click the “Enable Editing” button and click “No” when the prompt appears.

Home Insert Design Layout MNew Tab References Mailings Review View Developer Help ACROBAT | = g‘ESViewing =

ﬂ-z_—;‘l Save ) -—'_ ) [ Open =
PROTECTED VIEW Be careful—files from the Internet can contain viruses. Unless you need to edit. it's safer to stay in Protected View. | Enable Editing
.---.---E---.---1---.---z---.---3---.---4---.---5--- T T
5/13/2024

On-Call Task Assignment for Design Services
Contract No.: 0C-DCS-STR-0045
Task No. T1
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o The author would like you to open this as read-only, unless you need to make changes. Open as read-only?

Review the proposed revisions, determine if they are acceptable and, if applicable, provide additional
revisions (with Track Changes enabled) and/or a response to any comments in the subject task letter.
After completing the review and incorporating any revisions, save and close the document.

Next, return to the “Documents” tab and find the revised draft task letter, click the “Check In” link below
the draft task letter to save your revisions and click “OK” when prompted. If any additional
documentation is required to complete the task letter package submission, upload it now by following
the steps provided in Section 10.06 above.

12 Task Letters[7] 0 BI-CS-1010_STR-0045_T1_Proposal.pdf {versicn 1)

Download (347.2KB) | Redline | Stamp | Compara With | Send | Properties

BI-CS-1010_STR-0045_TLT1_DRAFT.docx (version 2) Checked out by PM Russall

1-sRoos T @O
STR-0033_T1[6] — Download [468.7KE) | Redline | Compare With | Send | Properties | Edit

Draft[6]

After all revisions have been incorporated, either within or outside of TUC, return to the “Details” tab for
the process instance and click “Take Action” to resubmit the task letter package. A prompt will appear
after clicking “Take Action” to allow you to comment on the revised submission. Click “Submit” after
adding the comment.

Task Letter File Folder

Task Letter - Draft: @ Paste li
[nttosy

o the subject task letter assignment "Draft” file folder.

v.e-builder.ret/daZ/dalanding.aspx?Q5=230a315000324673ab4550

Submit hd |I Take Action I

10.12 ADPM Review (ADPM)

The ADPM will receive an email from TUC as notification that the task letter package has been forwarded
to their attention to take action. To access the process instance, either click on the link provided in the
email or log into TUC, select the “My Home” tab and click on the subject process instance link from the
“My Processes” section.

Process instance is in your court. To view details or take actinn

My Home Dashboard Projects Planning Forms Processes  Documents Ca

c Welcome, ADPM!

CONNECTICUT
My Processes

Announcem ... Project o mETE T4 |Subject 1% | Step 1%
ents =BI-CS-1010-DAS Test | o - BI-CS-1010-0n-Call |, oac o
Project ReoE s TR Reguest (TLV2-1) ADPM Review

After opening the process instance, select the “Comments” tab to review comments from previous
Actors regarding the task letter submission and to get direction on the type of task letter review that is
to be conducted.
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Details | Comments (0} Documents {0) Artached Processes (0) = Attached Forms (0) | Attached To (D)

Then, return to the “Details” tab and right click on the link provided in the “Task Letter - Draft” field, and
select “Open Link in New Tab” to open the subject Project On-Call Task Letter file folder.

Task Letter File Folders

Task Letter - Draft: @ Paste link to the subject task letter assignment "Draft” file folder.
hitps://gov.e-builder.net/da2/dalanding.aspx?Q5=a30a3 1800032467 3ab4550a24275ch34

Projects Planning Forms Processes | Documents Calendar Contacty

PrOJeCt Documents |-s-cs-1010- Das Test Project -
Folders | ',_'I_I :: Documents \, 12 Task Letters \ 1 - STR-0035_T1 \ Draft
Expand All | Collapse All | Refresh Al Upload | Properties | Subscriptions | Copy To Clipboard: Private URL
A L U LU gy
i e - [] | Name =
o€
i . Deletz | Move | Copy | Download | Check Out | Send | Fill Out Form | Compare
08 Construction _
Phase[0] ) O 1135_OnCallSel.docx |

i Download (57.1KB) | Redline | Compare With | Send | Properties | Edit
o]
i =) 0 BI-C5-1010_1105.pdf (version 1)

10 5C and Closeout Download (197.1KE) | Redline | Stamp | Compare With | Send | Properties
Phase[17]

i 20 BI-C5-1010_STR-0045_1135_T1.pdf (version 1)

H -3 Download (82.0KE) | Redline | Stamp | Compare W Send | Properties
11 Contract- 20O BI-CS-1010_STR-0045_T1_Funds.pdf {version 1)
Amendment-Legal[0] : Download (25.7KE) | Redline | Stamp | Compare With | Send | Properties

.J'l ] 12 Task Letters[7] TN BI-CS-1010_STR-0045_T1_Proposal.pdf (version 1)
H & . Download (547_2KE) | Redline | Stamp | Compal f | Send | Propertiss
=
| BI-CS-1010_STR-0045_TLT1_DRAFT.docx (version Z)
1-STR-0025_T1[6] gD - - fresen

Download (4565.7KB) | Redline | Compare With | Send | Properties | Edit

[ Draft[6]
Click on the link to any of the documents within the task letter folder to view those documents. To open
the draft task letter for review and editing, click the “Edit” link under the draft task letter.
=[] 12 Task Letters[7] % [ BI-C5-1010 5TR-0045 T1_Proposal.pdf (versicn 1)
Download (547_2KB) | Redline | Stamp | Compare With | Send | Properties

1 - STR-0035.T1[6] Cy I_II B1-E5-1ﬂ1ﬂ_5TR—E!-D45_TLT1_DRAFT.du-c}( [werzion Z)
i — Download (465 7KE) | Redline | Compare With | Send | T'r..ﬂ:uer.les

| Draft[6]

- [

The task letter will open in Word. After opening the document, click the “Enable Editing” button and click
“No” when the prompt appears.

Home Insert Design Layout MNew Tab References Mailings Review View Developer Help ACROBAT | = |

[_'[-_e" Save ) —' ) [= Open =
PROTECTED VIEW Ee careful—files from the Internet can contain viruses, Unless you need to edit, it's safer to stay in Protected View. | Enable Editing
|---|---E---|---1---|---Z---|---3---|---4---|---5------6-|_‘-|---|---
5M13/2024

On-Call Task Assignment for Design Services
Contract No.: 0C-DCS-STR-0045
Task No. T1
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e The author would like you to open this as read-only, unless you need to make changes. Open as read-only?

Yes Cancel

Review the task letter for completeness, compliance with the project scope and compliance with the
subject On-Call Contract. If the task letter requires any revision, input those revisions using “Track
Changes”. Upon completion of your review, click “Save” to save the document.

Return to the “Documents” tab and find the draft task letter again. Note that the draft task letter has
been “Checked out by... (you)”. To complete the process of saving and/or accepting any proposed
changes to the revised draft task letter, click the “Check In” link, then click “OK” when the following
prompt appears: “A new version of the following file was created during this check in.”

12 Tazk Letters[T7] - [ BI-CS-1010_STR-0045_T1_Proposal.pdf {versicn 1)
" Download (547.2KB) | Redline | Stamp | Compars With | Send | Properties
— . BI-CS-1010_STR-0045_TLT1_DRAFT.docx (version Z)| Checksd out by PM Ruszell
1-5TR-0035_T1[6] W'_ Download u:.iﬂ:'_B.'G:- Red -"e C;mszre With EE':| -?'::el-—_ es | E:'tDEJ'e-c-c n IJ‘ I

Draft[6]

Upon completion of the check in, return to the “Details” tab.
Cerails | Comments (0} Documents (0} Artached Processes (0)  Attached Forms (0) | Attached To (@)

Scroll down the bottom of the page and either select "Revise" from the dropdown list next to the "Take
Action" button, if there are proposed revisions to the task letter, or if there are no revisions and/or the
proposed revisions have been accepted, select “Submit” from the dropdown list and click the “Take
Action” button. After clicking “Take Action”, a prompt will appear to provide a comment, which should
be used to provide a brief summary of the proposed changes and/or to provide direction to the next
Actor in the process.

Task Letter File Folder

Task Letter - Draft: @ Paste li
| https://

o the subject task letter assignment "Draft” file folder.

v.e-builder.ret/daZ/dalanding.aspx?Q5=230a315000324673ab4550

|S.|:n"t hd || Take Action |

10.13 Legal Assignment/SPRB Review or Legal Director Review (Legal Director)

If the cumulative value of all task letters is less than $100,000 (or if CSCU or JD less than $300,000):

The Legal Director will receive an email from TUC as notification that the task letter package has been
forwarded to their attention to take action.

To access the process instance, either click on the link provided in the email or log into TUC, select the
“My Home” tab and click on the subject process instance link from the “My Processes” section.

Process instance is in your court. To view details or take actinn

CT DAS 0175 (Rev.6.5.25) 0000 Guidance Manuals



0175 TUC Guidance Manual

Projects Forms

My Home

Page 91 of 350

Processes Documents Contacts

G

CONNECTICUT

Welcome, Craig!

My Processes

Project % | Instance 1% | Subject T4 | Stey 12
Announcem ... | T2 e | Step z
ents SRLE 0 PAE BI-C5-1010 - On- i}

_B_ "_E__!"I” DAS |izsa-3 Call STR Request Agency Legal

est Project e Director
Welcome, State of {TLV2 - 1)

After opening the process instance, select the “Comments” tab to review comments from previous

Actors regarding the task letter submission.

Cerails | Comments (0} Documents {0} Artached Processes (0)  Attached Forms (0) | Attached To (@)

Then, return to the “Details” tab and right click on the link provided in the “Task Letter - Final” field, and

select “Open Link in New Tab” to open the subject Project On-Call Task Letter file folder.

Task Letter File Folder
Task Letter - Final:E

Paste link to the subject task letter assignment “Final” file folder.

hitps://gov.e-builder.net/da2/dalanding.aspx 7 Q5=330a3 1800032467 3ab4350a24275ch34

Plan:

Projects

Forms

Processes Documents Calendar Contacty

PrOJect Documents |[-si-cs-1010- Das Test project -
Folders | ',_'I_I :: Documents Y, 12 Task Letters \, 1 - STR-0035_T1 \ Draft
Expand All | Collzpss All | Refresh Al Upload | Properties | Subscriptions | Copy To Clipboard: Private URL
T e ey R D|Name‘
-3
. Delete | Move | Copy | Download | Check Out | Send | Fill Out Form | Compare
08 Construction
© Phase[0] o) 0O 1135_OnCallSel.docx sion 7)
i — Download (57.1KB) | Redline | Compare With | Send | Properties | Edit
O ol
I N v i BI-CS-1010_1105.pdf (version 1)
05C and Closeout . Duownload (197.1KB) | Redline | Stamp | Compare With | Send | Properties
Phase[17]
i %) [ BI-CS-1010 STR-0045 1135 T1.pdf versien 1)
H - ) Download (32.0KB) | Redline | Stamp | Compares With | Send | Properties
11 Contract- 20O BI-CS-1010_STR-0045_T1_Funds.pdf [version 1)
Amendment-Legal[] . Duownload (25.7KB) | Redline | Stamp | Compare With | Send | Propertiss
=H[7] 12 Task Letters[7] 0 BI-C5-1010_STR-0045_T1_Proposal.pdf {verion 1)
L = . Download (547 _2KB) | Redline | Stamp | Compare With | Send | Properties
=8
! BI-CS-1010_STR-0045_TLT1_DRAFT.docx (version Z)
1- STR-0035_T1[6] Uil . " - !

7 Draft[6)

Download (4565.7KB) | Redline | Compare With | Send | Properties | Edit

Click on the link to any of the documents within the task letter folder to view those documents. To check
out the final version of the draft task letter and open it in Word for review and editing, click the “Edit”

link under the draft task letter.

=H [T 12 Task Letters[7]

|

23
1- STR-0035_T1[6]

| Draft[6]

|ﬂ-_ E|

BI-CS-1010_STR-0045_T1_Proposal.pdf [version 1)

i

Download (347.2KE) | Redline | Stamp | Compare With | Send | Properties

BI-C5-1010_STR-0045 TLT1_DRAFT.doox [version 2)
Download (468.7KB) | Redling | Compare With | Send | Properties
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After opening the document, click the “Enable Editing” button and click “No” when the prompt appears.

Home Insert Design Layout New Tab References Mailings Review View Developer Help ACROBAT | 2 |

(2 save = Open =

PROTECTED VIEW Be careful—files from the Internet can contain viruses. Unless you need to edit. it's safer to stay in Protected View. | Enable Editing

52 T T T S e T

tl o e |

/
5/13/2024

On-Call Task Assignment for Design Services
Contract No.: OC-DCS-STR-0045
Task No. T1

o The author would like you to open this as read-only, unless you need to make changes. Open as read-only?

Yes Cancel

Review the task letter for completeness, compliance with the project scope and compliance with the
subject On-Call Contract. If the task letter requires any revision, input those revisions using “Track
Changes”. Upon completion of your review, click “Save” to save the document.

Return to the “Documents” tab and find the draft task letter again. Note that the draft task letter has
been “Checked out by... (you)”. To complete the process of saving and/or accepting any proposed
changes to the revised draft task letter, click the “Check In” link, then click “OK” when the following
prompt appears: “A new version of the following file was created during this check in.”

rsion 1)

12 Task Letters[7] bl BI-C5-1010_STR-0045_T1_Proposal.pdf {

Download (347.2KB) | Redline | Stamp | Compare With | Send | Properties

BI-CS-1010_STR-0045_TLT1_DRAFT.docx (version EZI Checked out by PM Russell I

1osroosTie @O
STR-0033_T1[6] — Download (468 7KE) | Redline | Compare With | Send | Properties | Edit E':ck n I

Draft[6]

Upon completion of the check in, return to the “Details” tab in the process instance.

Comments (0} Documents (T} Artached Processes (0)  Attached Forms (0) | Attached To (@)

Scroll down the bottom of the page and either select "Revise" from the dropdown list next to the "Take
Action" button, if there are additional revisions that need to be incorporated into the subject task letter,
or if there are no revisions and/or the proposed revisions have been accepted, select “Submit” from the
dropdown list and click the “Take Action” button. After clicking “Take Action”, a prompt will appear to
provide a comment, which should be used to provide a brief summary of the proposed changes and/or
to provide direction to the next Actor in the process.

Task Letter File Folder

Task Letter - Draft: @ o the subject task letter assignment "Draft” file folder.

-builder.net/daZ/dalanding.aspx?Q5=230a315000324673ab4350

Submit hd || Take Action I
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If the cumulative value of all task letters is greater than or equal to $100,000 (or if CSCU or JD greater
than or equal to $300,000):

The Legal Director will receive an email from TUC as notification that the task letter package has been
forwarded to their attention to take action.

To access the process instance, either click on the link provided in the email or log into TUC, select the
“My Home” tab and click on the subject process instance link from the “My Processes” section.

After opening the process instance, scroll down to the “Legal Assignment” section and answer the “Make
Legal Assignment?” question by selecting “Yes” from the dropdown list. Next, Select the Attorney and
Paralegal that you want to assign to the project from the subject field dropdown list (this step does not
complete the assignment, but rather makes it so the assigned Attorney and Paralegal are visible contacts
throughout the remainder of the process). After answering the questions, scroll down to the bottom of
the page and click the “Take Action” button.

Legal Assignment

* Make Legal -- Please select an option -- b
Assignment?
* oLAPP Attorneys Please select... hd
* oLapp Paralegals Please select... g

Sabmit ' Take Action Check Spelling Frint

After the “Take Action” button has been clicked, a prompt will be displayed where you can add a
comment and formally select an Attorney and Paralegal to assign to the task letter review. To assign a
Paralegal and Attorney, select said Attorney and Paralegal from the “Add actors to the next step” column
and then click on the “>” to move the Attorney and Paralegal from the “Available Users” to the “Selected
Users” column. After adding a comment and selecting the Attorney and Paralegal, click “Submit”.

Add Commaent

Add actors to the next step

10.14 OLAPP Review (OLAPP — Attorneys & Paralegals)

The OLAPP Attorney and paralegal assigned to the project will receive an email from TUC as notification
that the task letter package has been forwarded to their attention to take action.

To access the process instance, either click on the link provided in the email or log into TUC, select the
“My Home” tab and click on the subject process instance link from the “My Processes” section.

Process instance is in your court. To view details or take action
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Forms Processes Documents Cont3

My Home

Projects

c Welcome, Craig!
CONNECTICUT
My Processes
i A s ) i

Announcem ... Project T2 instance T4  Subject 1=
ents CEICS 010 - DAS BI-C5-1010 - On-

TetProec | PE5RC3 Call 5TR Request
Welcome, State of SEL TR (TLYZ - 1)

After opening the process instance, select the “Comments” tab to review comments from previous
Actors regarding the task letter submission.

Detsils | Comments (0} Documents (0} | Attached Proceszes (0) | Attached Forms (0) | Attached To (D)

Then, return to the “Details” tab and right click on the link provided in the “Task Letter - Draft” field, and
select “Open Link in New Tab” to open the subject Project On-Call Task Letter file folder.

Task Letter File Folders
Task Letter - Draft: @

Paste link to the subject task letter assignment "Draft” file folder.
hitps://gov.e-builder.net/da2/dalanding.aspx?Q5=a30a3 1800032467 3ab4550a24275ch34

Forms Processes Documents Calendar Contacty

Projects

Planning

PI‘OjeCt Documents |[+sics-1010- Das Test Project

Folders ; ._'I_‘ :: Documents \, 12 Task Letters \ 1 - STR-0035_T1 \ Draft
Expand All | Collapse All | Refresh Al Upload | Properties | Subscriptions | Copy To Clipboard: Private URL

s v gy N I:I|NameA

-]

i . Deletz | Move | Copy | Download | Check Out | Send | Fill Qut Form | Compare
09 Construction
Phase(0] (1) O 1135_OnCallSel.docx 7

i — Download (57-1K8) | Redline | Compare With | Send | Properties | Edit

o]

i % () BI-CS-1010_1105.pdf (version 1)

0°5C and Closeout : Download (197.1KE) | Redline | Stamp | Compare With | Send | Properties
Phase[17] )

i il BI-CS-1010_STR-0045_1135_T1.pdf n1)

H -Ea . Download (82.0K8) | Redline | Stamp | Cornpars With | Send | Properties
11 Contract- a0 BI-CS-1010_STR-0045_T1_Funds.pdf jversion 1)
Amendment-Legal[{] ) Download (35.7KB) | Redline | Stamp | Compare With | Send | Properties

._I'l ] 12 Task Letters[7] TN BI-CS-1010_STR-0045_T1_Proposal.pdf {v 1)

L = . Download (547.2KB) | Redline | Stamp | Compal h | Send | Propertiss

=

| BI-C5-1010_STR-0045_TLT1_DRAFT.docx [version 2)
1-STR-0035_T1[6] 8o - e SESE

L Draft[6]

Download (468 7KE) | Redline | Compare With | Send | Properties | Edit

Click on the link to any of the documents within the task letter folder to view those documents. Click on
the “Check Box” next to the link and click the “Download” link to download any of the subject
documents for review and editing, or to review and edit a Word document in TUC (i.e. task letter), you
can check out the subject document by clicking the “Edit” link under said document.

=[] 12 Task Letters[7] e ¥ . BI-CS-1010_STR-0045_T1_Proposal.pdf {version 1)
IERSAy Download (547.2KEB) | Redline | Stamp | Compare With | Send | Properties
= g |
| BI-CS-1010_STR-0045_TLT1_DRAFT.docx (version )
1- STR-0035_T1[6] o o - L [version 2}

Download {468.7KB) | Redline | Compare Wi

ith | Send | Properties
| Draft[6]
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Then, after opening the document, click “Enable Editing” and then click “No” when the prompt appears.

Home Insert Design Layout New Tab References Mailings Review View Developer Help ACROBAT | 2 |

(2 save = Open =
PROTECTED VIEW Be careful—files from the Internet can contain viruses. Unless you need to edit. it's safer to stay in Protected View. | Enable Editing
.---.---E---.---1---.---z---.---3---.---4---.---5--- B e
5M13/2024

On-Call Task Assignment for Design Services
Contract No.: OC-DCS-STR-0045
Task No. T1

o The author would like you to open this as read-only, unless you need to make changes. Open as read-only?

Yes Cancel

Review the task letter for completeness, compliance with the project scope and compliance with the
subject On-Call Contract. If the task letter requires any revision, input those revisions using “Track
Changes”. Upon completion of your review, save and close the document.

If the task letter was reviewed and revised in TUC, return to the “Documents” tab and find the draft task
letter that has been “Checked out by... (you)”. Next, click the “Check In” link, then click “OK” when the
following prompt appears: “A new version of the following file was created during this check in” to
complete the process of saving and/or accepting any proposed changes to the revised draft task letter.

12 Taszk Letters[7] - [ BI-CS-1010_STR-0045_T1_Proposal.pdf {versicn 1)
) " Download (347.2KB) | Redline | Stamp | Compars With | Send | Properties
-La- - [wersion Z)| Checks t by P Ruszel
1 - STR-0035_T1[6) Wl_ ?I FS 101. DT_SIE.GMS'.T!-TI'DRJ?F-l_-:‘.j_ocx__ﬁe l:m c_l_le I_ ?Icu I: . W III
Download (468.7KE) | Redline | Compare With | Send | Properties | Edit [JChedk Ir
Draft[6]

After the task letter review has been completed (either within or outside of TUC), return to the “Details”
tab in the process instance.

Comments (0} Documents {0) Artached Processes (0) = Attached Forms (0) | Attached To (D)

Then, scroll down the bottom of the page and either select "Revise" from the dropdown list next to the
"Take Action" button, if there are revisions that need to be incorporated into the subject task letter that
require input by the PM, or if there are no revisions and/or the proposed revisions have been accepted,
select “Submit” from the dropdown list and click the “Take Action” button to forward the task letter
package to the assigned Paralegal for submission to SPRB.

Task Letter File Folder
Task Letter - Draft: @ Paste to the subject task letter assignment "Draft” file folder.
[httosiiig

e-builder.net/da2/dalanding.aspx?05=a30a318000324673ab4550

|S.|:n"t v || Take Action |

If “Revise” was selected, a prompt will appear to provide a comment with direction to complete the task
letter submission package. If the task letter package was reviewed and edited outside of TUC, also
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include the location of the task letter file folder that the PM will need to access to make the proposed
changes for resubmission. After adding your comment, click “Revise”.

* Add Comment

[ private

Check Spelling Cancel

10.15 SPRB Review (OLAPP - Paralegals)

The OLAPP Paralegal assigned to the project will receive an email from TUC as notification that the task
letter package has been forwarded to their attention to take action.

To access the process instance, either click on the link provided in the email or log into TUC, select the
“My Home” tab and click on the subject process instance link from the “My Processes” section.

Process instance is in your court. To view details or take actiun

My Home Projects Forms Processes Documents Cont3

c Welcome, Craig!

CONNECTICUT
My Processes

Project 4 | Instance T4 | Subject T4
Announcem ... i T2 ¢ | Subj :
ents 51010 - DAS BI-C5-1010 - On-
rer e |x35a-32 Call 5TR Request
Welcome, State of R vz - 1)

Scroll down to the “Task Letter File Folders” and right click on the link provided in the “Task Letter -
Draft” field. Select “Open Link in New Tab” to open the subject Project On-Call Task Letter file folder.
Click on the link to any of the task letter files to open said files for viewing. Click the checkbox, next to
“Name”(see below), to select all documents in the submission package for download to your computer
for submission to SPRB. After all of the documents have been selected, click the “Download” link.

Task Letter File Folders

ack Letter - Draft: B Paste link to the subject task letter assignment "Draft” file folder.

hitps://gov.e-builder.net/da2/dalanding.aspx?Q5=a30a3 1800032467 3ab4550a24275ch34
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Projects Planning Forms Processes | Documents Calendar Contacty

PrOJect Documents |[-si-cs-1010- Das Test project M
Folders | L | Documents Y, 12 Task Letters \, 1 - STR-0035_T1 ', Draft
Expand All | Collapse All | Refresh Al Upload | Properties | Subscriptions | Copy To Clipboard: Private URL

- L L Ry

- I l_INameA

s
i Delete | Move Cop;.-l Download I Check Out | Send | Fill Out Form | Compare

| 09 Construction

| Phasel0] ] O 1135_0nC_aIIS.e_I.docx. 1 B
Download (57.1K3) | Re: Compare With | Send | Properties | Edit

% ) BI-CS-1010_1105.paf ¢

10 5C and Closeout Duownload (197.1KB) | Redline | Stamp | Compare With | Send | Properties
Phase[17
poe ! %) () BI-CS-1010 STR-0045 1135 T1.pdf (ersion 1}
= " Download (22.0K8) | Redline | Stamp | Compal = Properties
11 Contract- 20O BI-CS-1010_STR-0045_T1_Funds.pdf [+ n 1)
| Amendment-Legal[] " Download (35.7KE) | Redline | Stamp | Compa Send | Properties
=[] 12 Task Letters[7] TN BI-C5-1010_STR-0045_T1_Proposal.pdf 1)
" Download (547.2KB] | Redline | Stamp | Compare With | Send | Properties
3
! — - - BI-C5-1010_STR-0045_TLT1_DRAFT.docx [fersion 2)
1- STR-0025_T16] -’ DI = ==

Download (455.7KB) | Redline | Compare With | Send | Properties | Edit

Draft[6]

Save the compressed file folder to your computer and prepare the task letter package for SPRB review.
After the task letter package has been prepared and submitted, return to the process instance and scroll
down to the “SPRB Review” section to provide the “SPRB File Number” and the date “Sent to SPRB”.

SPRE Review

% SPRB File Number: | || |

|--3&35es& ect an action --Vl I I

You are now ready to take action. Proceed to the bottom of the page and select “Revise”, from the
dropdown list next to the "Take Action" button, if there are any documents missing from the task letter
submission package that are required for SPRB review. Select “Submit” from the dropdown list if the task
letter package is complete and is ready for SPRB review. After making the selection, click the “Take
Action” button. Note that the subject task letter package will not be submitted to SPRB through TUC. The
TL Package should be submitted to SPRB through traditional means for their review.

Task Letter File Folder

Task Letter - Draft: @ o the subject task letter assignment "Draft” file folder.

spn?05=330a315000324673ab435(

.e-builder.net/daZ/dalanding.

[Submit v|| Take Action I
If “Revise” was selected, a prompt will appear to provide a comment, which should be used to provide

direction on what will be required to complete the submission package for SPRB review. After adding
your comment, click “Revise” to return the task letter package to the PM for additional information.

* Add Comment

[ private

Check Spelling Cancel
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10.16 Process Task Letter through DocuSign (CSS)

CSS will receive an email from TUC as notification that the task letter package has been forwarded to
their attention to take action and will appear under “My Home” tab in the “My Processes” section in TUC
to take action.

If the task letter submission package was submitted to SPRB for review and approval, CSS will scroll down
to the bottom of the page and click the “Take Action” button. If the task letter submission package did
not require SPRB approval, CSS will access the project file folder, download the final version of the task
letter and process the task letter through DocuSign.

After initiating the processing of the task letter through DocuSign, click the “Take Action” button.

10.17 Task Letter Executed (CSS)

CSS will receive an email from TUC as notification that the task letter has been processed through
DocusSign.

CSS will access the process instance, complete the “Task Letter Executed” section of TUC, upload a copy
the executed task letter to the “Task Letter Executed” field for placement in the project file (Pre-
Construction/On-Call Task Letters), and provide data input in the “Commitment Custom Fields” section,
including Date of Final Approval, Date TL Signed by Consultant, Date Contract Executed, SPRB File No. (if
applicable), Date Sent to SPRB (if applicable), and Date Approved by SPRB (if applicable). Select “Submit”
to complete the task letter process.
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Section 11: Contract and Amendment Process

11.01 Accessing the Process (OLAPP QBS Unit or PM)
Log in to TUC: https://gov.e-builder.net.

On your homepage, go to the “Processes” tab and select the subject project for which you wish to draft a
Contract or Amendment from the from the “All Projects” dropdown list. If the Contract or Amendment
to be drafted is an On-Call, select “*Master On-Call” from the “All Projects” dropdown list.

My Home Projects Processes Documents Contacts Cost Reports Setup =+
Unfinished Drafts | Import Processes
c Processes
CONNECTICUT |j_98|9t:x:\”|:mject Closeout N P |

Next, click the “Start Process” button.

Processes Documents Contacts  Cost Reports Setup ==

Unfinished Drafts | Import Processes

P rOject P rQCesses |BI-CTC-660 - Asnuntuck CC - MEP & FP Re-evaluation & Update v

Filter Processes Start process

Next, select “Contract & Amendment (C&A)” from the “Select Process” dropdown list and click “Start C&A”.

QDO NOT USE - Contract & Amendment (C&A) x

.

DO NOT USE - Contract & Amendment (C&A)
~  Process for initiating draft DBE, CMR, and Fixed Fee Contracts and Amendments, and initiating

On-Call Contracts for legal review and execution.
Start CEA |

11.02 Selecting the Contract Type (OLAPP QBS Unit or PM)

After clicking “Start C&A”, follow the “General Instructions” and select the type of Contract (CMR, On-
Call, Formal) being submitted for approval from the “Contract Type” dropdown list and click the
“Submit” button.

General Instructions
In the "Subject”™ field above input the "Project Number-Contract Type Document Type”, i.e. BI-2B-101-CMR GMPA.

Contract Type

Contract Type: you are cubmittiog for arocsccing
-- Please select an option -- vI

Print Check Spelling
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If the Contract Type selected was On-Call Contract, proceed to Section 11A — On-Call Contract Approval.

If the Contract Type selected was CMR or Formal, proceed to Step 11.03 below.

11.03 Selecting the Document Type — CMR or Formal (OLAPP QBS Unit or PM)

After clicking “Submit”, return to the “My Home” tab. Under “My Processes”, click the new process
instance link on the Project for which a new Contract is being drafted. For Formal and CMR Contracts,
the “Step” name is “Legal Document Type”.

My Home Projects Processes  Documents Contacts Cost Reports Setup -
c Welcome, Craig! All projects v
CONNECTICUT

My Processes

ANNOUNCe === Project T2 | Instance T2 | Subject T2 | Step 12 Respensible ...
ments
*BI-C5-1070 - DAS
Welcome, State of *BI-CS-1010-DAS | 50y a9 Test Project - FC P Craig Russell,
Connecticut! Test Project CEACH Amend (C&A - 44) PS5 Review Timothy O'Brien
(FC-3)

e-Builder welcomes
the State of
Connecticut!

*B|- - ) -
*BI-CS-1010-DAS f ey TSL'CEr;i1Ci{CﬂS- Legal Document Craig Ruszell
For support please Test Project - 45) Lrroj Type g
email support@e-
builder.net

After opening the process instance, select the type of document (Contract, Amendment, WAQ) being
submitted for approval from the “Legal Document Type” dropdown list and if the document type is an
“Amendment”, provide the reason code for the amendment. Upon completion, click the “Take Action”
button.

Legal Document Type

* Legal Document Type: Please select the type of legal document for which you are seeking approval.
I—— Please select an option -- hd I
If Amendment, provide Select one of the following from the dropdown list.
Reason Code: I-— Please select an option -- v I
| Submit | Take Action Check Spelling

If the Contract Type selected was CMR, proceed to Section 11B — Construction Manager at Risk Contract
Approval.

If the Contract Type selected was Formal, proceed to Section 11C — Formal Contract Approval.
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Section 11A: On-Call Contract Approval

11A.01 On-Call Contract Series Selection/Recommendation (OLAPP QBS Unit)

After clicking “Submit”, return to the “My Home” tab. Under “My Processes”, click the process instance
link for the new “On-Call Contact Series” that is being drafted. The “Step” name is “On-Call Process”.

My Home Projects Processes  Documents Contacts Cost Reports
c Welcome, Craig!
CONNECTICUT

My Processes

ANNounce == Project T; Instance T; Subject T; Step 1";‘
ments

Welcome, State of
Connecticut!

*Master On-Cal

OC-DC5-Test On-Call Process

When the process instance has been opened, the following “Warning” prompt will appear. Click on the
“Click Here” link in the warning prompt to open the “On-Call Contract Approval” process.

Warning
&8 A draft On-Call Contract Approval has been automatically created]Click here fo provide required information and submit the instance.

Review the “General Instructions” and complete the data input for the “On-Call Contract Series” section.
General Instructions
In the "Subject” line above, input "On-Call (Contract Type) Series,” i.e. On-Call Architect Series. Then, complete the "On-Call Contract Series” section below and
upload a copy of each of the required documents to the "Documents” tab. Upon completion, click the "Take Action” button.
On-Call Contract Series

Provide data input for the "On-Call Contract Series” section below.

* Series Number: (@ |O{Z-DCS-
* Description: |On-CaII
* Award Date: @ E
#* pward Amount: @ :
* On-Call Contract Please check all that apply, and upload signed (if applicable) copies of each of the respective documents to the "Documents”

Checklist: tab.

[JRFQ Web Advertisement (Form1300) plus any Addenda

DAIpha Long List (Form 1227)

Deallot Summary (Selection/Ratings Calculation Spreadsheet, Ferm 1238 - signed)
[selection Approval Memo (Form 1367 - signed)

[JFarms 330 Parts | and I, plus signature page signed by consultants (from QBS)

Upon completion, click on the “Documents” tab and upload a copy of each of the “On-Call Contract
Checklist” items to the “Documents” tab. This can be done by dragging and dropping the subject
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documents into the space provided and clicking the “Select” button when prompted to upload the
documents to the default “On-Call Contract Creation” file folder, or...

Cetails Documents (0} Artached Processes (D) Attached Forms (0]

J show Thumbnails | Attach

| O | File Name Attached By

X, Drag and drop files here to upload, or browse.

............................................................................................................................................................................

Attach

Print Check Spelling Submit Save Draft Cancel
Select Destination Folder

Documents / 01 On-Call Contract Creation [Default]
* BB pocuments
» @ 01 on-call Contract Creation

» BB 99 on-call Contract

...by clicking the “browse” link and selecting “Upload from your Computer”. Next, click the “Select”
button and then click the “Browse” link to conduct a search for the applicable files on your computer to
select for upload to the default file folder.

-----------------------------------------------------------------------------------------------------------------------------------------------------------------------------

X, Drag and drop files here to upload, of browse.

= = .
vad from your Computer Drag your files or[Browse

After all of the documents have been uploaded, click the “Submit” button.

Print Check Spelling Save Draft Cancel

Note: If legal requires additional documentation and/or information regarding the subject On-Call
Contract Series submission, legal will return the submission to OLAPP QBS Unit. OLAPP QBS Unit will
receive notification of the return, via email from TUC that additional documentation and/or information
is required.

If legal needs additional information or documentation, and you receive and email notification from TUC,
you can access the process instance by either clicking on the link provided in the email or log into TUC,
select the “My Home” tab and click on the subject process instance link from the “My Processes”
section.

Process instance is in your court. To view details or take actir.m
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Forms Processes Documents Contacts Cost Schedule

Welcome, Craig!

My Processes

Project T% | Instance T4 | Subject T4 | Step 1%
sMaster (n-Cal — On-Call Architect Prepare Contract
dEstErn-LE - Series Package for SPRE

Click on the “Comments” tab to see what additional information or documentation is required. If
additional documentation is required, return to the “Details” tab, right click on the link in the "On-Call
Series File Folder" field and select “Open link in new tab” to access the On-Call Contract Series file folder.

Comments (0} Documents (D) Attached Processes (D) Atached Forms (0) Attached To (0)

On-Call Contract Series
Series Number @ |D:.[:-':5.TEST

Description: a On-Call TEST
Award Date: @ 10.16.2023 j

Award Amount: B

On-Call Contract Checkdist: Please check all that apply, and upload signed (if applicable) copies of each of the respective documents to the respective “Supportin
¥r L Y
Documents” subfolder within the subject On-Call Contract Series file folder.
\Web Advertisement

* On-Call Series File Folder: |r'tt:

gov.e-builder.net/daZ/dalanding.aspx705=1766aa3652dd4e795cd 15553b74b430e I

Then, open the subject On-Call Series file folder and upload the respective supporting documents to the
“Supporting Documents” subfolder using the same methods described earlier in this section.

] oC-DCS-A1-TEST[4]

E [ Credentials & Insurance[0]

tfl:l OC-DCS-(Contract Na.) (Firm 1)[0]
tfl:l OC-DCS-(Contract Mo.) {(Firm 2)[0]

’::r"lj OC-DCS-(Contract Mo.) (Firm 3)[0]

tr [ OC-DCs-(Contract Na.) (Firm 4)[0]
+ [ oC-DCS-{Contract No.) (Firm 5)[0]
trlj OC-DCS-(Contract Me.) (Firm &)[0]

tfl:l OC-DCS-(Contract Na.) (Firm 7)[0]

=+ Supperting Documents[0]

Ad-Selection-Approval-
Recommendation[0]

~ | Cost-Technical Proposal[0]

-] QBs[o]
-] RFP & Addendums[0]

Upon completion, return to the “Details” tab in the subject On-Call Series process instance, scroll down
to the bottom of the page and press the "Take Action" button.

[submit v|| TakeeActionI Check Spelling = Print =~ Copy  Delegate = Save  Cancel
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After clicking “Take Action”, a prompt will appear to provide a comment regarding the request for
additional documentation and/or information. After providing the comment, click the “Return” button.
Add Comment

[ private

Check Spelling Cancel

11A.02 Folder Creation (CSS)

CSS will receive an email from TUC as notification that DAS Procurement has submitted an On-Call
Contract Selection package to initiate the drafting of contracts for the subject On-Call Contract Series.

To access the process instance, either click on the link provided in the email or log into TUC, select the
“My Home” tab and click on the subject process instance link from the “My Processes” section.

Process instance is in your court. To view details or take action

My Home Projects Forms Processes  Documents Contacts Cost  Schedule

Welcome, Craig!

My Processes

Project 4 | Instance T4 | Subject % |step T4
#Master On-Cal — On-Call Architect Prepare Contract
dEsErEE - Series Package for SPRE

Refer to the "On-Call Contract Checklist" field in the “On-Call Contract Series” section for a list of the
documents submitted and make note of the new On-Call Contract Series Number.

Next, prepare the file folder structure for the subject On-Call Series on the One Drive. To access the file
folder structure template, select the "On-Call Forms and Process/On-Call Consultant Services" file folder
on the One Drive and search for the file folder entitled "OC-DCS-(Series No.)". Make a copy of said folder
and rename it to the new On-Call Contract Series number.

@ Craig - State of Connecticut X +
e ™ & < OneDrive > Craig - State of Connecticut >
@ New % (8] @D & T Tl Sort = View
[ MName Status
41 Home IVHLITUSUIL 1ediTls Ldld —
A Gallery On-Call Checklist Review Mew <%}
v @ Craig - State of Connecticut B  On-Call Forms & Process GA
> On Call Consultant Services OC-DC5-(Series No.)
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Rename each of the individual On-Call Contract subfolders in accordance with the template
instructions. Upon completion, drag and drop the new file folder structure into the "99 On-Call Contract"

file folder.
» OC-DCS-(Series No.) Credentials & Insurance X
R —— Ty — Project Documents
> On-Call Expired OC-DC5-(Contract Ne.) (Firm 2) *Master On-Call

On-Call ARC MSPA Samples 0C-DCS-(Contract No.) (Firm 3

QOC-DCS-(Contract Mo.) (Firm 4)

Recordings Folders
TL Temnplates 0C-DCS-(Contract Ne) (Firm 3 Expand All | Collapse All | Refresh Al
QC-DCS-(Contract Mo.) (Firm § a-F
= On-Call Project Status (Contract No.) (Firm 6) =] Documents[4171]

i OC-DC5-(Contract Na.) (Firm 7) ‘Pl #1299 On-Call Contraci[4171 I
Pictures

Supporting Documents

Then, move all the documents that were uploaded to the "99 On-Call Contract" file folder to the
applicable "Supporting Documents" subfolder within the newly created On-Call Series file folder.

[TocDCs-AT-TESTI4] | - L | Name
[ credentials & Insurance[0] Delete | Move | Copy | Download | Check Out | Send | Fill Qut Form | Compare | Bluebeam Studio
ﬂl:l OC-DCS-(Contract No)j (Firm 1)[0] ) 0 QC-DCS-ARC-0073-0079-B Long List and Contact Info.pdf {version 1)

Download (88.1KB) | Redline | Stamp | Compare With | Send | Properties

[ OC-DCs-(Contract No. (Firm 2)[0] OC-DCS-ARC-0073-0079-B RFQ Web Advertisement.pdf (version 1)

= o
ﬂl:l 0C-DCS-(Contract No.) (Firm 3)[0] D Download (239.6KB) | Redline | Stamp | Compare With | Send | Properties

L ) a . = QC-DCS-ARC-0073-0079-B Conditional Selection Letter.pdf (version 1)

ﬂ £ oc-nes (Contract No.) (Firm 4)[0] A D Download (308.9KE) | Redline | Stamp | Compare With | Send | Properties

#[C] OC-DCs~(Contract No.) (Firm 5)[0] la 0C-DCS-ARC-0073-0079-B SIGNED On-Call Selections Calculation Spreadsheet.pdf

Download (585.0KB) | Redline | Stamp | Compare With | Send | Properties

ﬂl:l QC-DCS-(Contract Mo.) (Firm 6)[0]
ﬂl:l QC-DCE-(Contract Mo.) (Firm 7)[0]

jlj Supperting Documents[0]

Ad-Selection-Approval-
Recommendation[0]

After completing the move, click on the newly named On-Call Series file folder, then click on the
“Properties” link, and copy the "Private URL File" link that is displayed.

Collapse All | Refresh All Upload || Propert'esl

1 0C-DCS-A1-TESTI4I - ] | Name

Private Folder URL: | hitpsy/fgov.e-builder.net/da2/dalanding.aspx?Q5=1766aa3652dd4eT98cd15553b74b430e |

Return to the “Details” tab in the subject On-Call Series process instance and paste the link in the "On-
Call Contract Series File Folder" field.

* On-Call Series File Falder: |! |
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Then, complete the “On-Call Contract Data” section for each of the selected Vendors by filling out the
respective fields highlighted in the section instructions and clicking the “Add” button. Repeat this
process for each Vendor. Upon completion, click the “Take Action” button.

Add New ltem for On-Call Contract Data

Vendor | LT |
On-Call Contract No. B I 1

Actual Fee
SPRB File No,

Date Sent to SPRE @ | |

i

| Send to Legal il | I!alr.e Action I

11A.03 Legal Assignment (Legal Director)

The Legal Director will receive an email from TUC as notification that DAS Procurement has submitted
the required documents to initiate the drafting of a new On-Call Contract Series.

To access the process instance, either click on the link provided in the email or log into TUC, select the
“My Home” tab and click on the subject process instance link from the “My Processes” section.

Process instance is in your court. To view details or take action,

My Home Projects Forms Processes Documents Contacts Cost  Schedule

Project Instance T4 | Subject T2 | Step

- [on-Call Architect

*Master On-Cal aC-27

Prepare Contract
Series Package for SPRE

Refer to the "On-Call Contract Checklist" field in the “On-Call Contract Series” section for a list of the
documents submitted.

On-Call Contract Series

Series Number: QC-DCS-
Description: @ On-Call
Award Date:

Award Amount: @

On-Call Contract Checklist: Please check all that apply, and upload signed (if applicable) copies of each of the respective documents to the "Documents”
tab.
RFQ Web Advertisement (Form1300) plus any Addenda
D.ﬂalpha Long List (Form 1227)
Ceallot Summary (Selection/Ratings Calculation Spreadsheet, Form 1238 - signed)
Cselection Approval Memo (Form 1367 - signed)
[Jrorms 330 Parts | and I, plus signature page signed by consultants (from QBS)

Click on the link in the "On-Call Series File Folder" field to open the On-Call Contract Series file folder.

* On-Call Series File Folder: Ir'tt:s:_-"_-";c:v.e-bJ' der.net/daz dalanding.aspx?Q5=17663a3652d04eT98cd 135530740430 I
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Next, click on the "Supporting Documents" file folder, and then select the applicable subfolder to view
the respective "On-Call Contract Checklist" documents.

- DC-DCS-(5enes Mumber)[0]

' Drafts]0]
4 OC-DCS-...-.... (Consultant Mame1)[0]
4 OC-DCS-...-.... (Consultant Mame2)[0]
‘J OC-DCS-...-.... (Consultant Mame3)[0]
J OC-DCS-...-.... (Consultant Mamed)[0]

- OC-DCS-. ... (Consultant Mame5)[0]

SPRE[D]

=[] Supporting Documents[Q]
Ad-Selection-Approval-Recommendation([0]
Cost-Technical Proposal[0]
QBS[0]
RFP 8t Addendums[]

Upon completion of your review, return to the "details" tab and complete the "Legal Assighment"
section. Then, scroll down to the bottom of the page, and click the "Take Action" button.

Legal Assignment
* oLAPP Paralegals: | Please select... |
* OLAPP Attorneys: I Please select... o I

After the “Take Action” button has been clicked, a prompt will be displayed to provide a comment, and a
list of Attorney’s and Paralegals will be visible to select from to forward the assighment. To select an
Attorney or Paralegal, click on the name of the Attorney and/or Paralegal, and then click the “>” to move
the Attorney and Paralegal from the “Available Users” to the “Selected Users” section. Upon completion,
click “Submit” to forward the assighment.

Add Commant

Add actors to the next step

11A.04 Draft Contract/Credential Review (Paralegal and/or Attorney)

The Attorney and Paralegal assigned to draft the subject On-Call Contract Series will receive an email
from TUC as notification that the required documents have been submitted by DAS Procurement to
initiate the drafting of a new On-Call Contract Series.

To access the process instance, either click on the link provided in the email or log into TUC, select the
“My Home” tab and click on the subject process instance link from the “My Processes” section.

Process instance is in your court. To view details or take action,
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Projects Forms Processes Documents Contacts Cost  Schedule

Welcome, Craig! Al pr

My Processes

Project T4 |Instance 14 |Subject 14 | step 14
*Master On-Cal P Dn-Call Architect Prepare Contract
rEmE s e beries Packege for SERE

Refer to the "On-Call Contract Checklist" field in the “On-Call Contract Series” section for a list of the
documents submitted.

On-Call Contract Series

Series Number: (@ QC-DC5-
Description: @ On-Call
Award Date: B

Award Amount: @

On-Call Contract Checklist: Please check all that apply, and upload signed (if applicable) copies of each of the respective documents to the "Documents”
tab.
RFQ Web Advertisement (Form1300) plus any Addenda
D.ﬂalpha Long List (Form 1227)
Ceallot Summary (Selection/Ratings Calculation Spreadsheet, Form 1238 - signed)
Cselection Approval Memo (Form 1367 - signed)
[Jrorms 330 Parts | and I, plus signature page signed by consultants (from QBS)

To access the On-Call Contract Series file folder, click on the link in the "On-Call Series File Folder" field.

* On-Call Series File Folder: IHt:s:_-"_-";cv.e-bJ' der.net/dad /dalanding.aspri Qs =17hEaa3602ddde798cd 155530 74b430e I

After opening the subject On-Call Series file folder, click on the "Supporting Documents" subfolder, and
then click on the applicable sub-subfolders to view the "On-Call Contract Checklist" documents.

=[] OC-DIS-(Series Number)[0]

[ Drafsl)
J | OC-DCS-...-.... (Consultant Name1)[0]
J ] OC-DC5-..mu (Consultant Name2)[0]

TJ | OC-DC5-...-.... (Consultant Name3)[0]
..l | OC-DC5-..-... (Consultant Mamed)[0]
|1 OC-DCS-...-... (Consultant Name5)[0]
-7 SPRB[O)

@ Supporting Documents[(]
[ Ad-3election-Approval-Recommendation[0]
‘[ Cost-Technical Proposal[0]
3 qespo]
- | RFP & Addendums[0]

If additional documentation or information is required by OLAPP QBS Unit to initiate the drafting of said
contract series, return to the “Details” tab of the process instance, scroll down to the bottom of the page
and select "Revise" from the dropdown list next to the "Take Action" button and click the "Take Action"
button.

| -- Plzase select an action - ¥ | | Check Spelling Print Copy Delegate Save |
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A prompt will appear to add a comment on the request of additional documentation. After adding the
comment, click the “Revise” button.

* Add Comment

[ private

Check Spelling Cancel

If the submission from OLAPP QBS Unit is complete, the selected Consultants will have fourteen (14)
days from the "Date Legal Received" to submit the necessary Credentials and Insurance documentation
to Legal to complete the their respective On-Call Contract.

At this time the Paralegal and/or Attorney assigned to the On-Call Series should begin drafting the On-
Call Series Contracts for each of the selected Consultants. Share draft Contracts with the respective On-
Call Consultants, if applicable, and the Legal Director for review and editing, using the methods
established outside of TUC for On-Call Contract review.

After the draft Contracts have been reviewed and approved by the Legal Director, and after the required
Credential and Insurance documents have been collected, upload a copy of each draft Contract to the
“Drafts” subfolder, and upload copies of the Credentials and Insurance documents to the respective
subfolders with the same name, in the subject On-Call Series file folder.

To access said file folders, click on the link in the "On-Call Series File Folder" field. Then, click on the file
folder that you want to upload the document to and click the “browse” link. After clicking the link, either
drag and drop the document in the space provided or click “Browse” to search for the document on your
computer and select the document for upload.

* On-Call Series File Folder: |ttos://oev.e-buider. net/dad/dalanding.asox] Q5 =176635365 200427 95cd 135530740430 ]

99 On-Call Contract[4176] | |

1: OC-DCS-AT1-TEST[4]

Credentizls & Insurance[0]

Drafts[0] X Drag and drop files here to upload, or

)
Drag your files or[Browse

After the draft contracts have been completed and uploaded, and the required Credential & Insurance
Documents have been collected and uploaded , return to the “Details” tab for this process instance,
scroll down to the bottom of the screen and click the “Take Action” button to submit the On-Call
Contract Series Contracts to the next step to prepare the Contracts for SPRB Review and Approval.
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11A.05 Prepare On-Call Contract Packages for SPRB Review (Paralegal)

The Paralegal assigned to the subject On-Call Contract Series will receive an email from TUC as
notification that the On-Call Contract Series Package should be prepared for SPRB Review.

To access the process instance, either click on the link provided in the email or log into TUC, select the
“My Home” tab and click on the subject process instance link from the “My Processes” section.

Process instance is in your court. To view details or take action

My Home Projects Forms Processes  Documents Contacts Cost  Schedule

Welcome, Craig!

My Processes

Project T4 |Instance T2 | Subject T% | Step T2
*Master On-Cal P — an-Call Architect Prepare Contract
EsET s e Series Package for SPRE

After opening the process instance, follow the instructions provided and complete the data input for the
"On-Call SPRB Checklist" field, in the “On-Call Information” section, by checking off each of the
documents from the list that are being submitted for SPRB Review. Then upload copies of each of the
respective documents checked off to the subject On-Call Series "SPRB" file folder.

To upload the aforementioned documents, first click on the link in the "On-Call Series File Folder" field to
open.

* On-Call Seriss File Folden II'tt:s:,-'_-':-:'u'.E-I::_l' der.net/da2/dalanding.aspx?Q5=1766aa3652dd4e738cd15553b74b430e I

Then, select the “SPRB” subfolder and upload the required documents in the same way as described in
Section 11A.04.

OC-DCS-(5eries Number)[0]

Drafts[0]
_| OC-DC5-...-.... (Consultant Mame1)[0]
,-l QC-DC5-...-.... (Consultant Mame2)[0]
'4 QOC-DC5-...-.... (Consultant Mame3)[0]
,| QOC-DC5-...-.... (Consultant Mamed)[0]
'4 QOC-DC5-...-.... (Consultant Mame3)[0]

Credential and Insurance[0]
Drafts[0]
Final[0]

| Supporting Documents[{]

Upon completion, return to the “Details” tab for the process instance and complete the section entitled
“On-Call Contract Data” and provide data input for the “SPRB File No.” and “Date Sent to SPRB” fields for
each of the respective On-Call Contracts.
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To input data for the above referenced fields, go to the row of the respective vendor, then scroll over to

the column for the subject field and click on the "Pencil" toggle ( ") to input the required data. After
completing all of the data input, and after all of the required documents have been uploaded to the
SPRB file folder, scroll down to the bottom of the page and click the “Take Action” button.

On-Call Contract Data Show Filter | Sslsct Al Row Height [1X %] Delete

For each individual On-Call Centract, OLAPP shall input data into the following fields:

1. SPRB File No.
2. Date Sent to SPRB

To edit the above referenced fields for any given On-Call Contract, go to the row of the subject vendor; then screll over to the column for the subject field and click on the "Pencil” toggle
to edit the subject field.

If any of the subject On-Call Contracts is cancelled, select the spedified row of the contract that is to be cancelled and click “Delete” in the first cell of the specified row to delete the
contract data. After deleting the contract data, select the "Comments™ tab above and provide an explanation for the contract deletion. After providing a comment, return to the "Details™
tab and finish providing the data input for each individual On-Call Contract.

After completing the data input for one or more On-Call Contracts, scroll down to the bottom of the page, select "Submit” from the dropdown list and press the "Take Action” button.

#. Vendor On-Call Contract No. [[§ | Actual Fee [Jj | SPRB File No. | Date Sent to SPRE  |Date Approved by SPRB | Date Sent to A(
a 2] a
Delete 1 *Sample Company QC-DCS-ARC-0001 1,000,000) . 4 9999 y 4 06.01.2023
Delete 2 *3ample Company OC-DC5-ARC-0002 1,000,000 # 9998 # 06052023
»
Grand Totals
(2 items)
I Submit IV I Take Action I Check Spelling Print Copy Delegate Save Cancel

This will complete the On-Call Contract Approval Process for the Legal Department in TUC. The Legal
Department should process the SPRB submission package using the methods that are currently in place,
outside of TUC, for obtaining such approval. After SPRB has reviewed and approved any of the subject
On-Call Contracts in the series, and after said Contract has been signed and executed, a copy of the
Contract shall be sent to the Director of CSS to complete the data input related to each individual On-Call
Contract and to upload a copy of said Contract to TUC to complete the process.

11A.06 SPRB Review —Hold Step/CSS Final Review — CSS

CSS will receive an email from TUC as notification that the On-Call Contract series has been submitted to
SPRB for review. This will serve as a hold step until such time that the SPRB has reviewed and approved
one or more of the subject Contracts in the On-Call Series.

To access the process instance, either click on the link provided in the email or log into TUC, select the
“My Home” tab and click on the subject process instance link from the “My Processes” section.

*Master On-Call

Process instance is in your court. To view details or take a:tinn

My Home Projects Forms Processes  Documents Contacts Cost  Schedule

Welcome, Craig!

My Processes

Project T% |Instance 1% | Subject 1% | Step 12
sMastar On-Cal PR — On-Call Architect Prepare Contract
dEsEEr LS - Series Package for SPRE
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Upon receipt of one or more of the executed Contracts, CSS should open the process instance for the
subject On-Call Series and provide data input for each field listed in the “On-Call Contract Data” section
instructions for each of the On-Call Contracts that have been executed. A copy of the executed On-Call
Contract should be uploaded to the “Documents” tab. When uploading the document, the file folder
that is to be selected is the “Contracts” subfolder within the specific subject On-Call Contract file folder.

*  To edit any of the fields in the “On-Call Contract Data” section, go to the row of the subject vendor
and scroll over to the column for the subject field that is to be edited. For the “Document Uploaded”
field, click on the dropdown list within the field to select your response. For all other fields, click on
the “pencil” toggle under the respective column header to provide the necessary data input.

After entering the data for one or more On-Call Contracts, scroll down to the bottom of the page and
select "Create OC" from the dropdown list and click the "Take Action" button to proceed to the “On-Call
Contract Creation — Cost Integrated” process.

11A.07 On-Call Contract Creation — Cost Integrated (CSS)

CSS will receive an email from TUC as notification that one or more of the On-Call Contracts in the
contract series have been executed and is ready to be set up as a Master Commitment.

To access the On-Call Contract Creation — Cost Integrated process, either click on the link provided in the
email or log into TUC, select the “My Home” tab and click on the link in the “Process” column for the
“Subject” - “On-Call ... Series” from the “My Processes” section.

— _ . Requested
VP Subject St In Step S Date D Status -
rocess | Subjec ep n Step Since | Date Due | Status Comment

Call Architect Series Cost Integrated OC | 06.30.2023 Submitted

Upon opening the On-Call Contract Creation — Cost Integrated process, a warning prompt will appear.
Select the “Click here” link in the prompt to proceed to the next step and create the Master
Commitment.

On-Call Contract Approval (OC) - 27 Delete Instance Workflow Override | All Fields View

A draft On-Call Contract Creation - Cost Integrated has been automatically creat: to provide required Master Commitment information and submit the instance.

In the section entitled “Master Commitment Overview” section, provide data input for the following
fields:

1. Master Commitment Type: Select “On-Call Contract” from the dropdown list.
2. Company: Select the vendor from the dropdown list that is assigned to the On-Call Contract.

3. Contact: Select a contact for the subject company from the dropdown list.
In the “Add New Master Commitment Item” section, provide data input for the following fields:

1. Account Code: Click the “ " toggle.
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Select one of the following from the “Category” dropdown list:

a. 2.0-Total Environmental & HazMat.
b. 8.0—Total A/E.
c. 10.0-Total CA.
d. 13.0-Total Claims.

Select one of the following from the “Code” dropdown list:
a. 2.130 - Environmental On-Call Contract services
b. 8.130 - A/E and all other On-Call Contract services.
c. 10.130 - CA or Cx On-Call Contract services.
d. 13.130 — ANLY-AUD On-Call Contract services.

2. Amount: Input the Award amount for the subject On-Call Contract.

Complete the “Master Commitment Custom Fields” section in its entirety for each individual on-call
contract that has been executed. Each individual on-call contract will need to be submitted separately.

Helpful Hints for completing the “Master Commitment Custom Fields” section

1. Take a snip of the On-Call Contract Series data input prior to clicking the “Take Action” button.
This will allow you to preserve the information for the data input for each individual Contract in
the Cost Integrated process.

After entering the On-Call Contract data, scroll down to the bottom of the page and select "Submit" from
the dropdown list and click the "Take Action" button.

Return to the “Processes” tab and click on the process instance link for the subject On-Call Contract
Series.

Answer the “All Contracts Complete?” question under the “On-Call Contract Series” section. Respond
“No” to the “All Contracts Complete?” question if there are any Contracts in the series have not yet been
executed. Respond “Yes” only if all of the Contracts have been executed and the data input has been
completed for each contract. Upon completion, click the “Take Action” button to return the process
instance to Cost Integrated step to input the next executed On-Call Contract, or to complete the process
if the data for all of the executed Contracts has been input.

Accept Decline | Complete b | ITake Action | Check Spelling Print Copy Delegate Save
Process Document: OCC-43 Overall Due Date:
Current Workflow Step: Support Services - owr Workflow D Step Due Date:

* T his

|b"-Ce Architect Series |

Submitted
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Section 11B: Construction Manager at Risk Contract Approval

11B.01 CMR Legal Document Type (OLAPP QBS Unit — Pre-Con; PM — WAO/GMPA)

The person who initiated the Contract process instance will receive an email from TUC as notification to
select the CMR legal document type.

To access the process instance, either click on the link provided in the email or log into TUC, select the
“My Home” tab and click on the subject process instance link from the “My Processes” section.

Process instance is in your court. To view details or take adio

My Home Projects Processes Documents Contacts  Cost Reports

c Welcome, Craig!

CONNECTICUT
My Processes

Project 14 | Instance 14 | Subject 14 | stey -]
Announcem .. ! g = |[=a ol T
ents

*BI-C5-1010 - DAS *BI-C5-1010-CMR | OLAPP CMR
Welcum?, State of Test Project Test Selection
Connecticut!

e-Builder welcomes the

Next, select the “Legal Document Type” (Pre-Con, GMPA, WAQ) from the dropdown list. Upon
completion, click the “Take Action” button.

Legal Document Type

Legal Document Type: Plegse aslact the fume of |=0=l docyment for

suhich you are sesking snoroy

gelect an gotion w ||

If Pre-Con was selected, proceed to 11B.02. If WAO or GMPA was selected, proceed to 11.B.13 - CMR
Submittal - WAO/GMPA.

11B.02 Pre-Con Recommendation (OLAPP QBS Unit)

OLAPP QBS Unit will receive an email from TUC as notification to provide the CMR Contract Award

information and corresponding “CMR Selection/Recommendation” documentation from the public bid
to initiate the drafting of a Pre-Con Contract.

To access the process instance, either click on the link provided in the email or log into TUC, select the
“My Home” tab and click on the subject process instance link from the “My Processes” section.

Process instance is in your court. To view details or take actio

My Home Projects Processes Documents Contacts  Cost Reports
c Welcome, Craig!
CONNECTICUT
My Processes

. A A P A A
Announcem ... Project T4 | Instance T4 | Subject T4 |Step 14
ents

*Bl-CS-1010- CMR | OLAPP CMR

Welcome, State of Test Salaction
Connecticut!

e-Builder welcomes the
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Next, follow the “General Instructions” and complete the “CMR Selection/Recommendation” section by
checking off each applicable document collected to initiate the drafting of a CMR Pre-Con Contract in the
“Consultant Selection Checklist” field and by providing the “Award Date” and “Award Amount” for the
recommended CMR’s Contract.

CMR Selection/Recommendation

ase check all that apply and upload signed (if applicable) copies of each of the respective documents to the "Documents” tab.
eb Advertisement

RFP & Addendums

CMR Selection Calculations (Signed)

CMPR Long List & Contact Informaticn

CMPR Selection Approval Memo (Signed)

Recommendation for CMR Agreement (Signed)

* CMR Contract Checklist:

CMR Price Proposal

CMR. Technical Proproposal
OBS Booklets

Conditional Selection Letter

* Award Date: : E

Then, upload a copy of each of the documents collected to the "Documents" tab. You can upload
documents by either dragging and dropping the documents in the space provided, or

Cetails Documents (0} Attached Processes [0) Attached Forms [0)

J show Thumbnails | Attach

| O | File Name Attached By

X Drag and drop files here to upload, or browse,

............................................................................................................................................................................

Print Check Spelling Submit Save Draft Cancel

...by clicking the “browse” link, selecting “Upload from your Computer”, and then clicking the “Browse”
link to search for the applicable files on your computer to select for upload.

_!_ Drag and drop files here to upload, of browse,

Drag your files or|Browse

After all documents have been uploaded to the “Documents” tab, return to the “Details” tab. Then, scroll
down to the bottom of the page click the “Take Action” button to forward the submission to the Legal
Department for review and assignment.
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11B.03 Folder Creation — Pre-Con/WAO/GMPA (CSS)

CSS will receive an email from TUC as notification to create the file folder structure for the subject
project Pre-Con/WAQO/GMP Agreement.

To access the process instance, either click on the link provided in the email or log into TUC, select the
“My Home” tab and click on the subject process instance link from the “My Processes” section.

After opening the process instance, scroll down and complete the “CMR Information” section if it has not
been filled in automatically. The information required to complete this section can be found in the
documents uploaded to the “Documents” tab.

Next, open the subject project "Documents" tab and move the documents uploaded to the "CMR
Contract Approval" file folder to the respective Pre-Con/GMPA/WAO file folder or subfolder.

-

Upload | Properties | Create Folder | Subscriptions | Copy To Clipboard: Private URL

CMR. Contrac [ | HName Date Uploaded = | Uploaded By
Approval[1]

Delste | Copy | Download | Check Out | Send | Fill Out Form | Compare :'E;E

sion 1)

[ CMR[1]

) | t

I iy q s | - - 06.25.24 11:253AM  Craig Russel
Download (11.8KB) | Send | Properties | Edit

After uploading the documents to the respective file folder(s), click on the "Properties" link for the
respective document type file folder (Pre-Con, WAQO, GMPA) and copy the "Private Folder URL" to paste
in the "Contract/Amendment/WAO Approval" file folder field.

Collapse All | Refresh Al Upload | Create Folder | Subscriptions | Copy To

CMR Contract Approval[0] - []| Name Date Uploaded =
1 [2] GMPAO] [ [
iJ" WACQIO]
+J WAO 1[0] X Drag and drop files here to upload, or browse.
Private Folder URL: I oS/ gov.e-builder.net/da2/dalanding.aspx? Q5=10e78587a859f4e 709737125524 54eb I

Then, return to the process instance and paste the link in the “Contract/Amendment/WAQO File Folder”
field. Upon completion, click the “Take Action” button.

CMR Pre-Construction Contract
11B.04 Pre-Con Legal Assignment (Legal Director)

The Legal Director will receive an email from TUC as notification that the OLAPP Bid Unit has submitted
documentation to initiate the drafting of a CMR Pre-Construction Contract.

To access the process instance, either click on the link provided in the email or log into TUC, select the
“My Home” tab and click on the subject process instance link from the “My Processes” section.

Process instance is in your court. To view details or take action
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My Home Projects Processes Documents  Contacts Cost Reports

c Welcome, Craig!

CONNECTICUT
My Processes

ANROUNCEM o Project T4 | Instance T4 | Subject T% | Step 12

ents
*BI-C5-1010 - CMR | Legal Assignment
Test (Pre-Con)

Welcome, State of
Connecticut!

e-Builder welcomes the

Follow the instructions provided in the “General Instructions” section. To view the documents that were
checked off in the “CMR Contract Checklist” field, scroll down to the "Contract / Amendment / WAO File
Folder" field and click on the link provided to open the subject project Pre-Con Contract file folder.

Plaas

CMR Contract Checkiist: @

(if applicable) copies of each of the respective documents to the "Documents” tab.
Web Advertisement

RFP & Addendums

CMR. Selection Calculations (Signed)

CMWR Long List & Contact Infermaticon

CMR Selection Approval Memao (Signed)
Recommendation for CMR Agreement (Signed)
CMR Price Propasa

CMR Technical Proproposa

QBS Report

Conditional Selection Letter

Contract/Amendment AWAD Paste the link to the subject project Contract/Amendment, WAQ File Folder
File Folder: | hitps w.e-builder.net/da2/dalanding.aspxf 5= 1067858 72834709731 e5575454eb |

After opening the Pre-Con Contract Approval file folder, select the "Supporting Documents" subfolder
and then select the appropriate subfolder within the “Supporting Documents” file folder to view the
respective supporting documents submitted.

Folders | : LII_I l: Documents \, 11 Contract-Amendment-Legal \ CMR Contract
Approval \ CMR

Expard All | Collapse All | Refresh Al
] ! LegaI[D] N Upload | Properties | Create Folder | Subscriptions | Copy To Clipboard: Private URL

_| ! [C]| Name Date Uploaded = Uploaded By

Supporting I | I I I I Page
Documents[1]

Ad-Selaction X, Drag and drop files here to upload, or browse
L L (RS by

Approval-
Recommendation[1]

After you have completed your review of the document submission package, return to the process
instance and scroll down to the section entitled "Legal Assignment". Select an "OLAPP Attorney - CMR"
and/or an "OLAPP Paralegal - CMR" to assign to review the document submission package and thereafter
draft the Pre-Con Contract. Upon completion, click the "Take Action" button.

Legal Assignment ~
Please select an Attorney and/or Paralegal to assign to draft the subject contract. If you intend to draft the subject contract yourself, please select your name as the OLAPP Aitorney.
OLAPP Paralegal - CMR: Please select.. ha
OLAPF Attorney - CMR: Please select... bl
Date Legal Received:
Submit v | Take Action Check Spelling Print Copy Delegate Save Cancel
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After clicking "Take Action", a prompt will appear that will allow you to add a comment regarding the
contract selection submission package, if applicable. Upon completion, click the "Submit" button.

Add Comment

[ private

Check Spelling [ Submit] = Cancel
11B.05 Pre-Con Consultant Information (PM)
The PM assigned to the project will receive an email from TUC as notification that documentation has

been submitted by the OLAPP Bid Unit to initiate the drafting of a CMR Pre-Construction Contract for the

subject project. The PM will now need to input and/or confirm the A/E and CA contact information to
process the Contract.

To access the process instance, either click on the link provided in the email or log into TUC, select the
“My Home” tab and click on the subject process instance link from the “My Processes” section.

Process instance is in your court. To view details or take actiun

My Home Projects Processes Documents Contacts  Cos

c Welcome, Craig!

CONNECTICUT
My Processes

Announcem ... RS 7% |instance % | Subject 14
ents

*BI-CS-1010 - CMR
Test

Welcome, State of
Connecticut!

e-Builder welcomes the

After opening the process instance, if the fields in the “Consultant Information” section have not been
infilled automatically, the PM should provide data input for each of these fields. Upon completion, click

the "Take Action" to forward the draft to CSS to assign those Consultants to those roles on the project.
Consultant Information

* CA - Firm (text):
* CA - Contact B

* Architect/Engineer - Firm

|

|

* CA - Contact Emai: B |
(Rext): |

* Architect/Engineer - |
Contact: @

* Architect/Engineer - Contact |
Email:E

Submit o I Take Action I Check Spelling ~ Print | Copy | Delegate = Save  Cancel

11B.06 Role Assignment (CSS)

CSS will receive an email notification from TUC to assign the roles of the CMR, OLAPP Attorney — CMR,
and OLAPP Paralegal — CMR, and if applicable, the A/E and CA to the project. To assign project roles, CSS
should use the same methods as outlined in Section 11C.05 Role Assighment for a GC.
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The Paralegal will receive an email from TUC as notification that documentation has been submitted by
the OLAPP QBS Unit to initiate the drafting of a CMR Pre-Construction Contract for the subject

project and the Legal Director has assigned you the responsibility of reviewing the submission package to
ensure all documents are in order to begin drafting said agreement.

To access the process instance, either click on the link provided in the email or log into TUC, select the
“My Home” tab and click on the subject process instance link from the “My Processes” section.

Process instance is in your court. To view details or take action

My Home

&

CONNECTICUT

Projects Processes

Welcome, Craig!

My Processes

Project

T4 | Instance

Announcem ...
ents

Welcome, State of
Connecticut!

e-Builder welcomes the

Documents

Contacts Cos

14 | Subject 14

*BI-C5-1010 - CMR
Test

After opening the process instance, the Paralegal should scroll down to CMR Information section, review
the “CMR Contract Checklist” field of documents submitted by OLAPP QBS Unit. To view the documents
submitted, click on the link in the "Contract/Amendment/WAO File Folder" to open the subject project

"Pre-Con" Contract file folder.

CMR Information
CMR - Firm:
CMR - Contact Email: @
CMR Contract Checklist: B

*Sample Company
d.g.@foc.com

B \Web Advertisem

ErFp & Addendun

ations (Signed)
t & Contact Information

ase check all that apply and upload signed (if applicable) copies of each of the respective documents 1o the "Documents” tab.

i CrvR Technic
B qes report
B Conaitional Selection Letter
Contract/Amendment/WAO Paste File Folder
File Folder: Pt i 1

Then, select the "Supporting Documents" subfolder to view the supporting documents submitted.

|iJ"|"__| Pre-Con[0] I
: Credentials and Insurance[0]

[ Drafts[0]

""" [T emails[o]
[ Exhibits[0]

[ Final[o]

1 Legal[0]

ILJ--|-'_‘| Supporting Documents[0] I

CT DAS 0175 (Rev.6.5.25)

0000 Guidance Manuals



0175 TUC Guidance Manual

Page 120 of 350
After completing your review, if it is determined that the "CMR Contract Checklist" and or the

documents submitted are insufficient, return to the process instance, scroll down to the bottom of the
page and select "Revise" from the dropdown list next to the "Take Action" button and click "Take
Action". This will return the process instance to the OLAPP QBS Unit for resubmission. After clicking

“Take Action” a prompt will appear to provide instruction regarding the requirements to complete the
submission. Click “Revise” after your comments have been added.

Add Comment

(] private

Check Spelling Revise Camcel

If it is determined that the "CMR Contract Checklist" and or the documents submitted are sufficient,
return to the process instance, scroll down to the bottom of the page and select "Submit" from the

dropdown list next to the "Take Action" button and click "Take Action" to proceed to drafting the Pre-
Con Contract.

11B.08 Pre-Con Recommendation Revision (OLAPP QBS Unit)

The OLAPP QBS Unit will receive an email as notification that Legal has reviewed the recommendation

submittal to initiate the drafting of a Pre-Con Contract and determined the submission requires
additional documentation and/or information.

To access the process instance, either click on the link provided in the email or log into TUC, select the
“My Home” tab and click on the subject process instance link from the “My Processes” section.

Process instance is in your court. To view details or take action

My Home Projects Processes Documents Contacts Cost

Reports

c Welcome, Craig!

CONNECTICUT
My Processes

Announcem .. Project Ti Instance T3 | Subject 1% | step 12
ents

*BI-CS-1010 - DAS *BI-C5-1010-CMR | Legal Assignment
Welcome, State of Test Project Test

{Pre-Con)
Connecticut! :
e-Builder welcomes the

After opening the process instance, click on the “Comments” tab to see what additional information or
documentation is required.

Comments (0} Documents (0) Artached Processes () Attached Forms (0) Attached To (0)
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If additional documentation is required, return to the “Details” tab, scroll down to the "Contract /

Amendment / WAO File Folder" field and click on the link provided to open the subject project CMR
Contract Approval file folder structure.

Contract/Amendment/ WAD Paste the link to the subject project Contract/Amendment WAQ File Folder

File Folder: Littosigoye-ouldernet/daz/dal anding 3epe?05=10: 75387 a5 46 T0F3 a3 3543426 |

After opening the “Pre-Con” file folder, select the appropriate subfolder within the “Supporting
Documents” folder to upload the missing documentation. You can upload documents by either dragging
and dropping the documents in the space provided, or by clicking the “browse” link to search for the
applicable files on your computer for upload.

Credentials and Insurance[0] X, Drag and drop files here to upload, 0
""" Drafts[0]
""" emails[0]

bl ] Exhibits[0]
""" Final[0]

..... Legall0]

=[] Supperting Documents[0]

Ad-Selection-Approval-
Recommendation[0]

Cost-Technical
Proposal[0]

""" QBs[0]

If “browse” was clicked, select “Upload from your Computer”, then click the “Browse” link to begin a
search for the applicable files on your computer for upload.

X Drag and drop files here to upload, of browse.

&

G Drag your files or|Browse

After all documents have been uploaded to the appropriate “Supporting Documents” subfolder, return
to the process instance and click the “Take Action” button to return the submission to Legal. After

clicking “Take Action”, a prompt will appear to allow you to provide comments regarding the revised
submission. Click “Return” after adding your comments.

Add Comment

(] private

Check Spelling Cancel
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11B.09 Pre-Con Draft Contract/Credential Review (Attorney/Paralegal)

The Attorney and Paralegal assigned to the project will receive an email from TUC as notification that the
required documents have been submitted to initiate the drafting of a CMR Pre-Con Contract for the
subject project.

The Attorney and/or Paralegal assigned to the project should now begin preparing the draft CMR Pre-
Con Contract. Upon completion, the draft Contract should be submitted to the project PM and ADPM for
review, and then to the CMR and, if applicable, to the A/E, CA and Legal Director for review using the
methods that are currently in place outside of TUC for such a review.

While the Pre-Con Contract is being drafted, the Paralegal assigned to the project should begin
collecting, from the CMR, the required documents listed in the "CMR Checklist for Credential Review"
field using the methods that are currently in place, outside of TUC, for obtaining such documentation.
The "CMR Checklist for Credential Review" field can be accessed through the subject project process
instance.

To access the process instance, either click on the link provided in the email notification or log into TUC,
select the “My Home” tab and click on the subject process instance link from the “My Processes” section.

Process instance is in your court. To view details or take action, m

My Home Projects Processes Documents Contacts Cos

c Welcome, Craig!

CONNECTICUT
My Processes

Announcem ... RS T4 |instance 1% | Subject 14

ents
*BI-C5-1010 - CMR

Welcome, State of Test

Connecticut!

e-Builder welcomes the

To view the list of required documents from the “CMR Checklist for Credential Review” field, scroll down
to the “CMR Information” section. After all of the required documents have been collected, the Paralegal
should return to the process instance and check off each of the documents collected.

CMR Checklist for Credentia Please check all that apply and upload signed and sealed (if applicable) copies of each of the respective documents to the "Credentials and
Review: thin the subject project "CMR Contract Approval/CMR” file folder.

nce (From CT SOTS - CONCORD Onling)
g Certificate from home state (If not from CT)
me Certificate (if DBA)

rCc“s‘m*g Affidavit
and Campaign Contribu

orm 5, Rev: 3-28-14)
Certification {if SEEC required reporting, a copy of SEEC decision)
n (Form C, Rev: 1]

mmary {OPM Form 6, Rev: 10-1-11)

as not done business with the State)

0 - Parts | and |l {including Part |l for all subcontractors) for Mew Contracts Only

Next, the Paralegal should compile all of the documents that have been collected and obtain a copy of
finalized draft Pre-Con Contract from the Attorney assigned to the project for upload to the respective
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"CMR Contract Approval" subfolders in TUC. To access the respective "CMR Contract Approval"
subfolders, click on the link provided in the "Contract/Amendment/WAO File Folder" field.

Contract/Amendment/WAO
File Folder:

e link to the subject project Contract/Amendmen
ov.e-builder.net/da2/dalanding aspx Os=10

Fesooasiee ]

Next, select the subfolder within the Pre-Con folder to upload the document(s), i.e. Draft Contract to
“Drafts” subfolder, and click the “browse” link. Then, either drag and drop the documents into the space
provided or click on the “Browse” link to search for the applicable files on your computer for upload.

Pre-Con[0]

Credentizls and Insurance[0] I 1. Drag and drop files here to upload, o Drag yOur ﬂ|eS or Browse
Drafts[0] I %
emailsiol

If at any time during the Draft Contract/Credential Review process, Legal wishes to document the status,
timing and responsible party for the Contract review, it can do so in the “Contract Status” field in the
“CMR Information” section under the “Details” tab.

Contract Status:

After all of the Credential Review documents have been collected, the draft contract is in its final format,
and all such documents have been uploaded to the respective subfolders in the subject project “CMR
Contract Approval/Pre-Con” file folder, scroll down to the bottom of the page and click “Take Action” to
submit the Pre-Con Package to the Legal Director for a final review. When prompted, provide any
additional comments related to the draft agreement and click the “Submit” button.

If the Legal Director requires revision or additional information regarding Pre-Con Contract Package, it
will be returned to this process step for the Attorney and/or Paralegal to take corrective action.
Directions for such corrective action from the Legal Director can be found under the “Comments” tab.

11B.10 Pre-Con Final Review (Legal Director)

The Legal Director will receive an email from TUC as notification that the final draft CMR Pre-
Construction Contract for the subject project has been finalized for the Legal Director to review.

To access the process instance, either click on the link provided in the email or log into TUC, select the
“My Home” tab and click on the subject process instance link from the “My Processes” section.

Process instance is in your court. To view details or take action

My Home Projects Processes Documents Contacts  Cos

c Welcome, Craig!

CONNECTICUT
My Processes

Announcem ... s 14 |instance 7% | Subject 14

ents
*BI-CS-1010 - CMR

Welcome, State of +

Connecticut!

e-Builder welcomes the
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Once the process instance is open, click on the “Comments” tab to view any comments provided by past
actors on the subject Contract. Then, return to the to the “Details” tab and scroll down to the “CMR
Information” section. Review the “Contract Status” field for notes provided by Legal related to the status
of the Contract submission. Next, click on the link provided in the "Contract/Amendment/WAQO File
Folder" field to open the “Pre-Con” Contract file folder structure to view those items that have been
checked off as being submitted in the “CMR Contract Checklist” and “CMR Checklist for Credential
Review” fields, and to view a copy of the draft Contract.

I Details Comments [CIJI Documents (0} Attached Proceszes [1) Attached Forms (0) Attached To (D)
CMR Information

CMR - Firm:
CMR - Contact Email: B
CMR Contract Checklist: Please check all that apply and upload signed (if applicable) copies of each of the respective documents to the "Documents” tab
[JForm 1700 - RFQ Web Advertisement
(CIrp & Addendums
[Form 1738 - CMR Screening Ratings Calculation Spreadsheet (Signed)
[OForm 1227 - CMR Long List & Contact Information
[OForm 1768 - CMR Selection Approval Memo (Signed)
[CIForm 1767 - Recommendation for CMR Award (Signed)
[JCMR Price Proposal
[JCMR Technical Proposal
[Jags submittal Booklets
[Cconditional Selection Letter
CMR Checklist for Please check all that apply and upload signed and sealed (if applicable) copies of each of the respective documents to the
Credential Review: “Credentials and Insurance” subfolder within the subject project "CMR Contract Approval/CMR" file folder.
[Ocertificate of Insurance
Oprofessional Liability Claims History
[Ccurrent Licences
Ccertificate of Legal Existence (From CT SOTS - CONCORD Online)
CGeood Standing Certificate from home state (If not from CT)
[Crade Name Certificate ({if DBA)
Ccertificate of Authority (Form 1215)
[CIDisclosure Affidavit {Form 1216)
DConsuIting Affidavit (OPM Form 5, Rewv: 3-28-14)
Daift and Campaign Contribution Certification (if SEEC required reporting, a copy of SEEC decision)
ONondiscrimination Certification (Form C, Rew: 7-8-09)
[CJaffirmation of Receipt of State Ethics Law Summary (OPM Form 6, Rev: 10-1-11)
[JIRAN Certification (OPM Form 7, Rev: 3-28-14)
DAgenc}f Vendor Form (SP-26MB - Only if the vendor has not done business with the State)
CIirs Form w-9
[CJFORM CT 330 - Parts 1 and Il (including Part I for all subcontractors) for New Contracts Only

Contract Status:

Contract/Amendment/WAD Paste the link to the subject project Contract/Amendment/WAD File Folder
File Folder: I I

After opening the subject project “Pre-Con” file folder, open the “Credentials and Insurance”, “Exhibits”,
and “Supporting Documents” subfolders to review such documents related to the Pre-Construction
Contract and open the "Drafts" subfolder to view the draft contract.

lil Pre-Con[0] |
lj
Credentials and Insurance[0]

-] Drafts[0]

1 emailsiol

X Drag and drop files here to upload, or browse.
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If any of the documents submitted requires editing and you wish to directly edit said document(s), prior
to returning the package to the Attorney and/or Paralegal for revision, you may “Check Out” the subject

document from the file folder structure for editing by clicking the “Edit” hyperlink beneath the
document you wish to revise.

Delete | Move | Copy | Download | Check Out | Send | Fill Out Form | Compare
Pre-Con[1] I | Copy I pare |

) M CMR Agreement Template -RC Rev 9.1.21 for RFF. Rew. 1.docx
Credentials and Insurance[0] — — Download (157.3KB) | Redline | Compare With | Send | Properties | Edit

After opening the document, click the “Enable Editing” button and click “No” when the prompt appears.

Home Insert Design Layout NewTab References Mailings Review View Developer Help ACROBAT | 2 |

[E_:rl Save Open =
PROTECTED VIEW Be careful—files from the Internet can contain viruses. Unless you need to edit, it's safer to stay in Protected View. | Enable Editing
.---.---E---.---1---.---2---.---3---.---4---.-‘-5---|---e-|_,-|‘--|---

o The authar would like you to open this as read-only, unless you need to make changes. Open as read-only?

Yes Cancel

Any revision to the subject document should be processed using “Track Changes”. Upon completion of
your review, “Save” the document and return to the subject project file folder structure. Next, find the
file that you checked out for editing (note the document will read “Checked out by... (you)”) and click the
“Check In” hyperlink beneath the document you revised to save those changes to file in TUC. Then, click

“OK” when the following prompt appears: “A new version of the following file was created during this
check in.”

@fl_l CMR Agree_ment TemFlIatE -RC Retfr g.1.21 for RFF. Hﬂr ]1.1..21.dm::¢ fwersion 1) Checked out by Craig Russe
— Download (157.3KE) | Redline | Compare With | Send | Properties | Edit | Check In
After completing your review, return to the process instance, scroll down to the bottom of the page and
either select “Return” from the dropdown list next to the “Take Action” button to return the Contract to
the Attorney and Paralegal for additional edits that will require your review again, or select “Submit” to
forward the Contract to the Paralegal to schedule a “wet” signing of the Contract, or select “Approve
with Revisions” to forward the process instance to the Paralegal to incorporate minor revisions to the
submission package prior to scheduling the meeting for the signing of the Contract. A prompt will appear
after the "Take Action" button is clicked to allow for comments related to the draft agreement. After
adding a comment, click either the “Return”, “Submit”, or “Approve Rev” button respectively.
Add Comment

[ private
—laiEE

Check Spelling Cancel
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11B.11 Pre-Con Contract Signing (Paralegal)

The Paralegal assigned to the project will receive an email from TUC as notification that the Legal

Director has either reviewed and approved, or reviewed and approved with minor revisions, the subject
project draft Pre-Con Contract for signature.

To access the process instance, either click on the link provided in the email or log into TUC, select the
“My Home” tab and click on the subject process instance link from the “My Processes” section.

Process instance is in your court. To view details or take action

My Home Projects Processes Documents Contacts Cos

c Welcome, Craig!

CONNECTICUT
My Processes

Announcem ... A T2 | Instance 14 | Subject 14
ents

Welcome, State of
Connecticut!

e-Builder welcomes the

Once the process instance is open, click on the “Comments” tab to view comments provided by past
actors, which may include comments from the Legal Director requiring minor revisions to the draft
submission prior to obtaining the required signatures. To access the Pre-Con Contract package, return to
the “Details” tab and click on the link provided in the "Contract/Amendment/WAO File Folder" field.

I Details =~ Comments ::I}I Documents () Artached Processes (1) | Attached Forms (0) | Attached To (D)
CMR Information
CMR - Firm: *Sample Company
CMR - Contact: @ Russell, Craig
CMR. - Contact Email: B craig.russell@ct.gov
Contract/Amendment, WAD Paste k to the subject project Contract/Amendment WAOD File Folder

File Felder: || hitpsy//gov.e-ou Ter.Nel 0as CaLanaing. aspi o= TUE 1550 [500Tae TUT ST 0 ST oA 502h |

After opening the “Pre-Con” file folder, select the "Drafts" subfolder to view and download the draft
contract for signature, and the “Credentials and Insurance”, “Exhibits”, and “Supporting Documents”
subfolders to view and download those respective documents.

Pre-Con[0]

Credentizls and Insurance[0]
Drafts[0]
emails[0]

A Exhibits[0]

Final[0]

Legal[0]

=[] supporting Documents[0.

If all documentation is in order, proceed with scheduling a meeting with the respective parties to sign
the contract. Once signed, submit to the OAG for review and signature using the methods that are
currently in place, outside of TUC, to obtain the signature.

If at any time during the Contract Signing process, Legal wishes to document the status and timing of the
Contract Signing, it can do so in the “Contract Status” field.

CT DAS 0175 (Rev.6.5.25) 0000 Guidance Manuals



0175 TUC Guidance Manual

Page 127 of 350
To access the “Contract Status” field, return to the “Details” tab and scroll down to the “CMR
Information” section.

CMR Information

CMR - Firm: *Sample Company
CMR - Contact: @ Russell, Craig
CMR - Contact Email: @ craig.russell@ct.gov

Legal Document Type: Please select the type of legal document for which you are seeking approval.
Guaranteed Maximum Price
Contract Status: /23/25: Draft received.

f15/25: Draft returned to PM/ADPM for revision,
f20/25: Meeting w/ PM/ADPM/CMR.

Lilar»

After the Contract has been fully executed, return to the process instance, scroll down to the “CMR
Information” section and again click on the link provided in the "Contract/Amendment/WAO File Folder"

field to open the “Pre-Con” file folder to upload the executed documents to the project file folder
structure.

After opening the “Pre-Con” file folder, upload copies of the AG memo, Agreement Cover Letter, CERT-
134, CORE CT Entry, and Executed Contract Agreement to the “Final” subfolder. To upload copies of the
respective documents, click the “browse” link within the file folder and either drag and drop the

documents into the space provided, or click the “Browse” link to search for the applicable files on your
computer for upload.

1 Pre-Con[0] = O ‘ Name Date Uploaded «
-3 | | |
| Credentials and Insu rancefd]

----- ] Drafts[0]

""" ] emails[0] X Drag and drop files here to upload, arlbrowse.

+_r|_‘| Exhibits[0]

(1)

Drag your files ol Browse

After all documents have been uploaded to the “Final” subfolder, return to the process instance, scroll
down to the “CMR Contract” section, upload another copy of the executed agreement to the "Executed
Contract / Amendment" field and provide a response to the remaining questions in the “CMR Contract”
section. Upon completion, click the "Take Action" button to complete the Pre-Con Contract process.

CMR Contract ~
* D tract Nurmber:
DAS Contract Number: | r
* CORE Contract No: | | |
Contract/Amendment l:l
Amount: @
* Date of Final Approval: ]
* Date Contract Signed by j
Consultant/Contractor:
* Date Contract Executed: ='|
* Executed Drag and drop flle here or  Browse Computer Browse e-Builder
Contract/Amendment:
* Contract Start Date: '='|
Confract End Date: ‘='|

|S_|:|n"t ~ | I Take Action I Check Spelling Print Copy Delegate Save Cancel
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11B.12 Commitment Creation (CSS)

Proceed to Section 11E — Contract & Amendment Commitment Creation, which is automatically
launched at the completion of this process, to create the commitment for the subject agreement.

CMR WAO/GMPA
11B.13 WAO/GMPA Submittal (PM)

The PM assigned to the project will receive an email from TUC as notification to coordinate the
preparation of the draft WAO/GMPA for review and approval.

The PM should obtain a copy of the draft WAO/GMPA from the CMR for review and schedule meetings,
as required, with the ADPM, the CMR, and if applicable the project A/E and CA, to revise the draft, as
needed, for submission to Legal using the methods that are currently in place outside of TUC for
conducting such a review. Once the draft is ready to be submitted to Legal, the PM should open the
process instance to complete this step for submission to Legal.

To access the process instance, either click on the link provided in the email or log into TUC, select the
“My Home” tab and click on the subject process instance link from the “My Processes” section.

Process instance is in your court. To view details or take adio

My Home Projects Processes Documents  Contacts Cost Reports

c Welcome, Craig!

CONNECTICUT
My Processes

Project T% | Instance T% | Subject T4 |Ste $
Announcem ... ! z = || ol T2
ents

*BI-C5-1010 - DAS *BI-C5-1010-CMR | OLAPP CMR
Welcum?, State of Test Project Test Selection
Connecticut!

e-Builder welcomes the
After opening the process instance, review and complete the “CMR Information” and “Consultant
Information” sections, if those sections have not been filled in automatically.

CMR Information

* CMR - Firm (text):

* CMR - Contact @
% CMR - Contact Email: @

Consultant Information

* Architect/Engineer - Firm
[Eext):

* Architect/Engineer -
Contact: @

* Architect/Engineer - Contact
Email:E@

* CA - Firm (text):

* CA - Contact @

* Ca - Contact Email: @
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Next, click on the “Documents” tab and upload copies of the draft WAO/GMPA and corresponding
supporting documents by either dragging and dropping the documents in the space provided, or

Cetails Documents (0 Artached Processes (D) Attached Forms (0]

) show Thumbnails | Attach

| (] | File Name Attached By

X, Drag and drop files here to upload, or browse.

............................................................................................................................................................................

...by clicking the “browse” link, selecting “Upload from your Computer”, then clicking the “Browse” link
to search for the applicable files on your computer for upload.

X Drag and drop files here to upload, of browse,

g Drag your files or|Browse

After uploading the documents, return to the “Details” tab, scroll down to the bottom of the page and
click the “Take Action” button to forward the submission to Legal for assighment and review.

Budget Update

Once the Contractor fee has been finalized, update the project budget to support the future Contract
commitment. To do this, return to the TUC Home page, click on the “Cost” tab and select the subject
Project from the “All Projects” dropdown list.

My Home Projects Processes  Documents Contacts = Cost Reports Setup
c Cost Summary | Items Pending Approval | Unfinished Drafts | Data Entry | Account Level Cost
Cost

CONNECTICUT

Cost Summary | Account Funding Sources Master Commitments Master Commitment Changes Master Invoices

Pages. -

|AII Praject Budgets v | I_ Projects - I

Next, select “Budget Details” under the Project Menu.

ms Cost
Cost Summary
Funding Sources
Budget Details

Commitments

CT DAS 0175 (Rev.6.5.25) 0000 Guidance Manuals



0175 TUC Guidance Manual

Page 130 of 350

Next, click on the “Budget Changes” tab and then click “Add” to add the WAO or GMPA Commitment to
the Project Budget.

Budget Line ltems (13) Budget Changes (0) | Custom Fields (0] Motes (0] Documents () Forms (0] Proceszes (0]
Show: Show Filter Add
O#x Description Reason For Change Applies To Status Date Of Change ::;Tf‘:ﬁ

Project Mame:

# Budget Change
Number:

* Reason Codes

* Description:

Custom Fields

There are no budget changes.

*BI-C5-1010 - DAS Test Project

[Feec one-

Input the amount of the Fee in the “Change Amount” column for the “Total CMR Construction Phase”

Status:

* Date Of Change:

There are no budget change custom fields

Save and Add All Line Items

line item (3.10) and click the “Save” button.

Draft

Save and Add ltems One at a Time

05102024 |

Input data into the required fields and click the “Save and Add All Line Items” button. A prompt will
appear asking: “Are you sure you want to add all budget line items to the change?”. Click “Continue”.

Budget Change ltems Recalo
Description Budget Line ltem Current Budget Projected Formula Change Amount
Amount Commitments

On-Call (ENV, HAZ) 02130 0,00 0,00 Add 0.00 &
Total CMR Construction ... | 03.100 0.00 0.00 Add 0.00 4 4
Total DBB Construction P... | 03.200 0.00 0.00 Add 0.00 4 4
Total DAS/CS Contingen... | 04.000 0,00 0,00 Add 0.00 &
Total Equipment 05,000 0.00 0.00 Add 0,00 . 4
Total Telecommunications | 06.000 0.00 0.00 Add 0.00 4
Total Studies (Pre-Design... | 07.000 0.00 0,00 Add 0,00 . 4
Total A/E (Design Phase, ... | 08.000 0.00 0.00 Add 0.00 r

Then, click the “Make Pending” button to complete the action.

11B.14 WAO/GMPA Legal Assignment (Legal Director)

The Legal Director will receive an email from TUC as notification that the PM assigned to the subject

project has submitted a draft WAO or GMPA from the CMR for review and approval.
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To access the process instance, either click on the link provided in the email or log into TUC, select the
“My Home” tab and click on the subject process instance link from the “My Processes” section.

Process instance is in your court. To view details or take adion,

My Home Projects Processes Documents Contacts Co

c Welcome, Craig!

CONNECTICUT
My Processes

Announcem .. —— T2 Instance 14 | Subject 14

ents

*BI-CS-1010 - DAS m *BI-CS-1010 - CMR
Welcome, State of Test Project

- Test
Connecticut!
e-Builder welcomes the

To view the draft submission, click on the link in the "Contract/Amendment/WAO File Folder" to open
the respective “WAQ” or “GMPA” file folder for the subject project.

Contract/Amendment, WAD Paste the link to the subject praject Contract/Amendment WAQ File Folder
File Folder: | hitosy [550f4=700737 1 e5575454¢5 |

Then, select the respective “Drafts” subfolder to view the draft submission.

Credentials
and
Insurance[0]

L oratsjoj

After you have completed your review of the draft WAO/GMPA, return to the process instance and scroll
down to the section entitled "Legal Assignment". If the "OLAPP Paralegal - CMR" and the "OLAPP
Attorney - CMR" fields have not been filled automatically, select an "OLAPP Attorney - CMR" and/or an
"OLAPP Paralegal - CMR" to assign to review the draft WAO or GMPA. Upon completion, click the "Take
Action" button to forward the process instance to CSS to set up the role assignment.

Legal Assignment “
Please select an Attorney and/or Paralegal to assign to draft the subject contract, If you intend to draft the subject contract yourself, please select your name as the OLAPP Aitorney.
QLAFPP Paralegal - CMR: Please salect... v
OLAFPP Attorney - CMR: Please saledt e

Date Legal Received:

|S.|:\-n"t b |I Take Action I Check Spelling Print Copy Delegate Save Cancel

After clicking "Take Action", a prompt will appear that will allow you to add a comment regarding the
contract submission package, if applicable. Upon completion, click "Submit".

Add Comment

[ private

Check Spelling m Cancel
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11B.15 Role Confirmation/Assignment (CSS)

CSS will receive an email notification from TUC to confirm the roles of the CMR, A/E, CA, OLAPP
Paralegal — CMR and OLAPP Attorney - CMR have been assigned to the project and if not, assign the
respective roles. To assign project roles, CSS should use the same methods as outlined in Section 11C.05
Role Assignment.

11B.16 WAO/GMPA Draft Submittal Review/Credential Review (Attorney/Paralegal)

The Attorney and Paralegal assigned to the project will receive an email from TUC as notification
that the PM assigned to the subject project has submitted a draft WAO or GMPA from the CMR for
review and processing.

To begin the review process, you will need to open the process instance by either clicking on the
link provided in the email or log into TUC, select the “My Home” tab and click on the subject
process instance link from the “My Processes” section.

Process instance is in your court. To view details or take action
My Home Projects Processes Documents Contacts  Cos

c Welcome, Craig!

CONNECTICUT
My Processes

Project T2 | Instance T% | Subject 12
Announcem ... ' E 2 i E
ents

*BI-C5-10710 - DA *BI-CS-1010 - CMR
Welcome, State of Test Project

N Test
Connecticut!

e-Builder welcomes the

After opening the process instance, the Paralegal should proceed in downloading the draft
WAO/GMPA Package documents to a local folder for the Attorney to review. To view and download
the draft documents, click on the link provided in the "Contract/ Amendment/WAO File Folder" field.

Contract/AmendmentWAD Pacte the link fo the sublect proiject Contract/AmendmentAWA0 File Folder
File Folder: I hitps://gov.e-builder.net/da2 dalanding.aspx?Q5=10e 75587 a894e 7097311 e55754 5426 I

Then, select the respective subfolder(s) within the WAO/GMPA file folder to view and download to a
local folder for the Attorney to review.

GMPA[0]

Credentials and Insurance[0]
Drafts[0]
emails[0]
Exhibits[0]
Final[0]
Legal[0]

Supporing Dooyments[0]
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The Attorney will proceed in conducting their review from local file folder and if the draft WAO/GMPA
requires revision, it should be returned to the project PM and ADPM for revision, and thereafter to the
CMR, A/E, CA, CHRO, Legal Director and, if applicable, CSCU for their review and revision, using the
methods that are currently in place outside of TUC for such a review.

While the WAO/GMPA is being drafted, the Paralegal assigned to the project should begin preparing the
front-end documents for the WAO/GMPA and collecting the required documents listed in the "CMR
Checklist for WAO/GMP Review" field using the methods that are currently in place outside of TUC for
obtaining such documentation.

CMR Information ”
Legal Document Type: Please select the type of legal document for which you are seeking approval.
CMR Checklist for Please check all that apply and upload signed and sealed (if applicable) copies of each of the respective documents to the
WAO/GMP Review: “Credentials and Insurance” subfolder within the respective subject project "CMR WAO Flle Folder” or "CMR GMP File Folder”,

LJOCP Insurance (At time of WAQ or GMPA)

[Cguilders Risk Insurance (At time of WAO or GMPA)

[CIperformance Bond & Labor Material Bond (At time of WAD or GMPA)

[CJgond Rider (If WAQ, submit at GMP)

Opual Cbligee Rider (At time of WAC or GMPA for CHEFA Funded Projects)

DWage Certification & Schedule of Prevailing Wage Rates (At time of WAO or GMPA)
[CJCHRO Confirmation (At time of WAO or GMPA)

[confirmation of Approval of Architect/Engineer (At time of WAO or GMPA)
[confirmation of Approval of Construction Administrator (At time of WAC or GMPA)
[confirmation of Approval of OSCGR (At time of WAO or GMPA for Technical HS)
[CConfirmation of Approval of Keith Eestein (At time of WAQ or GMPA for CSCU)

Once finalized, the Paralegal should obtain a copy of the draft WAO/GMPA package documents from the
Attorney and upload said documents, along with the front-end documents, and the checklist documents
collected to the respective subfolders within the "GMPA” or “WAQ" file folders. To access the respective
file folders, click on the link provided in the "Contract/Amendment/WAO File Folder" field.
Contract/Amendment/WAD Pgste the link to the sybiect project Contract/Amendment WAD Fil= Folder

File Folder: I hittps://gov.e-builder.net/da2/dalanding.aspx?05=10e7558 728074709131 55754 546 I

Next, select the respective subfolder within the respective WAO/GMPA file folder with which you wish to
upload the document(s), i.e. Draft Contract to the “Drafts” subfolder, and click the “browse” link. After
clicking “browse”, you can either drag and drop the documents into the space provided or click on the
“Browse” link to search for the applicable files on your computer for upload.

CMR Contract Approval[0] | | |

-7 GMPALD]

Credentials and Insurance[0]
" X Drag and drog files here to upload, or
""" emails[0]
""" Exhibits[0]
""" Final[0]

""" Legal[0]

- Supporting Documents[0]

& Pre-Con[0]
+ [ WaAO[0]

o
Drag your files or
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If at any time during the Draft Contract/Credential Review process, Legal wishes to document the status,
timing and responsible party for the Contract review, it can do so in the “Contract Status” field. To access
the “Contract Status” field, return to the “Details” tab and scroll down to the “CMR Information” section.

Comments (8) Documents (0) || Attached Processes (1) | Attached Forms (0} | Attached To (0}

CMR Information

Legal Document Type: Please select the type of legal document for which you are seeking approval.
Guaranteed Maximum Price

Contract Status: 4/23/25: Draft received.

After the submission package is in its final format, and all documents have been uploaded to the
respective “WAO “or “GMPA” subfolders, click the “Take Action” button to submit to the Legal Director
for a final review. A prompt will appear after the "Take Action" button is clicked to allow for any
additional comments related to the draft agreement. Upon completion, click the “Submit” button.

Note: If the Legal Director requires revision or additional information regarding the WAO/GMPA
Contract Package, it will be returned to this process step for the Attorney and/or Paralegal to take
corrective action. Directions for such corrective action will be described under the “Comments” tab.

11B.17 WAO/GMPA Final Review (Legal Director)

The Legal Director will receive an email from TUC as notification that the subject project GMPA or WAO
has been finalized and is ready for the Legal Director to review.

To access the process instance, either click on the link provided in the email or log into TUC, select the
“My Home” tab and click on the subject process instance link from the “My Processes” section.

Process instance is in your court. To view details or take action

My Home Projects Processes Documents Contacts Cos

c Welcome, Craig!

CONNECTICUT
My Processes

Announcem ... AEL T2 | Instance 14 | Subject i

ents
*BI-C5-1010 - CMR

Test

Welcome, State of
Connecticut!

e-Builder welcomes the

Once the process instance is open, click on the “Comments” tab to view any comments provided by past
actors regarding the submission package.

I Details = Comments ::I}I Documents () Artached Processes (1) Attached Forms () | Attached To (D)

Then, return to the to the “Details” tab and scroll down to the “CMR Information” section.
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Review the “Contract Status” field for notes provided by Legal staff on the Contract status. Next, click on
the link provided in the "Contract/Amendment/WAO File Folder" field to open the respective “WAQ” or
“GMPA” file folder structure to view those items that have been checked off as being submitted in the
“CMR Checklist for WAO/GMP Review” field and to view a copy of the draft “WAQ” or “GMPA”.

CMR Information

CMR - Firm: *Sample Company
CMR - Contact @ Russell, Craig
CMR - Contact Emai:E craig.russell@ctgov
CMR Checklist for WAD/GMPA Please check all that apply and upload signed and sealed (if applicable) copies of each of the respective documents to the "Credentials and
Review: nsurance” subfolder within the respective subject project "CMR WADQ Flle Folder” or "CMR GMP File Folder”,
OCP Insurance (At time of WAO or GMPA)
Builders Risk Insurance (At time of WAD or GMPA)
Performance Bond & Labor Material Bond (At time of WAD or GMPA)
[ Bond Rider {IFWAQ, submit at GMP)
O pual Obligee Rider (At time of WAD or GMPA for CHEFA Funded Projects)
[ Wage Certification & Schedule of Prevailing Wage Rates (At time of WAD or GMPA)
CHRO Confimation (At time of WAD or GMPA)
Confirmation of Approval of Architect/Engineer {At time of WAD or GMPA)
Confirmation of Approval of Construction Administrator (At time of WAQ or GMPA)
[ confirmation of Approval of OSCGR (At time of WAD or GMPA for Technical HS)
T Confirmation of Approval of Keith Epstein (At time of WAD or GMPA for CSCU)
Funding Verification (At time of WAD or GMPA)

Contract Status: /23/25; Draft received.

2/15/25: Draft returned to PMYADPM for revision.,
p/20/25: Meeting wi PMUADPIM/CHR
Contract/Amendment,/WAD e 2enes sami Al s Ree

- -

File Folden [ Bilder petidag ida) ansin g 2e e n a POy 202 A0 aaRa T2 ] (el |

4|

After opening the respective “WAQ” or “GMPA” file folder, select the “Credentials and Insurance”,
“Exhibits”, and “Supporting Documents” subfolders to review such documents related to the
WAO/GMPA; and open the "Drafts" subfolder to view the draft WAO/GMPA.

[ CMR Contract Approval[0]

~[] Credentials and Insurance[0]
7] Drafts[0]

Ij emails[0]

E'""Ij Exhibits[0]

[ Final[o]

_ ‘] Legal[0]
tr|j Supporting Documents[0]

+[T] Pre-Con[0]

-] waAQ[D

If any of the documents submitted requires you to directly edit said document(s), prior to returning the
package to the Attorney and/or Paralegal for revision, you may “Check Out” the subject document for
editing by clicking the “Edit” hyperlink beneath the document you wish to revise.

| GMPA[56] a [] | Name

Credentials and Insurance[11] Delete | Mowe | Copy | Download | Check Out | Send | Fill Out Form | Compare | Blusbeam Studio
" | Drafts[9] i) O CMR Appendix | Template Rev. 7.1.2024.doc {version 1)
h — Download (113.1KE) | Redling | Compare With | Send | Properties

= 0 BI-C5-1010 - DAS Test Project-CMR GMP Front End with Appendix | for signature.pdf
Exhibits[F] ) Download [156.4K8) | Redline | Stamp | Compare With | Send | Properties

__| emails[0]
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After opening the document, click the “Enable Editing” button and click “No” when the prompt appears.

Home Insert Design Layout New Tab References Mailings Review View Developer Help ACROBAT | B2 |

[_',-_;_%Save [= Open =
PROTECTED VIEW Be careful—files from the Internet can contain wiruses. Unless you need to edit, it's safer to stay in Protected View. | Enable Editing
---.---E---.---1‘-‘|‘--2---|---3---|---4-‘- N I S AT

0 The author would like you to open this as read-only, unless you need to make changes. Open as read-only?

Yes Cancel

Any revision to the subject document should be processed using “Track Changes”. Upon completion of
your review, “Save” the document and return to the subject project file folder structure. Next, find the
file that you checked out for editing (note the document will read “Checked out by... (you)”) and click the
“Check In” hyperlink beneath the document you revised to save those changes to file in TUC. Then, click
“OK” when the following prompt appears: “A new version of the following file was created during this

check in.”

GhPA[56] L] [ | Name
Credentialz and Insurance[11] Delete | Move | Copy | Download | Check Out | Send | Fill Out Form | Compare | Bluebeam Studio
Drafts[9] w . CMR Appendix | Template Rev. 7.1.2024.doc {version 1[ Checked out By raig Ruzsell |

— Download (113.1K8) | Redline | Compare With | Send | Progerties | Edit [ Check In ]

Upon completing your review, return to the subject project process instance, scroll down to the bottom
of the page and select "Return" to return the draft to the Attorney/Paralegal assigned to the project for
additional review and revision, or select "Submit" to submit the draft to a placeholder to allow the
assigned Paralegal to process the agreement through DocuSign, or select “Approve with Revisions” to
forward the process instance to the Paralegal to incorporate minor revisions to the submission package
prior to processing the agreement through DocuSign. After making your selection, click the “Take Action”
button.

Contract/Amendment, WAQ Paste the link to the subject project Contract/Amendment/WAQ File Folder
File Folder: nttps://gov.e-builder.net/da2/dalanding.aspx? Q5= 107558 7a89f4e 709731 e35754 5426

I-- Please select an action -- || I I Check Spelling

A prompt will appear after clicking "Take Action" to allow for comments related to the draft agreement.
After adding a comment click the “Submit”, “Approve Rev”, or “Return” button respectively.

Add Comment

O private

Check Spelling Cancel
11B.18 WAO/GMPA Signing (Paralegal)

The Paralegal assigned to the project will receive an email from TUC as notification that the Legal
Director has either reviewed and approved, or reviewed and approved with minor revisions, the subject
project draft GMPA or WAO for signature.
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To access the process instance, either click on the link provided in the email or log into TUC, select the

“My Home” tab and click on the subject process instance link from the “My Processes” section.

Process instance is in your court. To view details or take action

My Home Projects Processes Documents Contacts Cos
c Welcome, Craig!
CONNECTICUT
My Processes
Announcem Project T4 | Instance T4 | Subject 14
ents

?Oi:‘zrg:::j:fte of :EI::.J,: - DAS ;Ss;cg.» 010 - CMR

e-Builder welcames the
After opening the process instance, click on the “Comments” tab to view comments provided by past
actors regarding the submission package, which may include comments from the Legal Director requiring
minor revisions to the draft submission prior to obtaining the required signatures. To access the
submission package, return to the “Details” tab and click the link in the "Contract/Amendment/WAOQO File

Folder" field.
I Details =~ Comments ::I:II Documents () Artached Proceszes (1)  Attached Forms () | Attached To (D)
CMR Information
CMR - Firm: *sample Company
CMR - Contact: @ Russell, Craig
CMR - Contact Email: @ craig.russell@ct.gov
Contract/Amendment/WAQ Paste the link 5o $he cubiect project Contract/Amendment/WAD Flis Faider

File Folder: ||~rt:z:,- 3 -;a§f4e."--39-'5=f1555=54s-'e-3|

Then, select the “Drafts” subfolder within the respective “WAQO” or “GMPA” file folder to view and
download the final version of the draft submittal for signature, and the “Credentials and Insurance”,
“Exhibits”, or “Supporting Documents” subfolders to view and download those respective documents.

[ empajo]

Credentials
and
Insurance[0]

---- =1 Drafts[0]

""" ] emails[0]

Exhibits[0]

""" "] Final[0]

| Legal[0]

If applicable incorporate revisions required by the Legal Director into the submission package and then

proceed in processing the subject agreement through DocuSign. Upon completion, draft the AG checklist
and submit the agreement to the OAG for review and signature.
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If at any time during the Contract Signing process, Legal wishes to document the status and timing of the
Contract Signing, it can do so in the “Contract Status” field. To access the “Contract Status” field, return
to the “Details” tab and scroll down to the “CMR Information” section.
CMR Information

CMR - Firm: *Sample Company
CMR - Contact: @ Russell, Craig
CMR - Contact Email: @ craig.russell@ct.gov

Legal Document Type: Please select the type of legal document for which you are seeking approval.
Guaranteed Maximum Price

Contract Status: /23/25: Draft received.
f15/25: Draft returned to PM/ADPM for revision.
f20/25: Meeting w/ PM/ADPM/CMR.

L. 4/ b

After the Contract has been fully executed, return to the process instance, scroll down to the “CMR

Information” section, and click on the link provided in the "Contract/Amendment/WAO File Folder" field
to open the subject project file folder structure.

Next, open the respective "Final" subfolder and upload copies of the AG memo, Agreement Cover Letter,
CERT-134, CORE CT Entry, and Executed Contract Agreement to the “Final” subfolder by clicking the

“browse” link within the file folder and either dragging and dropping the documents into the space
provided, or by clicking the “Browse” link to search for the applicable files on your computer for upload.

. Upload | Properties | Create Folder | Subseripgions | Copy To Clipboard:
CMR]1]

| Name Date Uploaded = u
Credentials and Insurance[0]

|
Drafts[{]

emails[0]

J Eschibits[0] X Drag and drop files here to upload, of browse.

[ Legal[0] (1]

8] Supporting Documents[1]

Drag your files or Browse

After all documents have been uploaded to the “Final” subfolder, return to the process instance, scroll
down to the “CMR Contract” section, upload another copy of the executed agreement to the "Executed
Contract / Amendment" field and provide a response to the remaining questions in the “CMR Contract”
section. Upon completion, click the "Take Action" button to complete the WAO/GMPA process.

CMR Contract “
* DAS Contract Number: | Al
* CORE Contract No: || | |
Contract/Amendment l:l
Amount: @
* Date of Final Approval: =]
=
* Executed file here or  Browse Computer Browse e-Builder
Contract/Amendment:
* Contract Start Date: ='|
Contract End Date: ‘='|
Submit W | | Take Action Check Spelling Print Copy Delegate Save Cancel

11B.19 Commitment Creation (CSS)

Proceed to Section 11D — Contract & Amendment Commitment Creation, which is automatically
launched at the completion of this process, to create the commitment for the subject agreement.
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Section 11C: Formal Contract Approval

11C.01 Formal Contract Legal Document Type (OLAPP QBS Unit — Contract/PM - Amendment)

The person who initiated the Contract process instance will receive an email from TUC as notification to
select the “Legal Document Type” for the Formal Contract.

To access the process instance, either click on the link provided in the email or log into TUC, select the
“My Home” tab and click on the subject process instance link from the “My Processes” section.

Process instance is in your court. To view details or take action

My Home Projects Processes  Documents Contacts

c Welcome, Craig!

CONNECTICUT
My Processes

Announce --- Project 1% | Instance 2 Subject 5
ments

*B|- - ) -
Welcome, State of *BI-C5-1010 - DAS TE;:CIEr;JgIci- II::]C"!\S
Connecticut! Test Project

(CRA - 38)
e-Builder welcomes

Next, select the “Legal Document Type” (Contract, Amendment). If an “Amendment”, provide the
reason code for said “Amendment”. Upon completion, click the “Take Action” button.

Legal Document Type

* Legal Decument Type: Please select the type of legal document for which you are seeking approval.
I—- Please select an option -- hd I
If Amendment, provide Select one of the followins from the drondown list
Reason Code: I—- Please select an option -- v I

If Contract selected, proceed to 11C.02. If Amendment selected, proceed to 11.C.09.
11C.02 Formal Contract Consultant Recommendation (OLAPP QBS Unit)

OLAPP QBS Unit will receive an email from TUC as notification to provide the Formal Contract Award
information and corresponding “Consultant Selection/Recommendation” documentation from the public
bid to initiate a Formal Contract submission package for review and approval.

To access the process instance, either click on the link provided in the email or log into TUC, select the
“My Home” tab and click on the subject process instance link from the “My Processes” section.

Process instance is in your court. To view details or take adio

My Home Projects Processes  Documents Contacts

c Welcome, Craig!

CONNECTICUT
My Processes

Announce - Project T2 |Instance 12 | Subject 15
ments

*B1-C5-1010 -
Welcome, State of *BI-C5-1010 - DAS - TEBL:CIEr;ﬁaLE- ECAS
Connecticut! est Project (CRA-38)

e-Builder welcomes
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Next, follow the “General Instructions” and complete the “Consultant Selection/Recommendation”
section by checking off each of the Selection/Recommendation Documents that were collected from the
“Consultant Selection Checklist” field and by providing the “Award Date” and “Award Amount” for the
recommended Consultant’s Contract.

Consultant Selection

* Consultant Selection Check off each of the Documents that are being submitted to initiate the drafting of a Formal Contract for the subject Project.
Checklist: [JForm 1200 or 1400 - RFQ Web Advertisement and Addenda

[JFarm 1227 - Alpha Long List

[JForm 1264 - Fee Propasals for the other top firms interviewed

(JForm 1266 - Ballot Summary (Selection/Screening Ratings Calculation Spreadsheet)

[CIForm 1267 - Selection Memo (signed)

[JRecommendation Letter

OForms 330 Parts | and Il, plus signature page signed by consultant (<1 year cld) from QBS

[JQES Submittal Booklets for the other top firms interviewed

* Award Date: :@

Next, upload all the “Consultant Selection Checklist” documents to the “Documents” tab. To upload
documents to the “Documents” tab, click the “Attach Documents” button.

Documents (3) | Attached Processes (0] | Amached Forms (0] Attached To (D)

Clshow Thumbnalls | Download Attach Documents

Then, click “Upload from your Computer” and either drag and drop your files into the space provided or
browse your computer to search for the files you want to upload. After initiating the upload, a prompt
will appear with the default destination folder. Click the “Select” button to upload your files to that
folder.

o

Drag your files or Browse
Next, return to the process instance, scroll down to the bottom of the page, select “Submit” from the
dropdown list next to the “Take Action” button and click “Take Action”.

Note: If the process instance submitted is determined to be incomplete, the process instance will be
returned to this step for corrective action. Please refer to the "Comments" tab for further instructions on
the requirements to complete the submission package.

Upon completion, scroll down to the bottom of the page, select “Re-Submit” from the dropdown list
next to the “Take Action” button and click “Take Action”.

After clicking "Take Action", a prompt will appear that will allow you to add a comment regarding the re-
submission. After adding a comment, click the "Re-Submit" button.

Add Comment

J private

Check Spelling Re-Submit
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11C.03 Folder Creation — Contract/Amendment (CSS)

CSS will receive an email from TUC as notification to create the file folder structure for the subject
project Contract/Amendment in TUC and provide some basic Consultant/Contract Information.

To access the process instance, either click on the link provided in the email or log into TUC, select the
“My Home” tab and click on the subject process instance link from the “My Processes” section.

After opening the process instance, complete the “Consultant Information” and “Contract Information”
sections. The information required to complete these sections can be found in the documents uploaded
to the “Documents” tab by OLAPP QBS Unit.

Consultant Infermation

Architect/Engineer - Firm: Lookup]

Architect/Engineer - | Please select... >
Contact:

Architect/Engineer - |
Contact Email:
CA - Firm: Lockup]

CA - Contact: | Please select. hd

CA - Contact Email: |

Contract Information

Legal Document Type: Please select the type of legal document for which you are seeking approval.
Consultant Type: Select the Consultant Type from the dropdown list below.
|—- Please select an option -- v |
Document Type: Please select the abbreviated document type being submitted from the dropdown list.
|—- Please select an option -- hd |

Contract/Amendment I:I
(7]

Amount:

* Contract/Amendment/WAQ |
File Folder:

Next, move the documents uploaded to the Formal Contract Approval file folder to the respective
Consultant Type/Contract/Supporting Documents subfolder. Then, click on the applicable Formal
Contract Approval/Consultant Type (Architect-Engineer, Construction Administrator, Other)/Contract or
Amendment subfolder, click on the “Properties” link for that folder, copy the “Private Folder URL” link,
return to the process instance, and paste the link in the “Contract/Amendment/WAO File Folder” field.

Folders ‘ :LID ‘ E_; Documents \ 12 Task Letters
Expand All | Collapse All | Refresh Al Upload I Properties I Create Folder | Subscriptions | Cof
— -
I =[] Formal Caontract Approval[0] [J| Name \ Date Uploaded +

e [ Architect-Engineer(0] |
'ﬂl'__l Amendment[0]

=[] Contract[0]

[ Credentizls and Insurance[0] Drag and drop files here to upload, or browse,
[ Drafts[0]
[ emails[0]
[ Legal[0]

-[] SPRB Checklist Documents[{

II‘_'I Supporting Documents[0]

+[7] Construction Administrator{0]

Private Folder URL: I hittpsy//gov.e-builder.net/da2/dalanding.aspx? Q5="10e75537a859f4e 70937125554 54e

o

Upon completion, click the “Take Action” button.
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11C.04 Legal Assighment — Formal Contract/Amendment (Legal Director)

The Legal Director will receive an email from TUC as notification to assign an Attorney and Paralegal to
review a draft Formal Contract or Amendment package for submission to SPRB for review and approval.

To access the process instance, either click on the link provided in the email or log into TUC, select the
“My Home” tab and click on the subject process instance link from the “My Processes” section.

Process instance is in your court. To view details or take aclion,

My Home Projects Processes  Documents Contacts
c Welcome, Craig!
CONNECTICUT

My Processes

ANNOUNCE = Project T4 | Instance 14 Subject 15
ments

*B)|-: - ) -
Welcome, State of *BICS-1 f:“l 0-DAS = Tizclfr;ji‘lci - ECAS
Connecticut! Test Project (C&A - 38)
e-Builder welcomes

After opening the process instance, follow the “General Instructions” provided.

If the "Legal Document Type" selected is for a "Contract", please refer to the "Consultant Selection
Checklist" field in the “Contract/Amendment Information” section for a list of the documents submitted
by OLAPP QBS Unit to initiate the drafting of a Formal Contract. To view the documents submitted, click
on the link in the "Contract/Amendment/WAO File Folder".

Contract/Amendment Information

Legal Document Type: Please select the type of legal decument for which you are seeking approval.
Consultant Selection Check off each of the Documents that are being submitted to initiate the drafting of a Formal Contract for the subject Project.
Checklist: _IFarm T200 or 1400 - RFQ Web Advertisement and Addenda

[JForm 1227 - Alpha Long List

[JFarm 1264 - Fes Proposals for the other top firms interviewed

[JForm 1266 - Ballot Summary (Selection/Screening Ratings Calculation Spreadsheet)
[JFarm 1267 - Selection Memo [signed)

[DRecommendaticn Letter

[CJForms 330 Parts I and II, plus signature page signed by consultant (<1 year old) from QBS
[JQBS Submittal Booklets for the other top firms interviewed

Contract/Amendment/WAO
File Falder: |I https://gov.e-builder.net/da2/dalanding.aspx705=10e7558 7a80de 70931 55534 546 ]

Next, select the "Supporting Documents" subfolder to view the checklist documents that have been

submitted.
[ Contract[0]

|_”| Drafts[0]

Ij emails[0]
Ij Legal[D]
-] SPRE Checklist Documents[0]

-~ [l Supporting Documents[0]
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After you have completed your review of the documents submitted or if the “Legal Document Type” is
for an Amendment, return to the process instance, scroll down to the section entitled "Legal
Assignment" and select an "OLAPP Attorney - Formal" and an "OLAPP Paralegal - Formal" to assign to the
project. Upon completion, scroll down to the bottom of the page and click the "Take Action" button.

Legal Assignment

OLAPP Paralegal - Formal: Craig Russe ¥]
OLAPP Attomey - Formal: Craig Russe v]
Date Legal Received: 05.07.2025

[ submit v |[ Take Action

After clicking "Take Action", a prompt will appear that will allow you to add a comment, if applicable.
Upon completion, click the "Submit" button.

Add Comment

(] private

Check Spelling Cancel
11C.05 Role Assignment (CSS)

CSS will receive an email from TUC as notification to establish the role assignment for the subject Project
Consultants, if applicable, and the OLAPP Attorney — Formal and OLAPP Paralegal - Formal.

To access the process instance, either click on the link provided in the email or log into TUC, select the
“My Home” tab and click on the subject process instance link from the “My Processes” section.

Process instance is in your court. To view details or take aclion,

My Home Projects Processes  Documents Contacts

c Welcome, Craig!

CONNECTICUT
My Processes

Announce -.- Project T2 | Instance T2 | Subject T2
ments

T *BI-C5-1010 - DAS
Welccmel!, State of iEl-_CE.-,,-”,If - DAS Test Project - FC
Connecticut! estiroject (Ca4 - 38)
e-Builder welcomes

After opening the process instance, scroll down to the “Consultant Information” section and take note of

the “Architect — Contact”, “CA — Contact”, “OLAPP Attorney — Formal” and “OLAPP Paralegal — Formal”
listed for assighment.
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Then, assign each user to their respective role on the Project by first going to the “Projects” tab and
selecting the subject project number/name from the “All Projects” dropdown list.
Projects Processes  Documents Contacts Cost Reports  ee»

Hidden Projects

Projects

|Active Projects View v | I All Projects T I

After opening the subject project, select “Project Participants” from the “Project Menu” and click the
“Manage Users” button.

Project Menu e | ]

Members Mame:

v Details i
Apply Templates Roles

A/Es' subconsultants Cuf.tc;'n | Selact 3 custom field v | |

! Field:
Manage Bill Rates Administrative Support Filter Clear
Manage Form Types ADPM

Manage Permissions Agency Send Message Remove from Project

Search for the name of the of the respective user that is to be assigned to a role on the Project from the
list of “Available Users”. if the username is listed, move that person into the list of “Project Users”, and
click the “Save” button to add the user to the Project.

Available Users Project Users
Filter Users Barkin, David -- dbarkin -- Department of Administrative Services -
| Last Name | |start5 with  w | | | Cutler, Rebecca -- reutler -- Department of Administrative Services

- Daigle, Randy -- DaigleR -- Department of Administrative Services
| Select a custom field v | | Selectavalue v

Davis, 5am -- Davis3a -- Department of Administrative Services - C
Filter Harbaran, Sudesh -- sharbaran -- Department of Administrative Sei

Hobbs, Darren -- dhobbs1 -- Department of Administrative Service

Russell, Kyle -- kylerussell -- Downes Construction Company, LLC . - - ! !
o | Do __ D W Elertrionl 110 implementation, e-builder -- eb@5tateofConnecticut -- e-builder, |

Russell, Serenity -- Russells -- Department of Developmental Serviced JusliFe Tollie - tjUStiCE_" e-Builder, Inc. o )
- Keating, Tatiana -- KeatingT -- Department of Administrative Servic
I Kulas, Alison -- akulas -- Department of Administrative Services - C
2| |LaChance, Amy -- LaChanced -- DEPARTMENT OF ADMINISTRATIV

If the username is not listed among the available users, refer to Section 2: Project User Access on the
steps needed to create a new user.

After the User(s) have been added to the Project, return to the “Details” tab for the subject Project and
again select “Project Participants” from the “Project Menu” and click the “Manage Users” button.

Next, scroll through the list of “Roles” listed and find those roles for which you are to make an
assignment. Click on the link for the role to see if those respective users that were added as project
participants have been added to their respective role on the Project.

If the respective user is not listed in the role assigned to them, click the “Add User” button.
Project Participants sz s0s rudson 5t - Hevator Modernization -

‘Architects/Engineers.

“  Architects/Engineers

First Name:

Auditors

BO - Accounting

Custom Field: | [Sciect o custom field v | |
Business Office i || G=T
Management
che Send Message | Add User | Remove User
CAs-billing [J| Name= User Name Company Name ‘A((mml Role ‘ Project Role
Chief Architect O Timothy Hind HindT VDA Elevator Consulting
G O Marisa Page PageM Newman Architects 4

CMRs
Send essage]) | Raavser | [ Remove vaer
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Search for the name of the respective user(s) that are to be added to the role, check off their name, and
click the “Add User” button. Do this for each User that that is to be assigned a role on the Project.

Users Add User Cancel
| O | Name=~ | User Name | Company Name | Date Added
Peter Austin AustinP Department of Administrative Services - Construction Services 12.18.2023
Wills Ballar allardwi epartment of Emergency Services and Public Protection L2,

(| willis Ballard ballardwi Dep f Emergency Servi d Public P ( 10.27.2022
Marilyn Bantz antzmar tate of Connecticut Dept. o ministrative Services 24,

O m ilyn B b S fC icut Dept. of Admini e Servi 03.24.2023

Upon completion, return to the process instance and click the “Take Action” button.

11C.06 Formal Recommendation Review/Credentials and Insurance (Paralegal)

The Paralegal assigned to the project will receive an email from TUC as notification that the OLAPP QBS
Unit has submitted the necessary documentation to initiate the drafting of a Formal Contract, and the
Legal Director has assigned you to the project.

To access the process instance, either click on the link provided in the email notification or log into TUC,
select the “My Home” tab and click on the subject process instance link from the “My Processes” section.

Process instance is in your court. To view details or take adion,

My Home Projects Processes  Documents Contacts

c Welcome, Craig!

CONNECTICUT
My Processes

Announce . Project T2 | Instance T2 | Subject 12
ments

SB1.C5-1070 -
Welcome, State of *BI-CS-1010 - DAS H Tifpsrlﬁli- FDCA ’
Connecticut! Test Froject (C8A-38)
e-Builder welcomes

After opening the process instance, scroll down to the “Contract/Amendment Information” section and
refer to the "Consultant Selection Checklist" for a list of the documents submitted to initiate the drafting
of a Formal Contract. To view the documents submitted, click on the link in the "Contract/Amendment/
WAO File Folder" to open the subject project "Formal Contract Approval/Contract" file folder.

Contract/Amendment Information

Legal Document Type: Please select the type of legal document for which you are seeking approval.
Consultant Selection Check off each of the Documents that are being submitted to initiate the drafting of a Formal Contract for the subject Project.
Checklist: __IForm 1200 or 1400 - KFQ Web Advertisement and Addenda

[JFarm 1227 - Alpha Leng List

(Jrorm 1264 - Fee Proposals for the other top firms interviewed

[JForm 1266 - Ballot Summary (Selection/Screening Ratings Calculation Spreadsheet)

[ JForm 1267 - Selection Memo (signed)

[JRecommendation Letter

[JForms 330 Parts | and II, plus signature page signed by consultant (<1 year old) from QBS
[JQBS Submittal Booklets for the other top firms interviewed

Contract/Amendment/WAD
File Folder: [ hittps://gov.e-builder.net/da2/dalanding.aspx 70Q5%=10e 75587 a804e 70931 255754 546 ]
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Next, select the "Supporting Documents" subfolder to view the submitted checklist documents. Make
sure all of the documents that were checked off in the “Consultant Selection Checklist” field have been
uploaded to the “Supporting Documents” subfolder.

Contract[0]
Credentials and Insurance[0]
""" Drafts[0]
""" emails[0]
""" Legal[0]

""" SPRE Checklist Decuments[0]

I Supporting Documents(0] |

If any of the required documents are missing or if additional information is needed to initiate the draft
Contract, return to this process instance, scroll down to the bottom of the page and select "Return" from
the dropdown list next to the "Take Action" button and click "Take Action" to return the process instance
to OLAPP QBS Unit for resubmission.

| -- Please select an action -- v || | Check Spelling Print Copy Delegate Save |

If the submission from OLAPP QBS Unit is complete, scroll down to the bottom of the page and select
"Submit" from the dropdown list next to the "Take Action" button and click "Take Action" to forward the
process instance to the PM to begin proposal negotiations and preparation of the draft Contract.

Note 1: The recommended Consultant will have fourteen (14) days from the "Date Legal Received" to
submit the necessary Credentials and Insurance documentation to complete the Formal Contract. The
process for collecting such documentation will be done using the methods that are currently in place
outside of TUC. Those documents collected will be uploaded to TUC at a later step in the process.

After clicking “Take Action”, a prompt will appear for you to add a comment. If applicable, provide a
comment and then click the “Submit or “Return” button respectively to send the process instance to the
next step in the process.

Add Comment
[ priv

Check Spelling Cancel

Note 2: If the process instance is sent back to OLAPP QBS Unit for re-submission, please note that when
the OLAPP QBS Unit re-submits, it will be returned to this process instance. If the process instance has
been returned for re-submission, refer to the “Comments” tab after opening the process instance for
any comments from previous actors regarding the revised submission and proceed accordingly through
the process.

Documents (0] Antached Processes (1) Attached Forms (0) Attached To (0]

11C.07 Consultant Recommendation Revision(OLAPP QBS Unit)

The QBS Unit will receive an email from TUC as notification that Legal has reviewed the recommendation
to initiate the drafting of a Formal Contract and determined the submission package to be incomplete.
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To access the process instance, either click on the link provided in the email or log into TUC, select the
“My Home” tab and click on the subject process instance link from the “My Processes” section.

Process instance is in your court. To view details or take actio

My Home Projects Processes  Documents Contacts
c Welcome, Craig!
CONNECTICUT
My Processes
ANNounce s Project 14 |Instance 14 | Subject 115
ments

+B1-C5-1010 -
Welcome, State of *BI-C51 m 0-DAS TaBL:EIEr;ﬁaL(t:- ECAS
Connecticut! Test Project (CRA - 38)

e-Builder welcomes

After opening the process instance, click on the “Comments” tab for further instructions on the
requirements to complete the submission package.

Details  Comments (0) Documents (D) Attached Processes (D) Atached Forms (0) Attached To (0)

If additional documentation is required, return to the “Details” tab, scroll down to the "Contract /
Amendment / WAO File Folder" field and click on the link provided to open the Formal Contract Approval
file folder.

Contract/Amendment/ WAO Paste the link to the subject project Contract/Amendment WAO Fila Folder
File Folder httoe//gov.e-builder net/da?/dal anding. asp? 05=10e7858 72504709531 £5515454e6 |

Ill

After opening the Formal “Contract” file folder, select the “Supporting Documents” subfolder to upload
the missing documentation. You can upload documents by dragging and dropping the documents into
the space where the other supporting documents reside.

Formal Contract Approval[29] - O | Name
E Architect-Engineer[24] Delete | Mowe | Copy | Download | Check Out | Send | Fill Out Form | Compare | Bluebeam Studio
Y Amendment]0] T O Form 1127 Alpha Long List.pdf {version 1)

: Download (69 7KEB) | Redline | Stamp | Compare With | Send | Properties
=[] Contract[24] .
¥ 0 Bl-MH-146-ARC_Award Recommendation -WFI_230329.pdf (version 1)

Credentials and Insurance[&] Download (201.1K8) | Redling | Stamp | Compare With | Send | Properties
Draft=[2] o Form 1200 Web Advertisement.pdf (verzion 1)
) N pownlead (222.2KB) | Redling | Stamp | Compare With | Send | Propertiss
emails[0]
) 0 Form 1266 Ballot Summary.pdf (version 1)
Final[1] Download (243.2KE) | Redling | Stamp | Compare With | Send | Properties
Legal[0] O Form 1264 Fee Proposal.pdf {version 1)

Download [2.3M8) | Redline | Stamp | Compare With | Send | Properties

‘| SPRE Checklist Docurments[8] '
I S ina D 51 I
After all documents have been uploaded, return to the process instance and click the “Take Action”

button to return the submission to Legal. After clicking “Take Action”, a prompt will appear to provide
comments regarding the revised submission. Click “Submit” after adding your comments.

Add Comment

[

Check Spelling Cancel
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11C.08 Formal Contract Submittal (PM)

The PM assigned to the Project will receive an email from TUC as notification to initiate the preparation
of a Formal Contract.

To access the process instance, either click on the link provided in the email or log into TUC, select the
“My Home” tab and click on the subject process instance link from the “My Processes” section.

Process instance is in your court. To view details or take aclion,

My Home Projects Processes  Documents Contacts

c Welcome, Craig!

CONNECTICUT
My Processes

ANNOUNCE = Project T4 | Instance 14 Subject 15
ments

*B)|-: - ) -
Welcome, State of iEl'CS' 1070 -DAS = Tizclfr;ji‘lcs - ECAS
Connecticut! est Project (C&A - 38)

e-Builder welcomes

The PM assigned to the project should negotiate the Contract proposal with the assigned Consultant and
begin preparing the draft Formal Contract for SPRB review and approval with review and input from the
ADPM assigned to the project, using methods that are currently in place outside of TUC, for such review.
Be sure to acquire the most current Contract template from Legal before drafting the Contract. When
the draft Contract Package is ready for submission to Legal for review and submission to SPRB, re-open
the process instance, scroll down to the “Consultant Information” section and fill in any missing
information.

Consultant Information

Architect/Engineer - Firm: [Lookup]
Architect/Engineer - Please select.. v
Contact:

Architect/Engineer -
Contact Email:

CA - Firm: [Lookug]

CA - Contact: Please select... bl |

CA - Contact Email:

Next, scroll down and complete the “SPRB Checklist” section by checking off each applicable document
that is to be submitted for SPRB Review in the "Formal Contract Checklist — SPRB Review" field.

SPRB Checklist -

Check off each of the Documents submitted for the subject Project from the "SPRB Contract Checklist” field and upload copies of the draft Contract and Contract Exhibits
to the Farmal Contract Approval/Contract - "Drafts" subfolder and upload the remaining "SPRB Checklist Documents” to the file folder with the same name. Please do
not submit any documents other than those requested in the Fromal Contract Checklist.

arm 2261 - SPRB Contract Memo

orm 1130 - Project Budget Page (if applicable)

ontract

# Farmal Contract
Checklist - SPRE Review:

ontract Exhibits

unds Verification

orm 1105/1105R - Signed

onsultant's Proposal (including subconsultants)

oo

orm 1140 - Scope Meeting Minutes

Then, upload copies of the draft Contract and Exhibits and the SPRB Checklist Documents to their
respective subfolders. To begin uploading the required documents, click on the link in the
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"Contract/Amendment/WAQO File Folder" field to open the Consultant Type (ARC, CA)/Contract file
folder.

Contract/Amendment/WAD . ) ) . ~ _ iy e
File Foldar: hitps://gov.e-builder.net/da2/dalanding.aspu?05=10e78587a809f4e 709731 35545426

Next, select the subfolder that you wish to upload documents to — draft Contract and Exhibits to the
“Drafts” subfolder and SPRB Checklist Documents to the file folder with the same name. After selecting
the subfolder for upload, click the “browse” link.
T Farmal Contract Approval[0]

iJ"Iil Architect-Engineer[0]
*.‘_II'_I Amendment(0] X Drag and drop files here to upload, o
=[] Contract[0]

lj Credentials and Insurance[0]

~ | Drafts[0]

""" [T emails[0]
[ Legal[0]
[T SPRE Checkhst Documentsiol]

-+ Supporting Documents[0]

After clicking the “browse” link, a new prompt will appear to either drag and drop the documents into
the space provided or you can click the “Browse” link to search for the applicable files on your computer
for upload.

(1)

Drag your files or|]Browse

After your files have been uploaded, return to the process instance for the subject Formal Contract, scroll
down to the bottom of the page and click the “Take Action” button.

Budget Update

After clicking “Take Action”, return to the TUC Home page and click on the “Cost” tab and select the
subject Project from the “All Projects” dropdown list.

My Home Projects Processes  Documents Contacts = Cost Reports Setup
c Cost Summary | Items Pending Approval | Unfinished Drafts | Data Entry | Account Level Cost
Cost

CONNECTICUT

# Pages. -

Cost Summary | Account Funding Sources Master Commitments Master Commitment Changes Master Invoices

|AII Project Budgets v |I All Projects - I

Next, select “Budget Details” under the Project Menu.

s Cost
Cost Summary
Funding Sources
Budget Details

Commitments
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Next, click on the “Budget Changes” tab and then click “Add” to add the Contract Commitment to the
Project Budget.

Budget Line Items (18) I Budget Changes (0} I Custom Fields: (0) Motes (0] Documients (0) Forms [O) Proceszes (0]

Shaow: Show Filter Add
Ol#a Description Reason For Change Applies To Status Date Of Change :r::::.l?::

There are no budget changes.

Input data into the required fields and click the “Save and Add All Line Items” button. A prompt will
appear asking: “Are you sure you want to add all budget line items to the change?”. Click “Continue”.

Project Name: *BI-C5-1070 - DAS Test Prgject
* Budget Change |DC‘I | Status: Drraft
MNumber:
* Reason Code: Ecled Coe 72 | * Date Of Change: 05.10.2024 | EH
* Description: I |

| saveand Add All Lineitems | Saveand Add items OneataTime  Cancel

Input the amount of the Contract Fee in the “Change Amount” column for the “Total A/E” line item
(8.000) or “Total CA” line item (10.00) and click the “Save” button.

Budget Change Items Reala
Description Budget Line Item Current Budget Projected Formula Change Amount
Amount Commitments
On-Call (ENV, HAZ) 02.130 0.00 0.00 Add 0.00 &
Total CMR Construction ... | 03.100 0.00 0,00 Add 000
Total DBE Construction P... | 03.200 0.00 0,00 Add 000 #
Total DAS/CS Contingen... | 04.000 0.00 0.00 Add .00 &
Total Equipment 05.000 0.00 0,00 Add 0.00 &
Total Telecommunications | 06.000 0.00 0.00 Add 0.00 ¢ 4
Total Studies (Pre-Design... | 07.000 0.00 0.00 Add 0.00 ¢ 4
I Total A/E {Design Phase, ... | 08.000 0.00 0,00 Add 4

Then, click the “Make Pending” button to complete the action.
Budget Change Details
Mail Merge Make Projected Request Approval Approve
11C.09 Formal Amendment Submittal (PM)

The PM assigned to the Project will receive an email from TUC as notification to begin preparing a Formal
Contract Amendment.

To access the process instance, either click on the link provided in the email or log into TUC, select the
“My Home” tab and click on the subject process instance link from the “My Processes” section.

Process instance is in your court. To view details or take aclion,
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My Home Projects Processes  Documents Contacts

c Welcome, Craig!

CONNECTICUT
My Processes

ANNOUNCE = Project 1% | Instance 14 Subject i
ments

*BI-CS- ) -
Welcome, State of *BI-C5-1010 - DAS = TE;:CPSr;J?E‘Icg - ECAS
Connecticut! Test Project (Ca4-38)

e-Builder welcomes

The PM assigned to the project should begin preparing the draft Formal Amendment with review and
input from the ADPM assigned to the project, using methods that are currently in place outside of TUC,
for such review. Be sure to acquire the most current Amendment template from Legal before drafting
the Amendment. When the draft Amendment Package is ready for submission to Legal for review and
submission to SPRB, re-open the process instance, scroll down to the “Consultant Information” section
and fill in any missing information.

Consultant Information

Architect/Engineer - Firm (text):

Architect/Engineer - Contact: Please select... hl
Architect/Engineer - Contact
Email:
CA - Firm {text):

CA - Contact: Please select... w

CA - Contact Email:

Next, scroll down and complete the “SPRB Checklist” section by checking off each applicable document
that is to be submitted for SPRB Review in the "Formal Amendment Checklist — SPRB Review" field.
SPRB Checklist “

Check off each of the Documents submitted for the subject Project from the "SPRE Amendment Checklist" field and upload copies of the draft Amendment and Exhibits
to the Formal Contract Approval/Amendment - "Drafts" subfolder and upload the remaining "SPRE Checklist Documents® to the file folder with the same name. Please
do not submit any documents other than those requested in the Formal Contract Checklist.

* Formal Amendment orm 2263 - SPRBE Amendment Memao
Checklist - SPRB Review: orm 1130 - Project Budget (only required if changes to the budget)
mendment

unds Verification

ontract/Amendment Log

opies of Contract and prior Amendments

orm 1103/1105R - Signed

onsultant's Proposal (including subconsultants)
ate Sheet (if applicable)

oDooooooog

gency Request for Change

Then, upload copies of the draft Amendment, Exhibits and the SPRB Checklist Documents to the
“Documents” tab. To upload documents to the “Documents” tab, click the “Attach Documents” button.

Documents (3) | Attached Processes (0] | Attached Forms (0] Attached To (D)

[show Thumbnails | Download Attach Documents
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Then, click “Upload from your Computer” and either drag and drop your files into the space provided or
browse your computer to search for the files you want to upload. After initiating the upload, a prompt

will appear with the default destination folder. Click the “Select” button to upload your files to the
“Formal Contract Approval” file folder.

(1)

Drag your files or Browse

After your files have been uploaded, return to the “Details” tab, scroll down to the bottom of the page
and click the “Take Action” button.

Budget Update

After clicking “Take Action”, return to the TUC Home page and click on the “Cost” tab and select the
subject Project from the “All Projects” dropdown list.

My Home Projects Processes  Documents Contacts = Cost Reports Setup

c Cost Summary | Items Pending Approval | Unfinished Drafts | Data Entry | Account Level Cost

Cost

Cost Summary | Account Funding Sources Master Commitments Master Commitment Changes Master Invoices

CONNECTICUT

Pages. -

|AII Project Budgets A | I_ Projects - I

Next, select “Budget Details” under the Project Menu.

ms Cost
Cost Summary
Funding Sources
Budget Details

Commitments

Next, click on the “Budget Changes” tab and then click “Add” to add the Amendment Commitment to the
Project Budget.

Budget Line ltems (13) Budget Changes (0) | Custom Fields (0] Maotes (0] Documents () Forms (0] Proceszes (0]
Shiow: Show Filter Add
O Description Reascn For Change Applies To Status Date Of Change ::;':ﬁ;

There are no budget changes.
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Input data into the required fields and click the “Save and Add All Line Items” button. A prompt will
appear asking: “Are you sure you want to add all budget line items to the change?”. Click “Continue”.

Project Name: *BI-C5-1010 - DAS Test Project
* Budget Change 001 Status: Draft
Mumber:
* Reason Codes [Belect One.. M * Date Of Change: 05102024 | B
* Description: I |I

Custom Fields

There are no budget change custom fields

| saveand Add Al Line Items | Save and Add Items One at aTime = Cancel

Input the amount of the Fee in the “Change Amount” column for the “Total A/E” line item (8.000) or
“Total CA” line item (10.00) and click the “Save” button.

Budget Change ltems Recala
Description Budget Line Item Current Budget Projected Formula Change Amount
Amount Commitments

On-Call (ENV, HAZ) 02130 0,00 0.00 Add 0.00 4 4
Total CMR Construction ... | 03.100 0.00 0.00 Add 0.00 &
Total DEB Construction P... | 03.200 0.00 0.00 Add 0.00 #
Total DAS/CS Contingen... | 04,000 0,00 0,00 Add 0.00 4
Total Equipment 05,000 0,00 0,00 Add 0.00 4
Total Telecommunications | 06.000 0.00 0.00 Add 0.00 &
Total Studies (Pre-Design.. | 07.000 0,00 0,00 Add 0.00 ¢ 4
Total A/E (Design Phase, ... | 08.000 0,00 0,00 Add 0.00 ¢ r

Then, click the “Make Pending” button to complete the action.
Budget Change Details

Mail Merge Make Projected Request Approval Approve
11C.10 Draft Contract/SPRB Checklist Review — Formal Contract (Attorney/Paralegal)

The Attorney and Paralegal assigned to the project will receive an email from TUC as notification that a
draft Formal Contract Package has been prepared for Legal review.

To access the process instance, either click on the link provided in the email notification or log into TUC,
select the “My Home” tab and click on the subject process instance link from the “My Processes” section.

Process instance is in your court. To view details or take action,

My Home Projects Processes  Documents Contacts
c Welcome, Craig!
CONNECTICUT

My Processes

Announce . Project T2 | Instance T2 | Subject 12

ments

*BI-C5-1010 - DAS
Test Project - FC
(CRA - 38)

Welcome, State of
Connecticut!

e-Builder welcomes
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After opening the process instance, the Paralegal should scroll down to the "Contract Information"
section and make note of the documents that are checked off as being submitted for SPRB review.

Contract Information

Legal Document Type: Please select the type of legal document for which you are seeking approval.
Consultant Type: Select the Consultant Type from the dropdown list below.
Document Type: Please select the abbreviated document type being submitted from the dropdown list.
Contract/Amendment
Amount: @
Formal Contract Checklist - [JForm 2261 - SPRE Contract Memo
SPRB Review: [JForm 1130 - Project Budget Page (if applicable)
Ocontract
[Ocontract Exhibits
OFunds Verification
[JFarm 1105/1105R - Signed
[Cconsultant's Proposal (including subconsultants)

Next, the Paralegal should scroll down and complete the "Credentials and Insurance - SPRB Review"
section by checking off each applicable document collected for SPRB Review in the “Credentials and
Insurance — SPRB Review” field.

Credentials & Insurance - SPRE Review

* Credentials & Insurance | ] Consultant License(s) (if applicable) - Firm license, license(s) of principal-in-charge, and Project Manager
- SPRE Review: DSuppIier Diversity Certification (if applicable)
| JTerms and Conditions of the Cantract

[ Gift and Campaign Contribution Certification (If contributions were made in the previous four years that Legal required
reporting to SEEC, attach copy of SEEC decision.)

| Professional Liability Claims History (5 vears)

Next, click on the link in the "Contract/Amendment/WAO File Folder" to open the subject project
"Formal Contract Approval/Contract" folder.

Contract/Amendment/WAQ hitps://gov.e-builder.net/daz/dalanding.aspx705=10e7558 Ta809fde 709131 255524
File Folder:

da=h

Then, select the "Credentials and Insurance" subfolder, and click on the “browse” link to initiate the
upload of the “Credentials and Insurance” documentation.

‘1 Formal Contract Approval[0]
iJ"Iil Architect-Engineer[0]

ﬂlj Amendment[0]

X Drag and drop files here to upload, o

=+ Contract[o]

[T Drafts[o]

] emails[0]

7] Legal[0]

After clicking “browse”, a new prompt will appear to either drag and drop the documents into the space
provided or click the “Browse” link to search for the applicable files on your computer for upload.

Drag your files or[Browse

ste the link to the subject project Contract/Amendment/ WAQ File Folder
v.e-builder.net/da2/daland "E‘ESP:':‘-QS: 10e75567a59f4e70913f 1

Contract/Amendment/WAQ
File Folder:
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Next, open the "Draft" Contract and "SPRB Checklist Documents" subfolders to view the documents
submitted by the PM for SPRB review. Ensure that all of the documents that were checked off as being

submitted in the “Formal Contract Checklist — SPRB Review” field are complete and have been uploaded
to their respective file folders.

Folders L Documents
Expand All | Collapse All | Refresh Al Upload | Properties | Create Folder | Subscriptions | Coj
=] Formal Contract Approval[0] - (]| Name Date Uploaded

- Architect-Engineer(0] | I
tn Amendment[0]
=[] Contract[0]

Credentials and Insurance(0] X Drag and drop files here to upload, or browse,

""" Drafts[0]

""" emails[0]

..... LEgaI[D]

""" SPRE Checklist Documents[0]

After completing your review, if it is discovered that any of the required documents are missing from the
submission package, return to the process instance, select “Return” from the dropdown menu, and click
“Take Action”. A prompt will appear thereafter allowing you to provide a comment for the PM on what is
required to complete the submission package. After adding a comment, click the “Return” button.

Add Comment

[ private

Check Spelling Cancel

Note: If the process instance is sent back to the PM for re-submission, please note that when the PM re-
submits, it will be returned to this process instance. If the process instance has been returned for re-
submission, refer to the “Comments” tab for any comments from previous actors regarding the revised
submission and proceed accordingly through the process.

I Details = Comments (8) IDcc_ments (0) | Attached Processes (1) | Attached Forms (0) = Attached To (0}

)

Drag your files or[Browse

If the package is complete, the Paralegal should download the draft Contract Agreement and SPRB
Checklist Documents to a local folder for the Attorney to review. If necessary, the Attorney can share
edits to the submission package with the Project PM, ADPM, and, if applicable, Project Consultant(s) and
the Legal Director for further review and editing, using the methods that are currently in place outside of
TUC for such review. The Attorney should notify the Paralegal when the draft has been finalized and is
ready for SPRB review.
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Once the draft Contract and all SPRB Checklist Documents are finalized and approved, the Paralegal
should return to the subject Project process instance and click the link in the "Contract/Amendment/
WAO File Folder" field to open the "Formal Contract Approval/Contract" folder.

Contract/Amendment/ WAQ Paste the link to the subject project Contract/Amendmen
Filz Folder: | https://gov.e-builder.net/da2/dalandi "‘gﬁ):—:.‘QﬁF' ¥

Upload any additional documents collected during the review process, such as contract drafts, emails,
and Credentials and Insurance information, to their respective folders using the methods described
earlier in this section for document upload. Please note that the “Legal” and “Credentials and Insurance”
subfolders are restricted for Legal use only.

If at any time during the Draft Contract/SPRB Checklist Review process, Legal wishes to document the
status, timing and responsible party for the Contract review, it can do so in the “Contract Status” field.
To access the “Contract Status” field, return to the “Details” tab and scroll down to the “CMR
Information” section.

Comments (8) Documents (0) | Attached Processes (1) | Attached Forms (0) = Attached To (0}

Contract Status:

After all of the Formal Contract documents have been uploaded to the appropriate subfolders, return to
the process instance, scroll to the bottom of the page and select “Submit” from the dropdown list next to
the “Take Action” button and click “Take Action”.

11C.11 Draft Amendment Review/SPRB Amendment Checklist Review — Formal Contract
(Attorney/Paralegal)

The Attorney and Paralegal assigned to the project will receive an email from TUC as notification that a
draft Formal Amendment Package has been prepared for Legal review.

To access the process instance, either click on the link provided in the email notification or log into TUC,

select the “My Home” tab and click on the subject process instance link from the “My Processes” section.

Process instance is in your court. To view details or take action,

My Home Projects Processes  Documents Contacts

c Welcome, Craig!

CONNECTICUT
My Processes

Announce ... Project T2 | Instance T2 | Subject T2
ments

*BI-C5-1010 -
Welcome, State of #B1-C5-1010 - DAS - TS;:CIEr;j?cg- FDCA :
Connecticut! estFroject (CRA - 28)

e-Builder welcomes
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After opening the process instance, scroll down to the "Contract Information" section and make note of
the documents that are checked off as being submitted for SPRB review.

Contract Information

SPRB Amendment [JFarm 2263 - SPRB Amendment Memo
Checklist: [amendment
[CFunds Verification
[CGift and Campaign Contribution Certification
Ocontract/Amendment Log
|:|Cc>pies of Contract and prior Amendments
[JForm 1105/1105R - Signed
[Cconsultant's Proposal (including subconsultants)
[JRate Sheet (i applicable)
|:|Agenq.f Request for Change
[JForm 1130 - Proiect Budoet fonly reauired if chanaes to the budaet

To view the documents, click the link in the “Contract/Amendment/WAQO File” field, to open the
Consultant Type/Amendment file folder (A/E, CA, Other) in the "Formal Contract Approval" folder.

Contract/Amendment/WAO Paste 1
File Folder: || http

nk to the subject project Contract/Amendment/WAQ File Folder
= aLandi |‘q‘asP:-:;'QS='CIe 709731 e555454e6 |

The "Draft" Amendment and "SPRB Amendment Checklist " documents can be found in their respective
subfolders with the same name. Ensure that all of the documents that were checked off as being
submitted in the “Formal Amendment Checklist — SPRB Review” field are complete and have been
uploaded to their respective file folders.

=[] Formal Contract Approval[0] - []| Name Date Uploaded «
= Architect-Engineer[0] I I
tn Amendment[0]
-J Contract[0]
Credentials and Insurance[0]

emails[0]

X Drag and drop files here to upload, or browse,

..... LEgaI[O]

11 sPRB Checklist Documents[0

After completing your review, if it is discovered that any of the required documents are missing from the
submission package, return the process instance to the PM for re-submission by scrolling to the bottom
of the page, selecting “Return” from the dropdown menu next to the “Take Action” button, and clicking
“Take Action.”

After clicking “Take Action”, a prompt will appear for you to add a comment. In the “Comment” Section,

provide instruction on the requirements to complete the submission package and click the “Return”.
Add Comment

mry

Check Spelling Cancel
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Note: If the process instance is sent back to the PM for re-submission, please note that when the PM re-
submits, it will be returned to this process instance. If the process instance has been returned for re-
submission, refer to the “Comments” tab after opening the process instance for any comments from
previous actors regarding the revised submission and proceed accordingly through the process.

Details | Comments (8) | Documents (0) | Attached Processes (1) | Attached Forms (0) | Attached To {0}

If the package is complete, download the draft Amendment and SPRB Amendment Checklist documents
to a local folder for the Attorney to review. The Attorney should share the package with the Project PM,
ADPM, and, if applicable, Project Consultant(s) and Legal Director for review and editing, using the
methods established outside of TUC for Formal Amendment review.

Once the draft Amendment and all SPRB Amendment Checklist Documents are finalized and approved,
return to the subject Project process instance and click the link in the "Contract/Amendment/WAO File
Folder." field to open the "Formal Contract Approval/Amendment" folder.

Contract/Amendment/WAQ Pas
File Folder: | httos

Upload a copy any additional documents collected during the review process, such as Amendment
drafts, emails, and Credentials and Insurance information (Gift and Campaign Contribution Certification),
to their respective folders. Please note that the “Legal” and “Credentials and Insurance” subfolders are
restricted for Legal use only.

To upload documents, first click on the subfolder that you want to upload the document to and then
click the “browse” link.

=" ] Formal Contract Approval[0] - | Name Date Uploaded ~
-] Architect- Engineer[0] I |
h Amendment[0]

=+ Contract[0]

Credentizls and Insurance[0] I

browse.

1. Drag and drop files here to upload, o

""" Drafts[0]

After clicking “browse”, you can either drag and drop the documents into the space provided or click on
the “Browse” link to search for the applicable files on your computer for upload.
(]
Drag your files or

If at any time during the Draft Contract/Credential Review process, Legal wishes to document the status,
timing and responsible party for the Contract review, it can do so in the “Contract Status” field. To access
the “Contract Status” field, return to the “Details” tab and scroll down to the “CMR Information” section.

Comments (8) | Documents (0) | Attached Processes (1) | Attached Forms (0) | Attached To (0}

Contract Status:
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After all of the Formal Amendment documents have been uploaded to the appropriate subfolders in
TUC, return to the process instance, scroll to the bottom of the page and select “Submit” from the
dropdown list next to the “Take Action” button and click “Take Action”.

11C.12 Incomplete Submission (PM)

The PM assigned to the project will receive an email from TUC as notification that the draft Formal
Contract/Amendment Submission Package is incomplete and has been returned for re-submission.

To access the process instance, either click on the link provided in the email or log into TUC, select the
“My Home” tab and click on the subject process instance link from the “My Processes” section.

Process instance is in your court. To view details or take action,

My Home Projects Processes  Documents Contacts

c Welcome, Craig!

CONNECTICUT
My Processes
Announce ... Project T2 | Instance T2 | Subject T2
ments
Welcome, State of *BICS-1010-DAS | or 1*_2;[5;;]21(?_— ECAS
Connecticut! estProject (CaA - 38)

e-Builder welcomes

After opening the process instance, refer to the “Comments” tab to find out what additional
information/documentation is needed to complete your submission package.

Details  JComments (8 Documents (0) | Attached Processes (1) | Attached Forms (0) | Attached To {0}

If additional documentation is required, scroll down to the “Contract information” section and click on
the link in the “Contract/Amendment/WAO File Folder” field.

Contract/Amendment/WAO Paste the link to the subject project Contract/Amendment/\ File F:
File Folder: | hittps://gon. ..':erl‘et.-":e_..a_erdl‘uép:-:;'QSf__. 587250 3 |

Next, click on the applicable Consultant Type (A/E, CA, Other)/”Amendment” or “Contract” file folder.
Then, click on the applicable subfolder (Drafts, SPRB, etc.) that you wish to upload the missing
documents to and click the “Browse” link.

Formal Contract Approval[0] - | name Date Uploaded «

|50 Architect-Engineerjo] | I I

Amendment[0]

Amendment 1[0]

Amendment 2[0] X Drag and drop files here to upload, or]

orowse,

Amendment 3[0]

4[] Amendment 4[0]

IiJ-- Contract[0]

Credentials and Insurancefd
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After clicking “browse”, you can either drag and drop the documents into the space provided or click on
the “Browse” link to search for the applicable files on your computer for upload.

&

Drag your files or[Browse

After all of the documents have been uploaded to the appropriate subfolders in TUC, return to the

process instance, scroll to the bottom of the page and select “Submit” from the dropdown list next to the
“Take Action” button and click “Take Action”.

After clicking “Take Action,” a prompt will appear that will allow you to add a comment regarding the
resubmission of the Formal Contract/Amendment Package. After adding a comment, click “Submit”.
Add Comment

O private

Check Spelling m Cancel

11C.13 Prepare Formal Contract/Amendment Package for SPRB Review (Paralegal)

The Paralegal assigned to the project will receive an email from TUC as notification that a Formal
Contract/Amendment Package is ready to be submitted to SPRB for review and approval.

To access the process instance, either click on the link provided in the email or log into TUC, select the
“My Home” tab and click on the subject process instance link from the “My Processes” section.

Process instance is in your court. To view details or take action,

My Home Projects Processes  Documents Contacts

c Welcome, Craig!

CONNECTICUT
My Processes

Announce --. Project T2 | Instance 14 | Subject 14
ments

T *BI-CS-1010 - DAS
Welcome, State of iEI-C:- .J'I-,- -DAS = Test Project - FC
Connecticut! est Project (C&A - 38)
e-Builder welcomes

After opening the process instance, click on the “Comments” tab to see comments provided by past
Actors regarding the submission of said package for SPRB Review. Then, return to the “Details” tab and
scroll down “Contract Information” section and click on the link in the “Contract/Amendment/WAO File
Folder” to open the respective subject Consultant Type “Contract” or “Amendment” file folder.

Contract/Amendment/ WAQ Paste the link to the subject project Contract/Amendmen
File Folder: | hitps://gov.e-bu 3
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Next, click on the applicable subfolder (Drafts, SPRB etc.) to view the documents that were submitted as
part of the Formal Contract/Amendment Submission Package.

Formal Contract Approval[0]

4 Architect-Engineer(o]

3 Amendment[0]

Amendment 1[0]

Amendment 2[0]

Amendment 3[0]

Amendment 4[0]
S} e

Credentials and Insurance[0]

Drafts[0]

Next, download the documents needed from each of these subfolders to prepare the Formal
Contract/Amendment submission package for SPRB Review. Then, prepare and submit the Package to
SPRB for review using the same methods that are currently in place outside of TUC for SPRB Review.

After submitting the Formal Contract/Amendment Package for SPRB Review, return to this process
instance, scroll down and complete the “SPRB Review” Section.

SPRB Review

* SPRB File Number:
* Sent to SPRE: ==

Upon completion, click “Take Action” to send the process instance to a hold step for SPRB Approval. The
process instance will stay in this step until CSS receives an executed copy of the agreement to record the
Contract/Amendment Information and create the respective commitment in TUC.

11C.15 SPRB Approval — Hold Step (CSS)

CSS will receive an email from TUC as notification that a Formal Contract or Amendment has been
submitted for SPRB Review. After SPRB has reviewed and approved the Contract or Amendment, and
after CSS has received an executed copy of said agreement, CSS should open the process instance to
complete the data input for the Contact/Amendment and initiate the creation of a project commitment.

To access the process instance, either click on the link provided in the email or log into TUC, select the
“My Home” tab and click on the subject process instance link from the “My Processes” section.

Process instance is in your court. To view details or take action,

My Home Projects Processes  Documents Contacts

c Welcome, Craig!

CONNECTICUT
My Processes

Announce s Project 14 | Instance = Subject 1%
ments

B 100 DAS +BI-C5-1010 - DAS
Welccmela, State of —,-- FT-,.-‘ 10 -DAS Test Project - FC
Connecticut! estrroject (Ca4-38)

e-Builder welcomes
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After opening the process instance, scroll down and complete the “Contract Information” section.

DAS Contract Number:

SPRE File Number:

Sent to SPRB:
Approved by SPRB:
Date Legal Received:
Date of Final Approval:

Date Contract Signed by
Consultant/Contractor;

Date Contract Executed:
Contract Start Date:

Contract End Date:

i s |

CORE Contract No.:

Contract/Amendment/WAO
File Folder:

Project Status Summary:

Executed Drag and drop file here or  Browse e-Builder ~ Browse Computer

Contract

Upon completion, click “Take Action”.

11C.15 Commitment Creation (CSS)

Proceed to Section 11D — Contract & Amendment Commitment Creation, which is automatically
launched at the completion of this process, to create the commitment for the subject agreement.
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Section 11D: Contract & Amendment Commitment Creation

11D.01 Commitment Creation (CSS)

CSS will receive an email from TUC as notification that a contract or amendment has been executed. The
commitment process has been spawned to create a commitment for the subject agreement.

To access the process instance, either click on the link provided in the email or log into TUC, select the
“My Home” tab and click on the subject process instance link from the “My Processes” section.

Process instance is in your court. To view details or take action

My Home  Dashboard Projects Processes Documents Contacts C
c Welcome, Craig!
CONNECTICUT

My Processes

ANNOUNCE === Project T? Instance é Subject T? Step T?
ments

Welcome, State of *BI-CS-1010 - DAS n *B|-C5-1010 - CMR | Contract
Connecticut! Test Project Test (CRA - 23) Amendment Cl

e-Builder welcomes

After the process instance is opened, a “Warning” prompt will appear at the top of the page. Click on the
“Click here” link within the warning notification to access the cost integrated process to enter the
commitment details for the subject agreement. DO NOT TAKE ANY ACTION on this page.

Warning

= A draft DO NOT USE - Contract/Amendment - Cost Integrated has been automatically created o provide required Commitment information
and submit the instance,

After opening the spawned process instance, scroll down to the “Contract Information” section and
provide data input for the applicable fields. Upon completion, take a screenshot of the “Contract
Information” section for use in completing the “Commitment Items” custom fields section.

Then, complete the “Commitment Details” section, selecting the “Commitment Type” and “Company”.

Under the “Commitment Others” section, input the “Commitment Date” and “Notice to Proceed” date, if
applicable. In the “Commitment Custom Fields” section, update the “Primary Construction Contract on
Project” field to “Yes”.

Note: The “Commitment Custom Fields” section will automatically fill out when you proceed to the next
step in the process.
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Next, scroll down to the “Add New Commitment Item Section”. Select the appropriate “Budget Line
Iltem” and “Funding Rule” and input the total fee in the “Amount” field. Then, provide data input for the
Commitment Items Custom Fields, using the “Contract Information” section screenshot. Upon
completion, click the “Add” button, and then scroll down to the bottom of the page and click the

“Submit” button.

Commitment ltems

Manage Ful
O | 1tem nal Current | Projected Current Retainage | Actuals Approved | Allowance | Custom Field(s)
Number mitment Commitment | Commitment Held
O # o1 50,00 50,00 50,00 0.00 0.00 II

After clicking the “Submit” button, return to the “Home” tab and open the new process instance for the

subject project.

Dashboard

My Home

Projects

c Welcome, Craig!

CONNECTICUT .
My Processes

Announce --- Project e
ments

Welcome, State of iEil-CS-" 010 - DAS
Connecticut! est Project

e-Builder welcomes

Processes

Instance

Documents

Contacts

C

T': Subject T; Step T;
*BI-C5-1010 - CMR
Test(CEA - 29) P55 Review
(CMR - 28)

Review the “Commitment Custom Fields” and ensure all applicable fields have filled in automatically.

Upon completion, click the “Take Action” button.
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Section 12: 1165 HazMat Project Intake Request

12.01 Accessing the Process

Log in to TUC: https://gov.e-builder.net.

On your homepage, go to the “Processes” tab and select the “*HazMat Project Creation Project” from
the “All Projects” dropdown list.

DINS Processes Documents Contacts Cost  Schedule Reports

Unfinished Drafts | lmport Processes

Processes
| 1165 Process Status W | Edit | Add View | -
*Becky Test Project
*Becky Test Project - 2
*51-C5-1005 - DAS Test 5
|Pruject MName = |Agency |Agenc_v PM | 1 Ece 100 E:'S _E‘tf et
-C5-1010 - DAS Test Proj
DAS/CS | Matthew Pafford l' *e_Builder Testing Project
24-W¥-HAZ-05_Paff Test DAS/CS Matthew Pafford [ItH ardat Praject Creation Project

Click the “Start Selected Process Type” button. The Type of Process should be listed as “1165 HazMat
Project Intake Request (HAZ)”.

Processes For |+Haziat Project Creation Project -
Filter Processes I Start Selected Process Type Start Process
Search In () Processes Initiated By Me O Processes In My Court ® 2l Processes
Type of Process I 1185 Hazat Froject Intake Request [HAT) w W ozt Openl_Finished
Step Mame -
Containing Text | |

12.02 Hazardous Materials Assistance Request (Agency PM)

Click the “Instructions” button at the top of the page for an overview of the Statewide Hazardous
Abatement Program, general TUC instructions, and additional instructions for completing Form 1165.

1165 HazMat Project Intake Request (HAZ) Ilnstructiuns |
Start Process Print  Check Spelling  Submit = Save Draft = Cancel
Project: *HazMat Project Creation Project
Process: 1165 HazMat Project Intake Request
* Subject: || [ I
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-~

Hazardous Materials Assistance Request - Form 1165
Please click on the “Instructions” button abeve for an everview of the Statewide Hazardeus Abatement Program, general eBuilder instructions, and additional instructions for completing
Form 1165.

In the "Subject” field abowve, input the name of the project for which you are applying to participate in the Statewide Hazardous Abatement Program, then provide the requested “Agency
Infarmation™ below to initiate the Hazardous Materials Assistance Request. Upon completion, scroll down to the bottom of the page and select "Submit” from the dropdown list next to
the "Take Action” button and then dick the "Take Action” button to proceed to the next step in the application process.

* Incomplete applications will not be accepted. If response is not applicable (N/A), or unknown (UNK), mark accordingly. Approved applications will be funded through the Statewide
Hazardous Abatement Program.

Agency Information

® Agency: | Board of Regents for Higher Education il |

* Agency PM: a | Please select... ol |
* agency PM - Email: | |

* Agency PM - Phone: | |
Print Check Spelling Save Draft Cancel

*  |f the name of the Agency PM is not listed in the dropdown list, please notify Craig Russell by email
at craig.russell@ct.gov to have that individual added to the list and provide that individual with an
TUC license, username, and password.

12.03 HazMat Project Information (Agency PM)

Return to the “Processes” tab and click on the link for the subject project in the “Subject” column.

Processes Documents Contacts Cost  Schedule Reports

Processes FOr  -Hazwat Project Creation Project -
Filter Processes Start Selected Process Type Start Process
Search In ) Processes Inftiated By Me O Processes In Wy Court ® Al Processes
Type of Process [ 1165 HazMat Project Intake Request (HAT) v [ oranflll Open_Finisned
Status
Step Mame -

Conftaining Texdt

Fitter
Processes  Repors (0
Print Log
[ ] E Process Subject Step I In Step Since Date Due Status = gﬁrﬂnﬁt’?
(] [HAZ -2 I Hazhiat Test Praject I Agency Project Info 0B.25.2023 Submitted .
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Review the general instructions for and complete the sections entitled “Project Information” and
“Emergency Use of HazMat Funds”.

Project Information

Provide information regarding the subject project below. Upon competion, scrall down to the bottom of the page and select “Submit™ from the dropdown list next to the “Take Action”™
button and then click on the "Take Action” button to proceed to the next step in the application process.

* Project Building Name:

* Project Address:

| |
| |
* City: | |
| |
| |

DAS/CS Building Number @

Room MNumber: (@

DAS Project Number: f this project is part of a larger project for which a DAS Project Number was assigned, please provide the project number here.
* Project Description/Haziiat n 300 words or less, describe the project scope, including type of work (2. initial investigation/testing, abatement/remediation, abatement
SOW: monitaring, other), type of hazmat(s), and location specifics.

Emergency Use of HazMat Funds

In limited instances, DAS/CS may authorize the use of HazMat Program funding in response to an emergency condition if the condition meets the criteria defined below or as approved at
the discretion of the DAS Deputy Commissioner.

An emergency is defined as a conditicn which presents an immediate threat fo the health and safety of any persons, and/or disrupts the normal operation of the agency {or portions thereof)
and reguires the commencement of hazmat services within a twenty-four {24) hour pericd.

* Emergency Use of Funds: i@ |E- Please select an ootion -- w ]

*  Only answer “Yes” to the “Emergency Use of Funds” question if the subject project presents a
condition that is an immediate threat to the health and safety of any persons, and/or disrupts the
normal operation of the agency (or portions thereof) and requires the commencement of hazmat
services within a twenty-four (24) hour period.

Upon completion, scroll down to the bottom of the page and select “Submit” from the dropdown list
next to the “Take Action” button and click the “Take Action” button. If you answered “Yes” to the
“Emergency Use of Funds” question, proceed to Section 12.04. If you answered “No”, proceed to Section
12.05.
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12.04 HazMat Emergency Project (Agency PM)

If the response to the “Emergency Use of Funds” question was “Yes”, return to the “Processes” tab and
click on the link for the subject project in the “Subject” column. The “Step” column should denote the
subject project as “Agency Emergency Project”.

Documents Contacts Cost Schedule Reports

Processes For |-Hazvst Project Creation Project -

Filter Processes Start Selected Process Type Start Process

Filter

Print Log
— Requested
| | Process | Subject Step In 5tep Since | Date Due | Status SRR
HAZ - 8 I HazMat Test Project B I Agency Emergency Project 07.20.2023 Submitted

Click the “Instructions” button at the top of the page for an overview of the processing of emergency
HazMat project requests.

1165 HazMat Project Intake Request (HAZ) - 8 Delete Instance Workflow Override | | All Fields View rﬁmm'
—
| Submit b | Take Action Check Spelling Print Copy Delegate Save Cancel

Review the general instructions for and complete the sections entitled “Services Requested”,

“Emergency Consultant/Contractor”, “Statement of Verification” and “Terms of Acceptance &
Signature”.
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To complete the “Emergency Consultant/Contractor” section, scroll down to subsection “Add New Item
for Emergency Consultant/Contractor” and select the “Preferred Consultant/Contractor” from the
dropdown list provided and provide the “Preferred Consultant/Contractor Quote”. Select “Other” from
the dropdown list if your selected Consultant/Contractor is not formally listed. After providing the

information for the first Consultant/Contractor, click the “Add” button and repeat this process if
applicable.
Emergency Consultant/Contractor
Row Height Downlozad Template | Import Delete
This reguest to participate in the Statewide Hazardous Abatement Program is for an emergency project. Please click on the "Instructions” button above for additional detail regarding the

processing of emergency HazMat project requests.

After reviewing the instructions, please provide the name of the Consultani{s)/Contractor(s) selected to perform the weork in the "Preferred Consultant/Contractor” space below and, if

available at the time ef submission, the estimated fee for the work to be performed. After providing the information fer the first “Preferred Consultant/Contractor”, click the “Add”
button. Repeat this process for each “Preferred Consultant/Contractor”.

# Preferred Consultant/Contractor g Preferred Consultant/Contractor Quote |

Grand Totals 0.00
{0 itemns)

Add New ltem for Emergency Consultant/Contractor

* preferred Please select.. Vl
Consultant/Contractor @

Consultant/Contractor Quote

Clear

If “Other” was selected from the “Preferred Consultant/Contractor” dropdown list, then provide the
name of the Consultant/Contractor and the proposed fee in the “Other Consultant/Contractor” section.

Other Consultant/Contractor

~

If the Consultant/Contractor is not listed in the "Preferred Consultant Contractor” list above, please provide the name of the Consultant and/or Contractor and the proposed fee in the space
provided below.

Other Consultant/Contractor: |

Other Consultant/Contractor ;]

Fee:

After adding the Emergency Consultant/Contractor, answer the “Estimated Fee Known” question by
selecting “Yes” or “No” from the dropdown list.

Estimated Fee KnownT: [[Ma

|

e Answer “Yes” if the estimated fee is known for all "Preferred Consultant/Contractor"(s).

e Answer “No” if the estimated fee is unknown for either the Consultant or Contractor and leave the
"Preferred Consultant/Contractor Quote" field blank.

*  Please note that if no fee was provided at the time of submission, you will have 24 hours after

the work has started to acquire a rough estimate from the Consultant and/or Contractor for the
services that are to be provided. sufficient time to assess and gain a better understanding of the
emergency project, so that a rough estimate can be provided.
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After responding the “Estimated Fee Known?” question, complete the sections entitled “Statement of
Verification” and “Terms of Acceptance and Signature”.

Upon completion of all sections, scroll down to the bottom of the page and select “Submit” from the
dropdown list next to the “Take Action” button and click the “Take Action” button.

The Client Agency may begin work immediately after notifying DAS/CS of the emergency project through
the submission of Form 1165. Pre-approval is not required to initiate the work on an emergency project.

If the client agency answered "No" to the "Estimated Fee Known?" question, then the client agency will
receive an email notification through TUC that action is required by the client agency to complete the
application.

To access the application, the client agency can either click on the link provided in the email or log into
TUC, select the “My Home” tab and click on the link in the “Instance” column for the “*HazMat Project
Creation Project” from the “My Processes” section. The “Step” column should read “Emergency Fee”.

ACTION REQ'D - *HazMat Project Creation Project - HazMat Test Project
@ Craig Russell via e-Builder <bounces@e-builder.net=> © | © Repl

To @ Russell, Craig

f\_l Click here to download pictures. To help protect your privacy, Outlook prevented automatic download of some pi

XTERMAL EMAIL: This email originated from outside of the organization. Do not click any links or open any attac
ontent is safe

*HazMat Project Creation Project

Process instance is in your court. To view details or take actinn

Process Details

Project *HazMat Project Creation Project
Process HAZ - 21
Subject HazMat Test Project

Step Emergency Fee

My Home Projects Forms Processes Documents Contacts Schedule

Welcome, Craig!

My Processes

Project T4 | Instance 1% | Subject T¢ Step 14

®Bacioy Test Project

05 - DAS Test L *B1-C5-1005 - On-Call | PM Prepare Task
- Architect Request Letter Package

Announcem .. TR e
ents Creation Project _ HazMat Test Project Emergency Fee
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To add the rough estimate, clickonthe " < "iconinthe column entitled "Preferred Consultant/Contractor
Quote", next to the name of the respective Consultant/Contractor, and input the estimated fee. Repeat
this action for each Consultant/Contractor.

Emergency Consultant/Contractor

Aow Haight: [1 w | Download Template  Import Delete

For the subject emergency project, the client agency enswersd “Ne” to the “Estimated Fee Known®" question and &5 suCh a0 regquired 1o provios a rough estimate for the propossd
Consultant andfor Contractor senvices within 24 howrs after the work has started. This will allow the Consultant and/or Contractor the opportunity to assess and gain an understanding of
the emergency scope of wark in arder to provide a rough estimate. DAS/CS understands that the rough estimate is subject to change.

To atd/edit the estimate, click on the * d con in the column entitied "Preferned Consultant/Contractor Guote” next to the name of the respective Consuitant/Contractor and input the
estimated fee

Repeat this action for each Consultant/Coniractor. Upon completion, scroll down to the bottom of the page and click the "Take Action™ button

# Preferred Consultant/Contractor [ Preferred Consultant/Contractor Quote

Upon completion, scroll down to the bottom of the page and click the "Take Action" button to submit
the application to the DAS Supervising Environmental Analyst for review and for sign off on the
application.

After the application has been signed and executed, the client agency will receive an email notification
from TUC with a copy of the executed Form 1165.

FYI - *HazMat Project Creation Project - Paff Test 05

e-Builder Network Motification <bounces@e-builder.net=
To @ Russell, Craig

IEI Click here to download pictures. To help protect your privacy, Cutlook prevented automatic download of some pi

~  HAZ-00015 - Paff Test 05.pdf 9
Jpdf File

EXTERMAL EMAIL: This email originated from outside of the organization. Do not click any links or open any attad
content is safe.

*HazMat Project Creation Project

The mail merge for the following process is attached. To view process details, click here.

At the conclusion of the emergency project, the consultant/contractor shall provide an itemized invoice
for time and materials for services performed, and payment will be made in accordance with the
approved rates in the appropriate state contracts. DAS/CS reserves the right to reject payment at the
discretion of the DAS Chief Architect.

This concludes the HazMat Application process for emergency projects for the client agency in TUC.
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12.05 HazMat Services Requested (Agency PM)
If the response to the “Emergency Use of Funds” question was “No”, return to the “Processes” tab and

click on the link for the subject project in the “Subject” column. The “Step” column should denote the
subject project as “Agency HazMat Service Request”.

Processes Documents Contacts Cost  Schedule Reports

Unfinished Drafts | Import Processes

Processes For *Hazhat Project Creation Project -
Filter Processes Start Selected Process Type Start Process
Search In ) Processes Initiated By Me ) Processes In My Court ® Al Processes
Type of Process 1165 HazMat Project Intake Reguest (HAZ) b ﬂ Drarld OpenJFinished
Status All Statuses v
Step Mame v
Containing Text |
Filter
Processes Reports (0]
Print Log
uested
| Process Subject Step In Step Since | Date Due | Status -~ L=E
Comment
T HAZ- SI Hazhat Test Project 8 Ihgency Hazhat Senvices Request 07.20.2023 Submitted

Review the General Instructions for and complete the sections entitled “Services Requested”,

n u nou

“Environmental Consultant Services”, “Abatement Contractor Services”, “Other Consultant/Contractor” -

if applicable, “Preferred Consultant/Contractor”, “Service Justification” if applicable, “Work Plans & Cost
Estimates”, and “Terms of Acceptance & Signature”.

To complete the “Environmental Consultant Services” and “Abatement Contractor Services” sections,
scroll down to the subsection entitled “Add New Item for...” in those respective sections and select one of
the “Environmental Consultants” and/or “Abatement Contractors” solicited from the dropdown list and
input the “Environmental Services Quote” and/or “Abatement Contractor Quote”. Click the “Add” button
and repeat this process for all Consultants/Contractors solicited.

Envirenmental Consultant Services

Show Fiter | Select All Row Haeighc | 1w Download Template  Import Delete

Select the Consultant name and provide the dodlar value for all estimates received. After providing the name and cost estimate for the first consuitant, click tive “Add™ button and repeat
for each Consultant proposal solicited. Chck the “Instructions” button at the top of the page for detail on the number of estimates required for approval

8 Environmental Consultant Environmental Services Quote

Grand Totals Min: 50,000
(3 items)

Add New Item for Environmental Consultant Services

| v |
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Fe

Abatement Contractor Services

ad Template  Import Delete

Showi Flter | Select All  Row Height [ |

Salect the Contractor name and provide the dallar vaise for 8l estimates received. AREr providing the name and cost estimate for the first Cordractor, click the "Add” button and nepeat
for each Contractor proposal salicited. Click the Instructions™ button at the top of the page for detail on the number of estimates required fior approval.
Abatement Contractor Quate

- Abatement Contracior
= - ,
’
Deiate Bes 0/
Delate Har-p o 2

Grand Tolals Min: 100, 000,00
(3 items)
Add New ltem for Abatement Contractor Services

b |

Chear

If the Consultant and or Contractor is not in the respective dropdown list, select “Other” from the
respective dropdown list and provide the name of said Consultant/Contractor and their proposed fee in

the “Other Consultant/Contractor” section.

Other Consultant/Contractor
If the Consultant/Contractor listed above is "Other”, please provide the name of the Consultant and/er Contractor in the space provided below.

Other Consultant/Contractor: I |
i

Complete the same steps noted above for the “Preferred Consultant/Contractor” section, adding only
the “Preferred Consultant/Contractor” and their respective quotes.

Preferred Consultant/Contractor

Show Filter | Select All Row Height

Select the Consultant and/or Contractor name and provide the dollar value of the low-bid/preferred bidder in the space provided.

Download Template | Import Delete

# Preferred Consultant/Contractor ) Preferred Consultant/Contractor Quote )
Delete 1 TRC 50,000.00 ¢ g
Delete 2 omni 100,00000 ¢

3

Grand Totals Sum: 150,000.00
(2 items)

Add New Item for Preferred Consultant/Contractor
* Preferred || Please select...
Consultant/Contractor B

Consultant/Contractor Quote

If the “Preferred Consultant/Contractor” is not the low bid, complete the “Service Justification” section.

v

Review the instructions and complete the “Work Plans & Cost Estimates” section. After reviewing the
instructions, click on the “Documents” tab, and then click the “Attach Documents” button.

Detils | Comments (5) Documents (4)| Attached Processes (0) | Attached Forms (0) | Attached To (0)
Attach Documents

0000 Guidance Manuals
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Once prompted, select “Upload from your Computer”, click “HazMat Application” as the destination
folder and press the “Select” button.

Select Destination Folder

Documents /| HazMat Application

" [ Documents

B HazMat Application
» BB HazMat Invoices Cancal

Upload the required documents into the space provided. Please note that the upload process may be
delayed.

Upon completion of the upload, click on the “Details” tab to return to the application. Scroll down to the
end of the application and complete the section entitled “Terms of Acceptance and Signature”.

Upon completion of all sections, select “Submit” from the dropdown list next to the “Take Action” button
at the bottom of the page, and click the “Take Action” button.

After the Supervising Environmental Analyst reviews the application for approval, the client agency will
receive an email notification through TUC that either the application will need to be revised to be
considered for approval, or the request has been approved and assigned.

To access the application after the Environmental Analyst has completed his review, the client agency
can either click on the link provided in the email or log into TUC, select the “My Home"” tab and click on
the link in the “Instance” column for the “*HazMat Project Creation Project” from the “My Processes”
section. The “Step” column should read “Agency Project Info”.

*HazMat Project Creation Project

Process instance is in your court. To view details or take acﬁon

My Home Projects Forms Processes Documents Contacts Cost  Schedule

Welcome, Craig!

My Processes

Project T? Instance T?‘ Subject ”' Step ??
e 5010 Bid Release Form 03 - ADPM: Approve
- for BI-RCTEST-999 Bid Release Form
005 - DAS Test | 4 *B1-C5-1005 - On-Cail | PM Prepare Task
Architect Request Letter Package

Announcem ... P I:l
b Dol HazMat Test Project mergency Fe
ents Creation Project : I Emergency Fee
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After opening the application in TUC, scroll down to the bottom of the page and review the section
entitled “Consultant/Contractor Approval and Assignment”.

Consultant/Contractor Approval & Assignment
FOR DAS USE ONLY
Ervironmental Consultant Rejected
Request:

ATC/Atlas

T9PSHOTZ0AE - ATLAS (ATC)

Abatement Contractor Rejected
Request:
Approved Abatement Bestech
Contractor:

Please provide the reguired number of guotes and resubmit.

Request Reviewed by=

v vironmental Analyst
Date of Review:

| Submit v | | ake N:tionl Check Spelling Print Copy Delegate Save Cancel

If the application was rejected, the field entitled “Assignment Comments” will provide the reason for
rejection and instructions for corrective action, if applicable.

After reviewing the “Assignment Comments”, revise the application in accordance with the comments.
Upon completion, scroll down to the bottom of the page and click the “Take Action” button to resubmit
your application.

If the application was approved, follow the same process noted above to access the application. After
opening the application in TUC, scroll down to the bottom of the page to the section entitled
“Consultant/Contractor Approval and Assignment” and review the field entitled “Assignment Comments”.
This will serve as the notification to the client agency and the assigned consultant/contractor that the
application has been approved and the Supervising Environmental Analyst will follow up with the
respective parties to schedule a scope review meeting.

The process is similar to the recommendation of the Notice to Proceed.

After the Supervising Environmental Analyst provides a recommendation for the Notice to Proceed, the
client agency will receive an email notification through TUC that either the application has been
submitted to the DAS Authorized Authority for signature or that the application will need to be revised
before it can be considered for recommendation.

If the application is rejected, the client agency should access the application by either clicking on the link
provided in the email or log into TUC, select the “My Home” tab and click on the link in the “Instance”
column for the “*HazMat Project Creation Project” from the “My Processes” section. The “Step” column
should read “Agency Project Info” (see sample diagrams above for illustrations regarding accessing the
application). After opening the application in TUC, scroll down to the bottom of the page and review the
section entitled “Notice to Proceed Recommendation” and refer to the field entitled “Notice to Proceed
Comments” for an explanation of rejection and instructions for corrective action, if applicable.

After reviewing the “Notice to Proceed Comments”, revise the application in accordance with the
comments. Upon completion, scroll down to the bottom of the page and click the “Take Action” button
to resubmit your application.
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If the application is recommended for a Notice to Proceed, the application will be forwarded to the DAS
Authorized Authority to sign-off on the project. After the application has been signed and executed, the
client agency will receive an email notification from TUC with a copy of the executed Form 1165.

e-Builder Network Motification <bounces@e-builder.net=
To @ Russell, Craig
IEI Click here to download pictures. To help protect your privacy, Cutlook prevented automatic download of some pi

~  HAZ-00015 - Paff Test 05.pdf 9
Jpdf File

EXTERMAL EMAIL: This email originated from outside of the organization. Do not click any links or open any attad
content is safe.

This concludes the HazMat Application process for the client agency in TUC.
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12.06 DAS Approval & Assignment (Environmental Analyst — DAS Only)

The Environmental Analyst will receive an email from TUC as notification that the HazMat Assistance
Request has been submitted for DAS Approval and Assignment.

To access the process instance, either click on the link provided in the email or log into TUC, select the
“My Home” tab and click on the link in the “Instance” column for the “*HazMat Project Creation Project”
from the “My Processes” section. The “Step” column should read “DAS Approval & Assignment”.

*HazMat Project Creation Project

Submit action was taken on Agency HazMat Services Request step. To view details on this item,

Process Details

Project *HazMat Project Creation Project
Process HAZ - 8
Subject HazMat Test Project 8

Step DAS Approval & Assignment

My Home Projects Forms Processes Documents Contacts Cost Schedule

Welcome, Craig!

My Processes

Project T4 | Instance T4 |Subject T¢ Step 14

e 5010 Bid Release Form | 03 - ADPM: Approve
. e ST-999 Eid Release Form
BI-C5 -DAS Test | = PM Prepare Task

R L Architect Reguest Letter Package
Announcem .. TR e
ents Creation Praject _ Hazhat Test Project | Emergency Fee

Review the application submission under the “Details” tab. To review any comments provided on the
application submission, click on the “Comments” tab. To review any supporting documents submitted
with the application, click on the “Documents” tab.

Project: *HazMat Project Creation Project
Pracess Document: HAZ - &
Show History | Current Actors
Current Workflow Stepe DAS Project Authorization Show Workflow Diagram
* Subject: HazMat Test Project &
Status: Submitted

Details Comments (2] Doouments (2) Artached Processes [0) Attached Forms (0] Artac
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After reviewing the application submission, scroll down to the sections entitled “Consultant/Contractor
Approval & Assignment” and “Project Status Summary”, review the general instructions for and
complete those sections.

Consultant/Contractor Approval & Assignment
Complete the Consultant/Contractror Approval 8 Assignment section below.

Environmental Consultant -- Please select an option -- ]
Requests

Approved Environmenta -- Flease select an option -- v |
Consultant:

Erwiranmental CORE No.: B -- Please select an option -- v |

Approved Environmenta

Consultant Fee:

Abatement Contractor -- Please select an option -- v |
Requests

Approved Abatement -- Please select an opticn - v |
Contractor:

Abatement CORE Mo B -- Flease select an option - v ]
Approved Abatement

Centractor Fee: |
Reasen for
Consultant/Contractor
Approval/Rejection: a
e
* Request Reviewed by -- Please select an option -- hd

Date of Review: 7.20.2023

Project Status Summary
Complete the Project Status Summary section below, if applicable. Once complete, scroll down to the bottom of the page and either select "Approve”, “Reject”, or "Void™ from the
dropdown list next to the "Take Action” button and click on the “Take Action™ button. After clicking the "Take Action”™ button, you will be prompted to provide a comment, where you can
provide additional detail regarding the reason for approval or rejection, if applicable, and you can select additional users (i.e. approved Consultant/Contracter) to allow access to the
submitted Form 1165 for review and comment.

Project Status Summary: Provide notes on the status of the project application and/or status of the project as applicable.

I -- Please select an action -- ||| I Check Spelling Forward Print Copy Save Cancel

Upon completing all sections, scroll down to the bottom of the page and select either “Approve”,
“Reject”, or “Void” from the dropdown list next to the “Take Action” button and click “Take Action”.

If “Approve” was selected, you will be prompted to “Add users for review and comment”, which will
allow access to the submitted Form 1165 to those selected users for review and comment. Select the
approved consultant/contractor from the list of “Available Users” to grant them access to review the
application and receive notification that a scope review meeting is to be scheduled.

Add users to review and comment

Available Users Selected Users
Asselin, Mathieu (Deparirent of Emergency Services and Public Protection)

Bantz Marilyn {Department of Administrative Senvices)

Beermann, Ahmed (Connecticut State Colleges and LP'\-‘e*s".'est m

Burke, Stephen {Connecticut State Colleges and Universities) <

Calvi, Frank (Connecticut State Library)

Caminero, Ervin {CT Military Department) b

Check Spelling Cancel

If “Reject” was selected, Form 1165 will be returned to the client agency for revision, if applicable.
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12.07 Emergency Assignment/NTP (Environmental Analyst — DAS Only)

The Environmental Analyst will receive an email from TUC as notification that an Emergency HazMat
Assistance Request has been submitted for DAS Review and Processing.

To access the process instance, either click on the link provided in the email or log into TUC, select the
“My Home” tab and click on the link in the “Instance” column for the “*HazMat Project Creation Project”
from the “My Processes” section. The “Step” column should read “Emergency Assignment/NTP”. Please
refer to the diagrams in Section 12.0.6 DAS Approval & Assignment for a visual representation on
accessing the process.

Review the general instructions and complete the “Emergency Assignment”, “Notice to Proceed
Recommendation”, and "Project Status Summary” sections.

When completing the “Emergency Assignment” section (see diagram on the next page):

a) Select “Emergency” from the dropdown list for the fields entitled “Environmental Consultant
Request” and “Abatement Contractor Request”;

b) Input the names and quotes provided by the client agency from the “Preferred
Consultant/Contractor” section into the respective “Approved” consultant, contractor and fee
fields.

c) The “Project Name” field should consist of the following: “HazMat Project Number — HazMat
Project Name” as listed under “Subject” at the top of the page, i.e. 24-CSCU-HAZ-01 - HazMat
Test Project 8.

d) Select Craig Russell as the “TUC Project Administrator”.
Select Matthew Pafford as the “Project Manager” of the HazMat Program.

Emergency Assignment

Complete the Ernergency Assignment section below. If the Consultant and/or Contractor fee ic unknown 8t the time of submission, input a dollar value of 0 ard make a note in the MNotice to
Proceed Recommendation - Recommendation Comments that the fees are i be determined.

Emvirgnmental Congultant | -- Please select an option V|
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When completing the “Project Status Summary” section, select “Active” from the dropdown list for
“Project Status”.

Project Status Summary -

Complete the Project Status Summary section below, if applicable. Upon completion, scroll down to the bottom of the page and either select "Approve”, "Reject”, or "Void" from the
dropdown list next to the "Take Action” butten and click on the "Take Action” button. Once yeu have clicked the "Take Acticn” button, you will be prompted to provide a comment,
where you can provide additional detail regarding your recommendaticn, if applicable. You will alse be prompted to add an "Actor” to the next step for project authorization. Select
either the DC or Chief Architect and click the "Recommend” button.

* Project Status: @ Lictive v]
Project Status Summary: Provide notes on the status of the project application and/or status of the project as applicable.
/A

P

Upon completion of all sections, scroll down to the bottom of the page and select “Recommend” from
the dropdown list next to the “Take Action” button and click the “Take Action” button.

After clicking the “Take Action” button, you will be prompted to “Add actors to the next step”, which will
direct the application to the Authorized Authority to sign off on the approval of the application; and to

“Add users to review and comment”, which will allow selected users access to the submitted Form 1165
for review and comment.

To add an actor to act as the Authorized Signatory, select the individual’s name from the list of “Available
Users” for which you wish to sign off on the application, then click on the “>” to move that individual
into “Selected Users”.

Add actors to the next step

Available Users Selected Users
[Barkin_David (Depariment of Adminiciativ

T | Russell, Craig (Department of Administrative Services - Construction Services)
Hobbs, Darren (Department of Administrative Services - Office of Regulatory Compliz
Pafford, Matthew (Department of Administrative Services - Construction Services) E

<

Check Spelling Recommend Camcel

Repeat this process to “Add users for review and comment”. Select the “Approved” Consultant and/or
Contractor from the list of “Available Users” so that they can receive notification that the application is
being processed and to allow them access to the application for review and comment. After adding the
actors and users, click the “Recommend” button. Proceed to Section 12.10 Form 1165 Executed.

12.08 Scope Review/NTP Recommendation/Project Assignment (EA — DAS Only)

The “Scope Review/NTP/Project Assighment” step should not be completed until after the scope review
meeting has been scheduled and completed.

After the scope review meeting, the Environmental Analyst can access the process instance by either
clicking on the link provided in the aforementioned email or by logging into TUC, selecting the “My Home”
tab and clicking on the link in the “Instance” column for the “*HazMat Project Creation Project” from the
“My Processes” section. The “Step” column should read “Scope Review/NTP/Project Assighment”. Please
refer to the diagrams in Section 12.06 DAS Approval & Assignment for a visual representation on accessing
the process.
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Review the general instructions and complete the “Scope Review”, “Consultant/Contractor Approval &

Assignment”, “Notice to Proceed Recommendation”, “Project Assignment”, and ”Project Status
Summary” sections.

*  When completing the “Project Assignment” section, the “Project Name” should consist of the
following: “HazMat Project Number — HazMat Project Name” as listed under “Subject” at the top of
the page, i.e. 24-CSCU-HAZ-01 - HazMat Test Project 8. Select Craig Russell as the “TUC Project
Administrator”. Select Matthew Pafford as the “Project Manager” of the HazMat Program.

Project Assignment -
Assign a HazMat Project Number in the space provided.
HazMat Project Number: 24-CSCU-HAZ-01
* project Name: @ 24-CSCU-HAZ-01 - HazMat Test Project &
* e_Builder Project | Flezse zelact,., Ll |

Administrator: @

*  When completing the “Project Status Summary” section, select “Active” from the dropdown list for
“Project Status”.

* Project Status: @ [ vl]

If “Recommend” was selected, you will be prompted to “Add actors to the next step”, which will direct
the application to the Authorized Authority to sign off on the approval of the application.

To add a user, select the individuals name from the list of “Available Users” for which you wish to sign off
on the application, then click on the “>” to move that individual into “Selected Users” and click the
“Recommend” button.

Add actors to the next step

Available Users Selected Users
sarkin, David (Depariment of AOMmINISIrativge Senvices - CONSIICHOnN Serv ces] | Russell, Craig (Department of Administrative Senvices - Construction Services)
Hebbs, Darren (Department of Administrative S

25 - Office of Regulatory Comipliz
Pafford, Matthew [Department of Administrative Services - Construction Services) m

<

Check Spelling Cancel

If “Reject” was selected, Form 1165 will be returned to the client agency for revision, if applicable.
12.09 Project Authorization (Chief Architect/Deputy Commissioner — DAS Only)

Either the Chief Architect or the Deputy Commissioner will receive an email from TUC as notification that
the HazMat Assistance Request has been submitted for Project Authorization.

To access the process instance, either click on the link provided in the email or log into TUC, select the
“My Home” tab and click on the link in the “Instance” column for the “*HazMat Project Creation Project”
from the “My Processes” section.

*HazMat Project Creation Project

Submit action was taken on Agency HazMat Services Request step. To view details on this item,
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My Home Projects ocesses  Documents Contacts Cost  Schedule

-

Project T? Instance f;‘ Subject T; Step T?

6010 Bid Release Form 03 - ADPM: Approve

e i e for BI-RCTEST-999 Bid Release Form

e 5 - DAS Tes TLT PM Prepare Task

5 - Letter Package
Announcem .. TR y 5
ents Craation Project HazMat Test Project Emergency Fee

Review the application submission under the “Details” tab. To review any comments provided on the
application submission, click on the “Comments” tab. To review any supporting documents submitted
with the application, click on the “Documents” tab.

Project: *HazMat Project Creation Project

Process Document: HAZ -8
Show Histony | Current Actors

Current Workflow Step DAS Project Authorization Show Workflow Diagram
* Subject: HazMat Test Project &
Status: Submitted

Details | Comments (2) | Documents (2) Attached Processes [0) Attached Forms (0) | Attac

To review comments specific to the “Recommendation for Notice Proceed”, scroll down to the section
entitled “Notice to Proceed Recommendation” and refer to the field entitled “Notice to Proceed

Comments”.

Notice to Proceed Recommendation
Complete the Motice to Proceed Recommendation and Project Assignment sections.

* Recommend Notice to |-— Please select an option -- b
Proceed::
Expected Deliverables: f applicable select one or more deliverables from the list below.
Survey Report
Compliance Report
Other
Mote: Pleazs hold Ctr to select multiple items from the list
Other Deliverables: f "Other” was selected from the list of expected deliverables, please provide a listing of said deliverables below,

Motice to Proceed Comments:

P
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After completing your review of the application submission, scroll down to the section entitled “Project
Authorization”, review the general instructions for and complete that section.

Project Authorization -

Sign in the space provided for project authorization. Upon completion, scroll down to the bottom of the page and either select "Approve” or “Reject™ from the dropdown list next to the
“Take Action” button and then click the "Take Action”. If "Rejected”, you will be prompted to provide a comment to explain the reason for rejection.

Project Authorization: a I I

Authorization Date:

I -- Please select an action -- ¥ I I I Check Spelling Print Copy Delegate Save Cancel

Upon completion of all sections, scroll down to the bottom of the page and select either “Approve” or
“Reject” from the dropdown list next to the “Take Action” button and click the “Take Action” button.

If "Reject" was selected, you will be prompted to provide a comment to explain the reason for rejection
and to provide guidance for corrective action. After providing the comment, click the “Reject” button.

Add Comment

[ private

Check Spelling Cancel

If "Approve" was selected, the application will be finalized, and an email will be distributed through TUC
to the client agency that includes a copy of the executed Form 1165. The executed Form 1165 will also
be uploaded to the TUC the subject project “HazMat Application” project file folder.

12.10 Project Files (Environmental Analyst — DAS Only)

To access the newly created HazMat Project/HazMat Application file folder, go to the “Projects” tab and
select the name of the newly created project from the dropdown list, i.e. 24-CSCU-Hazmat-900 — HazMat
Test Project.

Projects Forms Processes  Documents Contacts Cost  Schedule Reports

Hidden Projects
Projects

|-az‘v’a: Projects ™ | Edit | Add View | -

Project Mame
I*—a:‘v‘ at Project Creation Project I
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Next, select “Documents” from the “Project Menu” on the lefthand side of your screen. After selecting
“Documents”, click on the “HazMat Application” file folder to access the newly executed Form 1165 and
any other documents that were uploaded as part of the HazMat Project Intake Process.

Project Menu

Documents For | sHazmat Project Creation Project -
v [B Details
Apply Templates o
Project Participants Folders ‘Il—ll_l =  Documents\ HazMat Application
Manaae Bill Rates Expand All | Collapse Al | Refresh Al Upload | Properties | Create Folder | Subscriptions | Copy To Clipt
l'-.-‘ana;e Form Types =[] Documents[1] [[] | Name =
Manage Permissions | Delstz | Mowve | Copy | Download | Check Out | Send | Fill Out
Permissions By User | HazMat %) [ HAZ-00031 - HazMat Test Project.pdf (version 1)
Process Motification i Application[1] — Downlead {124.1KB) | Redline | Stamp | Compars With | Send
Settings
Sent ltems
Froject Leve
Options
®o Planning
Forms
» Is5ues

.
o= Processes

I- L= Documents I

If Work Plans and/or Cost Estimates were not uploaded as part of the 1165 Project Intake Process, you
should upload them to the “HazMat Application” file folder upon receipt. To upload files, click the
“browse” link to open the “Upload” prompt and then either drag and drop the files in the space
provided, or click “Browse” to open the file structure on your computer so that you can search for the
respective file that you want to upload.

Folders | ',_'I_I '  Documents HazMat Application ] Show File Descrip
Expand All | Collapse All | Refresh Al Upload | Properties | Create Folder | Subscriptions | Copy To Clipboard: Private URL - Email Addresz
= |__] Documents[(] | Name = Date Uploaded Uploaded By

L | | | Send | | Page[ 1% |or

HazMat
Application[0]

Hazhdat Invoices[0]

1 Drag and drop files here to upload u:'

Drag your files or Browse

Note that the upload of files may be delayed. The prompt will note when the upload is complete. Upon
completion, click “Done”. This concludes the HazMat Project Intake process.
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Section 13: HazMat Commitment

13.01 Accessing the Process

Log in to TUC: https://gov.e-builder.net.

On your homepage, go to the “Processes” tab and select the hazmat project number for the project for
which you want to make against from the “All Projects” dropdown list.

Processes

Documents

Contacts

Cost  Schedule

Reports

WCESSESs

Unfinished D

15 Process Status

' | Edit | Add View

*Becky Test Project

*Becky Test Project - 2

CESS - Subject

‘ Current Step

*BI-C5-1005 - DAS Tst5

*BI-C5-1010 - DAS Test Project

Mo ftems match| *e-Builder Testing Project

*Haziiat Project Creation Praject
*Haziiat Project Template
*Implementation Project

*Master On-Cal

*Plan Review - Testing

*Project Creation Project

*Project Management Administration
*Template - State of Connecticut
*Testingt723a Project Name

1105 Test
|2£-C5CU-HAZ-900 - HazMat Test Project |

Click the “Start Process” button and select the “HazMat Commitment” link.

Processes For | z4-cscu-HAZ-800 - Haziat Test Froject

13.02 HazMat Commitment

Start Process

Read the “General Instructions”, fill in the “Subject” field in accordance with the instructions and click

the “Submit” button.

After clicking “Submit”, you will be returned to the “Processes” tab. Click on the link to the project listed

in the “Subject” column.

Process ) In Step Date Requested
]
|- Sl e Sis Since Due S Comment
O He -4 o - e . - - F 0022023 Sub ed
— N HA TS0 - Frwvi 0y &
) HE-5 24-C5CU-HAZ-900 - Environmental & HazMat Consultant / 10.04.3003 Submitied
Abaternent Contractor
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Read the “General Instructions”, revise the Consultant/Contractor Information, if applicable, and click
the “Take Action” button.

After clicking “Take Action”, you will be returned to the “Processes” tab. Click on the link to the project
listed in the “Subject” column again to spawn the cost integration for the commitment process.

13.03 HazMat Cost Integration

When spawning the commitment process, you will receive a “Warning” notification. Click on the link
within the warning notification to access the cost integrated process where you can enter the
commitment details for the subject HazMat project.

HazMat Commitment (HC) - 5 Delete Instance Workflow Override Al Fields View

A draft HazMat Cost Integrated has been automatically create ck here Jo provide required Commitment information and submit the instance.

Begin the HazMat Cost Integrated process by completing the “Commitment Details” section. Under
“Commitment Details”, go to the “Master Commitment” field and select the Master Commitment
Contract, from the dropdown list, for either the “Approved Environmental Consultant” or “Approved
Abatement Contractor” listed under the Consultant/Contractor Information section.

*  This process will be repeated at a later stage if there are multiple Consultant / Contractor(s) listed
within the Consultant/Contractor Information section.

Consultant/Contractor Information

Approved Environmenta |Laﬂ;aﬂ Engineerign and Environmenta | Approved Environmenta
Consultant: Consultant Fee:

Approved Abatement |p_5-.., England Yankee | Approved Abatement
Contractor: Contractor Fee:

Commitment Details
Status: Draft

Master Commitment: Please select a master commitm | ¥

* Commitment Type: r-:-le;'_&'_ Company Description IC_,r'er: Contract Jmio Sum Amaunt
Commitment Value
* Commitment Controk: MNumber
* Company: - ~ - -
DASX2B501 ARCADIS USIMNC  HazMat CA 75,000.00
EEiEES DAGKZBB23 CANGAN Ervironmenta 718.12
ENGINEERING Consultant

After selecting the Master Commitment Contract, all of the remaining fields in the “Commitment Details”
section will infill automatically, but for the “Contact” field for the company. You may leave this field

blank, or you may select a contact from the dropdown list. Please note that the contact is specific to the
contract, not to the project.

After completing the “Commitment Details” section, scroll down to the “Commitment Custom Fields”

section and input the “CORE Contract No.” for the subject Consultant/Contractor and the “PO Number”
assigned to the CORE Contract.

Commitment Custom Fields
Primary Construction Contract Mo hd
On Project™

Type of OC Consultant:

Please select... %

CORE Contract No.: | |

PO Number: || 0000000000 I
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Then, scroll down to the “Add New Commitment Item” section. Click on the link in the “Master
Commitment Item” field and then click on the “Item Number” link under “Master Commitment Items”.

Next, input the dollar amount of the approved fee for the subject Consultant/Contractor in the
“Amount” field and click the “Add” button. Upon completion, scroll down to the bottom of the page and
click the “Submit” button.

Add New Commitment Item

tem Mumber 001
haster Commitment ltem Flease Select a Master Commitment Item |
Budget Line liem Please Select a Line ltem
Current Budget
Description |

Retainage Percent

[=]
(=]
[

Amount

[=]
(=]
[

Allowance Item?

&0

Custom Fields

After clicking “Submit”, you will be returned to the “Processes” tab. First, click on the “Reset filters” link.

Processes For |:z4-cscu-Haz-so0 - Haziiat Test Project -

Start Selected Process Type Start Process

In My Court  Process: HazMat Cost ... €3 Status 3= allfilters @ Reset filters

=

Then, click on the project link in the “Subject” column to return to the HazMat Commitment Process (The
“Step” column should read “Commitments Complete?”).

Process ) In Step Date Requested
- Subject Step Since Due status Comment
Commitments
HC-7 | 24-CSCU-HAZ-900 - Environmental & Abatement | | - 10.05.2023 Approved
Complete?

Read the HazMat Commitment(s) instructions, answer the “All Commitments Entered” question and click
the “Take Action” button.

HazMat Commitment(s)
Answer the guestion below. Only answer “Yes™ to this question if all commitments for this project have been entered. This process cannot be undone.
# All Commitments Entered?: | -- Please select an option -- i |
| submit v | Take Action Check Spelling |~ Print | Copy | Delegate

If you answered “No” to the question, you will be returned to the “Processes” tab. Click on the project
link under the “Subject” column to spawn the commitment process again (The “Step” column should
read “Spawn Commitment”) . Repeat Step 13.02 until all commitments have been entered.

— | Process . In Step Date Requested
_J Subject Ste Status
- = Since Due Comment
24-C5CU-HAZ-900 - Environmental & Spawn
O Hc-7 e : pawn 10.05.2023 Approved
Abatement Commitment
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If you answered “Yes” to the question, the commitment process will be completed. The commitment
status will be marked as “Pending”, so that the line item can be adjusted if necessary. The commitment
status will need to be “Approved”, prior to payment.

13.04 Edit or Approve a HazMat Commitment

Click on the “Projects” tab and select “HazMat Projects View” from the View dropdown list.

Projects Forms Processes Documents Contacts Cost  Schedule Reports

Hidden Projects

Projects

Click on the link in the “Project Name” column to access the HazMat Project Details page.

Liazkiat Projects Ve ] Edit | Add View All Projects -

After opening the HazMat Project Details page, select “Cost” from the “Project Menu” and then select
“Commitments” under the Cost dropdown list. This will open the Commitments display page, which will
show all commitments related to that project.

Project Menu

rou

» Details
™ Planning
Forms
»F lssues
i  Processes
> I Documents
= Schedule

Cost Summary

LT

Funding Sources
Budget Details

Click on the link in the “Description” column to access the “Commitment Details” page for the line-item
commitment you wish to edit or approve.

Shaw: [A | [ Al Commitments v| Go | ShowAll Show Filter Export ~ | Mail Merge | Add
— . Commitment | Commitment Current Projected
1 |#< D t Co Dat Stat
AL D o atus Type Amount | Commitment | Commitment
H“ESEM ANGAN
N - -
HCI - MGINEERING Hazhiat
O ™ environmental |- 10052023 Bending o 50,000.00 50,000.00
00009 8 Abstement MD Program
SABSTEMENT | INVIRONMENTAL
_HL =)
24-CSCU- _
;f_:'lm MEW ENGLAND
i AL-PR) - AAMKEE Haziiat
r HCI wiro L YANKE - 202 e e azZivia 00.0 . P
20010 l;r ‘ ronmenta CONSTRUCTION 10.05.2023 | Pending e 100,000.00 00,000.00
& Abatement -
(HC-T) -
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After opening the “Commitment Details” page, you can either click the “Approve” button, if you wish to
approve the commitment as is, or click the “Edit” button if you wish to edit the commitment amount.

Commitment Details

Commitment Owverview = Other Details Financial Summary

Mail Merge

Regquest Approval Approve

Return to Draft

Edit

If the “Edit” button was clicked, then scroll down to the section entitled “Commitment Items” and scroll
over to the column entitled “Amount”. Click on the “Pencil” toggle to edit the commitment amount.
Upon completion, scroll down to the bottom of the page and click the “Save” button.

Commitment ltems

Ttem Mumber Master Commitment Item Line item Descrigtion

After saving your changes, you can either click the “Approve” button, if you wish to approve the
page until such time that you wish to approve the commitment.

un

commitment, or closeout of the

Cusrent Budget

Retainage Percent

Amount

g —7i
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Section 13A: HazMat Commitment Change Orders

13A.01 Hazmat change ordersin TUC

To process a HazMat Commitment Change Order in TUC, the Client Agency will need to acquire a
proposal from the hazmat consultant or contractor that includes the following information:
e A brief description of the change;

e A brief description of the reason for the change;

e Estimated change in project cost;

e Estimated change to the project’s timeframe or schedule;
e Any additional supporting documentation, if applicable.

13A.02 Accessing the Process (Agency)

After acquiring the change order proposal from the hazmat consultant or contractor, the Agency
PM should log in to TUC to initiate the HazMat Commitment Change Order Process.

After logging in, select the “Processes” tab and then use the drop-down menu on the right to
navigate to the subject project:

After selecting the subject project, click “Start Process” and select “Hazmat Change Process
(HzChz)” in the pop-up window to begin a new change order instance:
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13A.03 Complete the form

Complete the following sections of the HazMat Commitment Change Order:
Upload the change documentation from the consultant or contractor;
Type a brief description of the requested change;

Select either the Agency staff or CA person requesting the change;
Enter or select the proposal date;

Select the correct vendor commitment to be changed;

Double check that the correct vendor was selected;

Verify or edit the selected date;

Enter the change order number (e.g. 01, 02, 03, etc.);

Click the "Add All Existing Iltems" button;

Click on the pencil or numbers in the "Change Amount" column of the SOV row to be
changed and enter the requested change amount; and

K. The “Add Additional Scope Commitment Item" section is not needed.

ST T emMmoo®m»>

Data

A Browse Computer  Browse ¢-Dulides
Can = )
Commitment Change Details
i m G -
Commitment Change Custom Fields
Commitment Change ftems
Commitment item Description Budget Line ltem Master Commitment item Retainage Percent  Current Commitment

Amount

Total 444,000.00 15,000.00 459,000.00

Add Additional Commitment tem K
'

Upon completion, click the "Submit" button at the top or bottom of the window.
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Section 13B: Filing Environmental Reports

13B.01 Navigating to the Project Processes Module

Log in to TUC: https://gov.e-builder.net. On your homepage, find your project by clicking on the top tab
for “Projects”:

£ e-Builder

My Home Dashboard = Projects

In the list that appears, click on the name of the project you would like to access:

.3R-173 S
m BI-3B-123 - This is a BI-3B-123
test

The Project Menu will appear in the left panel. Click “Processes.” Then, click “Start process.”

My Home Dashboard Projects Processes Documents Contacts  Cost Reports  ee-
Unfinished Drafts | Import Processes
Project Processes B-38-123-Thisisa test -

CONNECTICUT

-

Start process

= Filters

ela

Project Menu

> 2 Details Instan... T State Subject Ir.\ Step Date Due l
Since
*o Planning
Forms

> = lssues

» | Documents

= Schedule

13B.02 Start Environmental Report Process Instance

In the “Select process” pop up window, search for and select “Environmental Report (EnvRp)”, and then
click “Start EnvRp”.

Select process X

‘ Q  Environmental Reports (EnvRp) X

| ~ Environmental Reports (EnvRp)

Start EnvRp
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13B.03 Completing Form, Uploading Report and Submitting

In the process instance pop-up that appears, upload the report by dragging and dropping it in to the
“Drag and drop file here” block, or by using the tool to locate and upload the file using the “Browse
Computer” button. Then select the correct Report Type. When complete, click, “Submit.” This will cause
the report to be entered onto the DAS SharePoint site, so there is no need for the user to separately
email it. The user submitting should receive an email notification that the report was submitted.

£ e-Builder o 0

Environmental Reports (EnvRp)

Start Process Print Check Spelling Save Draft Cancel

Project: BI-3B-123 - This is a test

Process: Environmental Reports

Details  Documents (0) = Attached Processes (0)  Attached Forms (0)

Expand All | Collapse Al

File Environmental Report ~

* Environmental Report: or  Browse Computer Browse e-Builder

* Report Type: | -- Please select an option -- v |
-- Please select an option —

-S-R Spelling Submit Save Draft Cancel
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Section 14: 6010 Bid Release Form

14.01 Accessing the Form

Log in to TUC: https://gov.e-builder.net.

On your homepage, find your project by clicking on the top tab for “Projects”:

$ e-Builder. I rcutler - @

My Home Dashboard Projects Planning Forms Processes  Documents Calendar Contacts Cost  Schedule

Welcome, Rebeccal v Edit My Home
My Forms
Project T% | Number 14 | Subject 1% | Date Due 15 | Author T4

No matching records found

Search for your project by entering the project number. Click on your project to bring up the “Project
Details” page.

€ e-Builder. G reutler - @

My Home Dashboard Projects Planning Forms Processes  Documents Calendar Contacts Cost  Schedule Reports

Hidden Projects
Projects

|F«c:".e Projects View | Edit | Add View E2:1 h
BI-CTC-620 - Three Rivers CC - Roof and Building

Envelope Repairs

BI-T-620 - Salt Rock Campground Bathhouse

DAS Project ADPM Project

(m] -
Eecip. Number Manager

The “Project Details” page is your home page for your project. (Click “Edit” to edit info.). Under the
“Project Menu” on the left, click on Processes to find project-specific processes.

& e-Builder. G TestBecky - @
My Home Dashboard Projects Planning Forms. Processes  Documents Calendar Contacts Cost  Schedule

Project Details For] | *s<cky Test Proect -
Details Export Address Book Printable Participants Directory Cancel

Hidden Projects

No praject photo uploaded.

Project Menu

v Details
Project Participants

Sent ltems
Project Level
Options

Documents [0} | Forms (0) | Processes(0) | Settings

999

& the project name should go

Forms
Issues
Processes
Documents

Il it

Schedule

-

Cost

Contacts

Calendar

> © Submittals
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Click on “Start Process” to find and start a process.

€ e-Builder

My Home Dashboard Projects Planning Forms Processes

Processes For |-eecky Tes

Documents

Page 195 of 350

TestBecky - @

Calendar Contacts  Cost

Unfinished Drafts

Filter Processes

Start Process

v | 8 oraft @@ Open L Finished

Containing Text

Search In O Processes Initiated By Me ® Processes In My Court O All Processes
Type of Process | A ses
Status

Click on “6010 Bid Release Form (6010)” to begin the process.

€ e-Builder

Start a process on *Becky Test Project

Processes

Description

The "Bid Release Form - 6010
DAS/CS Procurement Unit, and (2)

ocess is used for the creation of the task orders for On Call contracts

Cancel

’ 5 Pro Manager to sub
0 document the Constructi

Read the first page and then click on “Submit”.

£ e-Builder

6010 Bid Release Form (6010)

e

Instructions

Start Process

Details | Documents (0)

Artached Forms {0)

Print  CheckSpelling  Submit = SaveDraft  Cancel

Press the "Submit” button below to initiate the "6010 Bid Release Form” process.

NOTE: After pressing "Submit”, you will be taken to the list of processes in your court. Find the 6010 process and click on it to begin entering
information.

For a list of bid release items, download the original “6010 Bid Release Form” from the DAS/CS Library (do NOT email the form to OLAPP; the
form is for your use only).

Print Check Spelling| Save Draft Cancel
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14.02 Project Manager Instructions for Entering Bid Release Form Information:

On the Processes page, if you cannot find the process, check the boxes for “Draft”, “Open”, and
“Finished”, and click on “Filter”. This should show you the process for 6010.

& e-Builder

My Home Dashboard

Projects

Planning

Processes For *Becky Test Project

Forms

Processes Documents

Calendar

Contacts

Cost

TestBecky ~ @

Unfinished Drafts

Filter Processes
Search In
Type of Process
Status

Containing Text

O Processes Initiated By Me (O Processes In My Courf ® Al

b | & Drsft @ Open B Finished

Processes

Start Process

On the Processes page for the Project, click on the process for 6010.

Project Menu

> % Details

Processes

Repors (1)

Documents

Schedule

®%e Flznning Print | Log
Forms
ted
> I=  Issues ‘F Process | Subject Step In Step Since = Date Due Status mﬁm
t  Processes 010 6010 Bid Release Form for 51-RCTEST-9996 02 - PM: Enter Bid Release Form Info 05.25.2023 Pending
L

Read the “Bid Release Form Instructions”.

Upload all files indicated with a red asterisk (*).

FILES:

* FILE 1: Liquidated
Damages:ﬂ

# FILE 2: Certificate
of Compliance - Part |
(Form 3150): @

* FILE 3: Consultant
Bid Data Statement
(Form 5005): @

* FILE 4: Building
Permit:

% FILE 5:00 0101
Title Page:ﬂ

* FILE 6:00 01 10
Table of Contents: @

* FILE 7: 00 01 07
Seals Page:ﬂ

* FILE8: 00 0115
List of Drawing
Sheets: @

*FILE9: 002513
Pre-Bid Meeting
Agenda:ﬂ

* FILE 10: 00 30 00
General Statements
for Available
Information: @
FFILE1:
Spedifications (Vol. 1)

*FILE12: Drawings
(vol. 1@

S dosod Ty,

Calcul

Complete and upload form 3080 Li

Drag and drop file here or

Browse e-Builder

Upload form 3150 signed by Consultant and Chief Architect.

Drag D file here or Browse e-Builder

Upload form 6005 completed by the Consultant.

Drag and drop file here or Browse e-Builder

Browse e-Build.

Browse Computer

Browse Computer

Browse Computer

Upload the Building Permit from the Office of State Building Inspector (OSBI)

Browse C

Drag ere or

or  Browse e-Build:

Browse Ci

or Browse e-Builder

or Browse e-Builder

here

or Browse e-Builder

or Browse e-Builder

or  Browse e-Build:

Browse Computer

Browse Computer

Browse Computer

Browse Computer

Browse Ci

Upload one PDF file less than 2 GB (2000 MB) in size.
or  Browse e-Builder

Upload one PDF file less than 2 GB (2000 MB) in size.

D d drop ere or Browse e-Builder

Browse Computer

Browse Computer

Enter all Bid Information as instructed. Any items indicated with a red asterisk (*) are required.
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For Supplemental Bids and Named Subcontractors, follow the instructions in the process. Once the Bid
Information has been entered, you have three options:

1. Save as a Draft: Select “Save”.

2. Perform Final Review Prior to Submitting to the Procurement Unit: Click on “Please select an action”,
select “Review”, then click on “Take Action”.

3. Delete this Process: Click on “Please select an action”, select “Void”, then click on “Take Action”.

NOTE: You will LOSE all of the information you have input and will NOT be able to return to this page.

"TAKE ACTION" INSTRUCTIONS:

NOTES TO PROJECT MANAGER:
» To save as a draft, select "Save” at the bottom of this page.

« To perform the final review prior to submitting to Bidding, click "Please select an action”, select “Review”, and then click "Take
Action".

« To delete this process, click "Please select an action”, select “Void” and “Take Action’. NOTE: You will LOSE all of the information
you have submitted and will NOT be able to return to this page.

| | Please select an action -- W | l Check Spelling Print Copy Delegate Save Cancel

14.03 Project Manager Instructions for Reviewing the Bid Release Form Information:

From the Processes page for the Project, click on the process for 6010. Review the Bid Information. If the
information is correct and complete, you have three options:

1. Save as a Draft: Select “Save”.
2. Submit to the Procurement Unit: Click on “Please select an action”, select “Submit”, then click on

“Take Action”.
3. Delete this Process: Click on “Please select an action”, select “Void”, then click on “Take Action”.

The process is then in Procurement Unit’s ball court.

BID RELEASE FORM SUBMITTAL & "TAKE ACTION" INSTRUCTIONS:

NOTES TO PROJECT MANAGER:

* Review all of the information above.

* Ensure that any information with a "*” has been completed (it is required).

» To save as a draft, select "Sawve” at the bottom of this page.

« To submit to Bidding, click "Please select an action’, select "Submit”, and then click "Take Action”,

« To delete this process, click "Please select an action”, select "Void" and “Take Action’. NOTE: You will LOSE all of the information
you have submitted and will NOT be able to return to this page.

14.04 Procurement Unit Instructions for Bid Release Form:

Read the instructions. Download the files. Review the Bid Information.
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At the bottom (or top) of the page, click on “Please select an action” and select “Approve” or “Revise”.
Then click on “Take Action”. The process is then in the ADPM’s ball court.

OLAPP: BID RELEASE FORM INSTRUCTIONS:

s Review the information below.
= |f incorrect, sclect “Revise” and “Take Action” at the bottom of the page. Add comments to describe information to be corrected.
« |f correct, select "Approve” and “Take Action” at the bottom of the page.

6010 BID RELEASE FORM (“mail merge”):
Once approved by the ADPM and Chief Architect, the “6010 Bid Release Form" will be printed to PDF and emailed to:

DAS/CS Agency Legal Director
DAS/CS Chief Architect
DAS/CS DPM

DAS/CS ADPM for Project
DAS/CS Project Manager
DAS/CS OLAPP Bidding Unit
Agency Representative

Teams Project File

14.05 ADPM Instructions for Bid Release Form:
Read the instructions. Review the Bid Information.

Click on “Please select an action” and select “Approve” or “Revise”. Then click on “Take Action”. The
process is then in the Chief Architect’s ball court.

ADPM: BID RELEASE FORM INSTRUCTIONS:

» Review the information below.
« |f incorrect, sclect “Revise” and “Take Action” at the bottom of the page. Add comments to describe information to be corrected.
« If correct, select “Approve” and “Take Action” at the bottom of the page.

6010 BID RELEASE FORM (“mail merge”):
Once approved by the ADPM and Chief Architect, the “6010 Bid Release Form" will be printed to POF and emailed to:

DAS/CS Agency Legal Director
DAS/CS Chief Architect
DAS/CS DPM

DAS/CS ADPM for Project
DAS/CS Project Manager
DAS/CS OLAPP Bidding Unit
Agency Representative

Teams Project File
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14.06 Chief Architect Instructions for Bid Release Form:

Read the instructions. Select Yes or No for Priority Project. Review the bid information. Click on “Please
select an action” and select “Approve” or “Revise”. Then click on “Take Action”.

CHIEF ARCHITECT: BID RELEASE FORM INSTRUCTIONS:

= Select "Yes" or "No" when asked if this is a Priority Project.

» Review the information below.

» |f incorrect, sclect “Revise” and “Take Action” at the bottom of the page. Add comments to describe information to be corrected.
= If correct, select "Approve” and “Take Action” at the bottom of the page.

6010 BID RELEASE FORM (“mail merge™):
Once approved by the ADPM and Chief Architect, the “6010 Bid Release Form" will be printed to PDF and emailed to:

DAS/CS Agency Legal Director
DAS/CS Chief Architect
DAS/CS DPM

DAS/CS ADPM for Project
DAS/CS Project Manager
DAS/CS OLAPP Bidding Unit
Agency Representative

Teams Project File

DAS/CS Chief Architect: Is This A Priority Project?

* DAS/CS Chief Select “YES" if this is a Priority Project; select "NOG" if this is not a Priority Project.
Architect - Approved ‘;_;' YES
Priority Project: @ Ono

14.07 6010 Mail Merge:

When the 6010 Bid Release Form has been reviewed and approved by the Procurement Unit, the ADPM,
and the Chief Architect, the 6010 Bid Release Form “mail merge” will be generated as a PDF document
and emailed to everyone as indicated at the beginning of the process.

The 6010 Mail Merge will also be saved in the following TUC Documents folder:
Documents > 08 Bidding > DAS Procurement

Once the 6010 Mail Merge step is complete, the process is in the Procurement Unit’s ball court.

14.08 Procurement Unit Instructions for Pre-Bid Meeting Information:

Enter the Date of the Bid Advertisement and the Planned Date of the Bid Advertisement Ending. Select
“Send” and “Take Action” to forward the process to the Project Manager.

The process is then in the Project Manager’s ball court, who will have three (3) days to enter the Pre-Bid
Meeting Information and re-submit back to the Procurement Unit.

BID SCHEDULE:

* Bidding: Enter the following information for the bid:

Date of Bid Date of Bid Advertisement on State Contracting Portal:
,ﬁ.cl-.-'e”t'semeﬂt:n 10.31.2023
Planned Date of Bid Planned Date of Bid Advertisement Ending on State Contracting Portal:
Opening:@ 11.23.2023
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Enter the Pre-Bid Meeting Information and send the process back to Bidding within three (3) days by
selecting “Send” and “Take Action”. The process is then in the Procurement Unit’s ball court.

14.10 Procurement Unit Instructions for Reviewing the Pre-Bid Meeting Information:

Date of Bid
Advertisement: @
Planned Date of Bid
Opening:@

* PRE-BID MEETING
attendance: @

PRE-BID MEETING Date;
a

REQUEST FOR PRE-BID MEETING INFORMATION:
MNOTES TO PROJECT MANAGER:

* Using the bid information provided below by the OLAPP Bidding Unit, enter the Pre-Bid Meeting Information.
* Send to the Bidding Unit within three (3) business days of this request.

Date of Bid Advertisement on State Contracting Portal:
10.21.2023
Planned Date of Bid Advertisement Ending on State Contracting Portal:
11.23.2023
Select One for Pre-Bid Meeting Attendance:
O No Pre-Bid Meeting Will Be Held
O attendance is Encouraged
® attendance is MANDATORY
Date of Pre-Bid Meeting:
11012023 | B

PRE-BID MEETING Time
a

PRE-BID MEETING
Location: @

PRE-BID MEETING Site
Contact: @

Time of Pre-Bid Meeting (with AM or PM):

[10:00 am

Exact L tion of Pre-Bid Meeting (building name, room ber, street, town, etc.):

Town Hall, 123 Main St, Notown, CT 06555

Site Contact for Pre-Bid Meeting (name, cell phone ber, email address, etc.):

Ms. Jane Doe (860-555-1234); janedoe@fakegmail.com

Review the Pre-Bid Meeting Information. You have three options:

1.
2.

Select “Save” to save as a draft.

If the information is correct, select “Go to Wages” and “Take Action” to enter the dates that the
Prevailing Wages were requested from the Department of Labor.

If edits are required, select “Revise” and “Take Action” to send the process back to the Project

Manager.

PRE-BID MEETING INFORMATION:

Date of Bid
Advertisement: @
Planned Date of Bid
Opening: @

PRE-BID MEETING
attendance:@

PRE-BID MEETING Date

PRE-BID MEETING Time

PRE-BID MEETING
Location: @

PRE-BID MEETING Site
contact: @

Date of Bid Advertisement on State Contracting Portal:

10.31.2023

Planned Date of Bid Advertisement Ending on State Contracting Portal:
11.23.2023

Select One for Pre-Bid Meeting Attendance:

Attendance is MANDATORY

Date of Pre-Bid Meeting:

11.01.2023
Time of Pre-Bid Meeting (with AM or PM):

10:00 am

Exact Location of Pre-Bid Meeting (building name, room number, street, town, etc.):

Town Hall, 123 Main St, Notown, CT 06555
Site Contact for Pre-Bid Meeting (name, cell phone number, email address, etc.):
Ms, Jane Doe (860-555-1234); janedoe@fakegmail.com

CT DAS 0175 (Rev.6.5.25)

0000 Guidance Manuals



0175 TUC Guidance Manual

Page 201 of 350

14.11 Procurement Unit Instructions for Prevailing Wage Rates:

NOTE: Instructions are provided in TUC for requesting Prevailing Wage Rates from the Department of
Labor. The request itself is conducted separately from TUC. TUC is only used to track the dates that the
wage rates were requested and the dates they were received.

Enter the Date Requested and (if available) Date Received. Select either “Refresh Screen” (to view the
date that the wage rates are due) or “Go to Bid” to view Bid Information from the Project Manager and
to begin entering additional Bid Information.

PREVAILING WAGE RATE REQUEST:

NOTE TO BIDDING PERSONMEL:

s Enter the dates below as instructed.

Date of Bid Date of Bid Advertisement on State Contracting Portal:
Advertisement: @ 10.31.2023 ﬁ
Planned Date of Bid Planned Date of Bid Advertisement Ending on State Contracting Portal:
Opening:@ 11.23.2023 |
PREVAILING WAGE RATES Enter Date REQUESTED from CT Department of Labor:
Requested: @ 10.17.2003 | 5
PREVAILING WAGE RATES (Automatic Field: To update, scroll to bottom of page and select “Refresh Screen” then “Take Action”.) The
Due {10 Business Days) DUE DATE of the Prevailing Wage Rates from the CT Department of Labor is as follows:
ﬂ 103212023
PREVAILING WAGE RATES Enter Date RECEIVED from CT Department of Labor:
Received: @ 10.30.2023 ﬁ

14.12 Procurement Unit Instructions for Bidding Information:

NOTE: After Pre-Bid Meeting Information and Prevailing Wages Request Information has been entered,
the Procurement Unit arrives at the final Bid Information page. The Procurement Unit will insert the
Unique Solicitation Number and use the information to complete the Invitation to Bid and Bid Proposal
Form outside of TUC. The Procurement Unit will also enter the Actual Date that the Bid Advertisement
ends as well as the Number of Addendum for the Solicitation.

Follow the instructions on the TUC page in order to enter information and dates. Select “Refresh Screen”
and “Take Action” at the bottom (or top) of the page in order to update Automatic Fields.

INVITATION TO BID & BID PROPOSAL FORM INFORMATION:
NOTE TO BIDDING PERSONNEL:

» Use the following information to complete the Invitation to Bid and Bid Proposal Form.

Solicitation Number: Unique Solicitation Number Assigned by OLAPP Bidding Personnel:

BID ADVERTISEMENT:

NOTES TO BIDDING PERSONNEL:

+ Enter the following information as instructed.
+ Select “Refresh Screen” and “Take Action” at the bottom of the page to update automatic fields.

Actual Date of Bid Actual Date that the Bid Advertisement ends on the Portal (same date that the Bid Tab is
Opening: a uploaded to the Portal and emailed to the PM):
Date Pre-Bid RFls (Automatic Field: To update, scroll to bottom of page and select “Refresh Screen” then “Take
Must Be Submitted Action”.) The DUE DATE of all Project Questions, Bid Questions, and Pre-Bid Equals and
ey:@ Substitution Req is as foll (14 Calendar Days prior to Actual Date of Bid Opening):
Number of Number of Addendum:
Addendum: (@ |
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14.13 Procurement Unit Instructions for 6010 Bid Release Form Closeout:

Once the Project has gone into construction (or the Bid is cancelled/no award), close the TUC 6010 Bid
Release Form process by selecting “Closeout” and “Take Action”.

NOTE: “Closeout” will permanently close the process —do NOT select this option if the process is still

open.

Section

14A: 6015 Communications Request for Social Media

14A.01 Project Manager:

You wil
[ ]
[ ]

14A.02 ApPM:

You wil

| receive an “ACTION REQ’D” Email from TUC. Click on the link to go to TUC.

Download the Specifications and Drawings for your files.
Within two days of receipt, enter the required information indicated with a red star (*).

Select “Send to ADPM” for review. NOTE: A draft mail merge document will be created
and also sent to the ADPM.

| receive an “ACTION REQ’D” Email from TUC. Click on the link to go to TUC.
Review the information within two days of the date requested by OLAPP.
If edits are required, select “Revise” to send back to the PM. Add comments.

If no edits are required, select “Send to DAS” to send to DAS Communications (Leigh
Appleby and John McKay) with copies to the PM, ADPM, DPM, and Bidding.

NOTE: A final mail merge document will be created and also sent to DAS
Communications. The mail merge document will be saved in the following TUC
Documents Folder:

Documents \ 11 Contract-Amendment-Legal \ DBB Contract Approval \ Contract \ DBB
Selection

Select “Finish” to close the process.

Section 14B: 6700 Bid Tab Sheet

14B.01 Project Manager:
You will receive an “ACTION REQ’D” Email from TUC. Click on the link to go to TUC.

The process provides you with a copy of the “Bid Tab Sheet”.
The document will be automatically saved in the following TUC Documents Folder:

Documents \ 11 Contract-Amendment-Legal \ DBB Contract Approval \ Contract \ DBB
Selection

Select “Finish” to close the process.
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Section 14C: 6705 Request for Evaluation of Apparent Low
Bidder’s Qualifications

14C.01 Project Manager:
You will receive an “ACTION REQ’D” Email from TUC. Click on the link to go to TUC.

e The process provides you with a copy of the “6705 Request for Evaluation of Apparent
Low Bidder’s Qualifications”.

e The document will be automatically saved in the following TUC Documents Folder:
Documents \ 11 Contract-Amendment-Legal \ DBB Contract Approval \ Contract \ DBB
Selection.

e Select "Finish" once you have completed your review and evaluation. OLAPP will send
you the "6710 Request for Construction Contract Award Recommendation" once they
have reviewed and verified all other bid documents, certificates, Named Subcontractors,
and/or SBE-MBE Set-Aside Schedules (if applicable).

Section 14D: 6710 Request for Construction Contract Award
Recommendation

14D.01 Project Manager:
You will receive an “ACTION REQ’D” Email from TUC. Click on the link to go to TUC.

e The process provides you with a copy of the "6710 Request for Construction Contract
Award Recommendation"”.

e The document will be automatically saved in the following TUC Documents Folder:

Documents \ 11 Contract-Amendment-Legal \ DBB Contract Approval \ Contract \ DBB
Selection

e Complete the following tasks before preparing the "6050 Construction Contract Award
Recommendation":

TASK 1: "6710 Request for Construction Contract Award Recommendation":
Review the "6710 Request for Construction Contract Award Recommendation" and the

information provided in order to determine the "Lowest Responsible and Qualified Bidder".
TASK 2: NAMED SUBCONTRACTORS:

If applicable, review and evaluate the responsibility and qualifications of the Named
Subcontractor(s) using the files attached IN THE "DOCUMENTS" TAB.

TASK 3: SBE/MBE SET-ASIDE SCHEDULE:

If applicable, download the SBE/MBE Set-Aside Schedule for reference during construction.
The Contractor must use the SBE/MBE firms listed on the table for the amounts shown.
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TASK 4: SUPPLEMENTAL BIDS: (See CT DAS Policy for Supplemental Construction Bids, effective
date June 16, 2016, attached to process)
If applicable, review the Supplemental Bids and confirm that those indicated as “YES” in the
process are in Sequential Order and do not exceed the "Maximum Available Construction
Funding" when added to the “Lump Sum Base Bid of Apparent Low Bidder”.
NOTE 1: Supplemental Bids shall be awarded (1) in sequential numerical order, and (2) shall
not exceed the Maximum Available Construction Funding amount.
NOTE 2: If the “Lump Sum Base Bid” of the Apparent Low Bidder is greater than “Maximum
Available Construction Funding”, then the “Total Base Bid With Supplementals” will reflect
NO Supplemental Bids.
NOTE 3: The “Lowest Responsible and Qualified Bidder” shall be Awarded the Construction
Contact. The Contract Award Amount shall consist of the Base Bid plus Supplemental Bids
and shall not exceed the Maximum Available Construction Funding. No Funds shall be
added or subtracted from the Maximum Available Construction Funding after Bid Opening.
However, funds may be added if all Base Bids exceed the total available award funds in an
amount to award the Base Bid only.
NOTE 4: The PM may determine during the bid and award process that it is necessary and
in the best interest of the Project to withhold the award of any Supplemental Bids to
conserve the available funds to maintain an appropriate contingency amount.

TASK 5: CONDUCT SCOPE REVIEW MEETING:

(5.1) Conduct a Scope Review Meeting with the Apparent Low Bidder using the "7012
Contractors Scope Review Meeting Agenda" and “6020 Bid Phase Meeting Attendance Log”
from the DAS/CS Library.

(5.2) Enter the date of the Scope Meeting in the space provided below.

TASK 6: REQUEST AND RECEIVE FUNDING:
(6.1) Request and receive funding from the agency.

(6.2) If funding is required from the Bond Commission, download the "1125 Bond Request to
State Bond Commission for State Construction" from the DAS/CS Library, complete, and email
to DAS Accounting.

(6.3) Enter the dates that funding was requested and received in the spaces provided below.
TASK 7: ONCE TASKS 1 THROUGH 6 HAVE BEEN COMPLETED:

Select "Begin Recommend" to begin the "6050 Construction Contract Award Recommendation"
process or click on "Save" to save a draft of this process.
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Section 14E: 6050 Construction Contract Award Recommendation

14E.01 Project Manager:

14E.02

14E.03

14E.04

14E.05

This process will automatically “spawn” after you finish the “6710 Request for
Construction Contract Award Recommendation”.

All funds must be in place with DAS Project Accounting before beginning the 6050
Construction Contract Award Recommendation.

Complete the following tasks for the "6050 Construction Contract Award
Recommendation":

TASK 1: Confirm that the Supplemental Bids indicated as “YES” are in Sequential Order and do
not exceed the "Maximum Available Construction Funding" when added to the Proposed
Lump Sum Base Bid Amount.

TASK 2

: Add an explanation in "Remarks" if there are significant differences between the

"Consultant's Total Construction Cost Estimate" indicated below and the "Proposed Lump Sum
Base Bid Amount". If there are no remarks, state "None".

TASK 3: Enter the Building Permit information.

TASK 4: ONCE TASKS 1 THROUGH 3 HAVE BEEN COMPLETED: Select "Review-Approve" to send
to the CA, ADPM, and DPM for their review and approval.

CA:
You wil

ADPM:
You wil

DPM:
You wil

| receive an email notification from TUC. Click on the link to go to TUC.

Review the information. If edits are required, select “Revise” to send back to the PM.
If no edits are required, select “Review-Approve” to send to the ADPM.

| receive an email notification from TUC. Click on the link to go to TUC.

Review the information. If edits are required, select “Revise” to send back to the PM.
If no edits are required, select “Review-Approve” to send to the DPM.

| receive an email notification from TUC. Click on the link to go to TUC.

Review the information. If edits are required, select “Revise” to send back to the PM.

If no edits are required, select “Approve” to approve the Recommendation and send it
to the OLAPP Bidding Unit.

A mail merge document will be created and sent to the Deputy Commissioner, Agency
Legal Director, DPM, Chief Architect, ADPM, Procurement Manager, PM and CHRO.

NEXT STEPS: OLAPP will send the 6800 Letter of Intent to the Recommended General
Contractor (GC).
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Section 14F: 6800 Letter of Intent

14F.01 Pproject Manager, ADPM, DPM, Agency Legal Director, and Manager of Policy & Procurement:
You will receive an “ACTION REQ’D” Email from TUC. Click on the link to go to TUC.
e The process provides you with a copy of the “6800 Letter of Intent”.

e The document will be automatically saved in the following TUC Documents Folder:

Documents \ 11 Contract-Amendment-Legal \ DBB Contract Approval \ Contract \ DBB
Selection

e Select “Finish” to close the process.

14F.02 NEXT STEPS: After OLAPP receives the Letter of Intent documents from the Recommended GC,
OLAPP will prepare and send the Contract Award Package to the Agency Legal Director, Deputy
Commissioner, and Office of Attorney General for review and signature. Once the Contract is
signed, OLAPP will send the 6890 Order of Award to CHRO and will request the Purchase Order
(PO) from DAS Project Accounting. Once the PO is issued, OLAPP will complete the “6900
Contract Award Process” and issue the 6950 Formal Project Clearance to the PM as part of that
process.

Section 14G: 6950 Formal Project Clearance

14G.01 Project Manager:
You will receive an “ACTION REQ’D” Email from TUC. (NOTE: It will say “6900 Contract Award
Package” in the title). Click on the link to go to TUC.

e The process will provide you with a copy of the “6950 Formal Project Clearance”.
e The following “DOCUMENTS FOR PM” will be automatically saved in your TUC Project
Documents folders:
o Documents\ 11 Contract-Amendment-Legal \ DBB Contract Approval \ Contract
\ Final:
=  Order of Award (Form 6890, signed by Deputy Commissioner)
= Contract (signed by Deputy Commissioner)
=  Purchase Order
o Documents\ 11 Contract-Amendment-Legal \ DBB Contract Approval \ Contract
\ Credentials and Insurance:
= Labor & Material and Performance Bonds
= Insurance Certificate(s)
= Surety Form
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INSTRUCTIONS ON WHAT TO DO NEXT:

PRIOR TO NOTICE TO PROCEED MEETING:

(1) Download and edit the “7000 Construction Start Date and Notice to Proceed” from the
online DAS/CS Library (https://portal.ct.gov/das/lists/das-construction-services-library).

(2) Assign an Official Construction Start Date for the project and determine the Substantial
Completion Date.

(3) Prior to the “Construction Start Date and Notice to Proceed Meeting”, EMAIL the documents
below to the General Contractor (GC):

CHRO Red Sign

Order of Award (Form 6890, signed by Deputy Commissioner)
Contract (signed by Deputy Commissioner)

Purchase Order

CERT-134 Tax Exempt Form (signed by Deputy Commissioner)

(4) Instruct the GC to print 2 paper copies (11x17) of the CHRO Red Sign and bring the copies
to the Construction Start Date Meeting. At the meeting, the GC must sign both copies in the
presence of DAS. One copy must be posted by the GC at the jobsite trailer. The other copy must
be scanned to PDF and uploaded by the PM into the Project File.

FOLLOWING NOTICE TO PROCEED MEETING:

(1) UPLOAD a completed copy of the “7000 Construction Start Date and Notice to Proceed” in
the process.

(2) Select “Send to Bidding” to send Form 7000 to the OLAPP Bidding Unit. After OLAPP has
received the “7000 Construction Start Date and Notice to Proceed”, the Construction Contract
will be automatically created in TUC.
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Section 15: Design Review Submittal

15.01 Completing and submitting a Design Review Submittal (DRS). (A/E step)
Complete the general DRS questions.

Design Review Submittal form

* Project Phase: | -- Please select an option —- ~

Submittal Notes:

Complete the CT High Performance Building Standards / DAS Sustainable Construction Policy questions.
Take note of the instructions in blue.

The CT High Performance Building Standards / DAS Sustainable Construction Policy:
Criteria:
New Construction Projects

|5 this a new construction project expected to exceed $5 million in construction value?

* New construction project Yes | No'_JN/A
expected to exceed $5 million
in construction value?:

Renovation Projects

Is this a renovation project expected to exceed $2 million in construction value, and does the scope include modifications to ALL THREE of the following systems: (1) Building
envelope, (2) electrical systems, AND (3) mechanical systems?

* Renovation project Yes (_/No_/N/A
expected to exceed $2 million
in construction value?:

* Building envelope: Yes (_/Na_/N/A

* Electrical systems: Yes'_JNo'_JN/A

* Mechanical systems: Yes' JNo' JN/A
Applicability

The CT HPBS/DAS Sustainable Construction Policy is required for new construction meeting the cost threshold indicated above and for renovation projects meeting all respective
cost and scope criteria.

When the CT HPBS/DAS Sustainable Construction Policy is required, the A/E shall upload the required IgCC compliance forms with the DD and CD digital design reviews.

Please refer to Section 3.4.4.1 Sustainable Construction Policy of the DAS Caonsultants Procedure Manual for additional information.

Upload documents to the "Draft documents" fields, by either (A) dragging and dropping each file or (B)
locating the file on your local system.
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B

or Browse Computer Browse e-Builder

or Browse Computer Browse e-Builder

Ar Brrurea CAammidar Brauares a_BRnildar

When uploading using option (A), above, as shown in the image, below, click "[Select folder]", navigate
to the correct folder for the design phase (selecting the correct sub-folder), click "Select" and click

"Upload".

Upload Files

File

Document

* Folder

@ Example document 7.pdf x Remove
Description

e | &

Select Folder

Expand All | Collapse All
| Documents
00 DocuSign Request
| 01 Project Planning

L) 03 Preconstruction Contracts

+ 04 Pre-Design
- 05 Schematic Design

06 Design Development

07 Construction Documents

§ 08 Bidding

o 09 Construction Phase

& 10 SC and Closeout Phase

) 11 Contract-Amendment-Legal

H 12 Task Letters

v
: Cancel

When uploading using option (B), below, as shown in the image, below, click "[Select folder]", navigate
to the correct folder for the design phase (selecting the correct sub-folder), click "Choose File", in the file
selection pop-up that then appears navigate to and select the correct file on your local computer or

network and click "Upload".
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Select Folder

Expand All | Collapse All | Create New Folder

T Y = A=2 /Provrocenc /At achEile acny?cHEilelN=72+7%~An- ™
()  https://gov.e-builder.net/da2/Processes/AttachFile.aspx?ctlFilelD={73c78cde-b... A i3 Documents

. . 2 00 DocuSign Request
& Trimble Unity Construct © 0 L
4 01 Project Planning

03 Preconstruction Contracts

Select File #7104 Pre-Design

Lo} 05 Schematic Design

Upload Documents From Your Compiter’///.
7 06 Design Development

* Destination folder:

07 Construction Documents

t 08 Biddin
File ‘// ?

—_— | 09 Construction Phase
* Select a File: Choose File ||No file chosen

10 SC and Closeout Phase

T T
e & 11 Contract-Amendment-Legal

12 Task Letters

The A/E Consultant shall follow all digital document guidelines contained in the DAS CS Consultants
Procedure Manual (CPM) when creating PDF review documents. Both the CPM and additional
explanatory formatting requirements information can be found in the DAS CS online library; 0400
Consultants Procedure Manual and 0410 DAS-CS Design Documents PDF Requirements.

e Formatting guidelines include, but are not limited to the following CPM sections:

o 5.1.1.8.2, regarding specific bookmark hierarchy requirements for the Project Manual
PDF, and its creation from the native development application

o 5.2.2,regarding Drawing sheet title-block and firm name requirements

o 5.2.4.2, regarding the use of TrueType fonts embedded as selectable, searchable text,
and the requirement for drawing file page numbers to correspond with Drawing sheet
numbers

e Prepared digital review PDFs shall have the following naming taxonomy: “[DAS Project
Number] [DAS Design Phase Acronym] [Document Type]”

o Examples for typical document types and design phases:
=  BI-XY-123_CD_Drawings
=  BI|-XY-123 DD Project Manual
BI-XY-123_SD_Narrative Report

Click "Save" to save this form and return for further work later. Click "Submit" to submit this Design
Review Submittal into the workflow.
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Design Review Submission Returned by PM. (A/E step)

If the DAS Project Manager sends the DRS instance back to the A/E in the workflow for questions or
changes, previously entered information can be changed. For files, the "Remove" link that appears under
the document file name after this process instance is saved or returns to you in workflow allows you to
remove a previously uploaded file and, if needed, upload a replacement.

* Draft document 1: Test Submittal 1.txt (version 1)

operties | Download (16Bytes) | Redline |[Remove

To complete the revision and send the DRS instance back to the DAS PM, click “Take Action”.

Resubmit w Take Action

PM Review (PM step)

Enter a Review Due Date.

Design Review Submittal form

Project Phase: Schematic Design
Submittal Notes:
Review Due Date:

If the OSBI/OSFM project number field, below, is blank, but an OSBI/OSFM project number has been
assigned, enter OSBI/OSFM project number.

If an application has been submitted to OSBI, but an OSBI/OSFM project number has not yet been
assigned, upload the application.

OSBI/OSFM project number: 1234

OSBI/OSFM Application: Drag and drop file her or = Browse Computer Browse e-Builder

]
[

Enter the FM Project Number.
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FM Global Project Number

* FM Project Number: Please confirm that the design has been submitted to FM Global by entering the FM Global project number, here.

Use the Statewide Security question to determine if the DAS Statewide Security & Safety Management
Liaison should be included in the list of required review attendees.

Statewide Security question

Does the scope of this
project include design or
modification to the following
systems?:

Access Conftrols

Security Systems

Emergency Systems

Cameras and other Video Surveillance

Blue Lights (parking lots)

Burglar or other Alarms (excluding fire alarm systems)

Yes'_/No

If yes, the PM is to include the DAS Statewide Security & Safety Management Liaison in the list of required review attendees.

Enter the participants to be included in the Bluebeam review session, with one person on each row. If
there has been a previous DRS instance, participants will be pre-populated from the previous session, in
which case, make any needed additions or deletions.

Review Participants

* Design Review Session
Participants:

Available workflow actions are:
Forward sends the workflow forward to the step for Technical Services to initiate a Bluebeam session.

Revise sends the item back to the A/E for any changes that the PM determines are needed. The PM will
be prompted to enter comments for the A/E.

Void permanently closes and voids the DRS instance.
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-- Please select an action --
Forward
Revise

—1 Void

-- Please select an action -- v ]

15.04 Design Review Hold Step (PM step)

When DAS Technical Services has initiated a Bluebeam review session, the workflow will progress to the
Design Review Hold Step. A number of user roles will receive a notification that contains the hyperlink
that can be used to access the Bluebeam session (represented, below, by the word “link”).

Invite action was taken on Digital Review Session Initiation step. To view details on this item,
click here.

Process Details

Project BI-3B-154 - Test project 154
Process DRS -8
Subject sSD1
Step Design Review Hold Step
In Step Since 04.22.2025

Last Action Invite
Last Action Taken By Timothy O'Brien
Status Submitted
| Bluebeam Hyperlink link |

Review Due Date 472272025

The DAS Project Manager us the user in step and completes the information at the bottom of the
instance and clicks “Take Action” to complete the Design Review Hold Step.
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Bluebeam Hyperlink: link
Review Due Date: 04.22.2025
* Have all parties reviewed?: _JYes| _'No

Review Comments:

Project Phase: Schematic Design
Submittal Notes:

| Reviewed v | Take Action

15.05 Review Comment Resolution (PM step)
Instructions for this workflow step are in the blue area.

The purpose of this step is to invite the A/E team to the Bluebeam review session for their response to comments, and then to verify that their responses are complete and
acceptable.

The A/E team should respond directly to all comments within the digital review session by using the built-in “Reply” function. A stamp has been placed for the A/E on the cover
sheet of the drawings that details this process.

*Note: It is recommended that the A/E be invited only after all reviewers have finished.

Once the A/E team completes their responses, they will progress the workflow to the PM again.

The PM shall review and verify that the A/E's proposed comment resolutions are complete and acceptable.

« |f responses are complete and acceptable, the workflow can be progressed to the next step for Technical Services to upload the reviewed documents.
« If responses require additions or modifications, the workflow can be returned to the A/E for revisions.

There are two questions at the bottom of the instance. The “FM Response” is for the PM to note the

current status of the FM review. The “A/E Respond by Date” is for use in case the A/E is to be asked to
respond to comments.

hall review and verify that the -- Please select an option --

responses are complete and ¢ PM submitted to FM for review
responses require additions ¢

PM received completed FM review

Bluebeam Hyperlink: Review not submitted to FM
* M Response: -- Please select an option -- v
A/E Respond by Date: [*Tﬂ
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Workflow actions that are available for selection are:

A/E Responded, which, after the A/E has responded to any comments, advances the workflow instance
to Technical Services for the final step in the process

A/E to Respond, which sends the workflow instance to the A/E to respond to comments.

O
g
-- Please select an action --

A/E Responded w

A/E to Respond

| -- Please select an action --

15.06 A/E Response to Comments (A/E step)

Instructions for this workflow step are in the blue area. (Note that the hyperlink that can be used to
access the Bluebeam session is represented, below, by the word “link”.)

The purpose of this step is for the A/E team to join the Bluebeam review session and provide proposed resolutions to all comments that have been applied to the review
documents.

The A/E team should respond directly to all comments within the digital review session by using the built-in “Reply” function. A stamp has been placed for the A/E on the cover
sheet of the drawings that details this process.

Upon completion of the comment responses, the workflow can be progressed to the PM for their acceptance.

Bluebeam Hyperlink: link
A/E Respond by Date: 04.22.2025
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Section 15A: 3050 Delegated Design

15A.01 Navigating to the Project Processes Module

Log in to TUC: https://gov.e-builder.net. On your homepage, find your project by clicking on the top tab
for “Projects”:

& e-Builder

My Home Dashboard = Projects

In the list that appears, click on the name of the project you would like to access:

v [BI-3B-123 - This is a
O >>9 Bi-38-123
test

The Project Menu will appear in the left panel. Click “Processes.” Then, to the upper right, click “Start

process.”
My Home Dashboard Projects Processes Documents Contacts Cost Reports e
Unfinished Drafts | Import Processes
c Project Processes etz Tnses e -
CONNECTICUT
Recent Pages. - C‘ Q = Filters
Project Menu
> #  Details Instan... T State Subject IS?nS::p Date Due l

%o Planning
Forms

> %= lssues

> | Documents

Schedule

15A.02 Start 3050 Delegated Design Process Instance (A/E users)

In the “Select process” pop up window, the A/E user is to search for and select “3050 Delegated Design
Approval (3055)”. Then click “Start 3050.”

Select process X

Q3050 Delegated Design Approval (3050) X

¥ 3050 Delegated Design Approval (3050)

Start 3050

CT DAS 0175 (Rev.6.5.25) 0000 Guidance Manuals


https://gov.e-builder.net/

0175 TUC Guidance Manual

Page 218 of 350
15A.03 Complete 3050 Application (A/E users)

The 3050 Delegate Design Approval form should appear as a pop-up window. The A/E user then
completes the form:

A. Selecting the design phase

B. Entering the prime consultant name

C. Entering CSl section number

D. Entering CSI section description

E. Clicking "Add" (repeating steps C to E for as many sections as are needed)

F. The sections, after clicking "Add" in step E should appear here. They can be edited by clicking a pencil
icon or deleted.

G. When complete, click "Submit" to send into workflow.

-

Project Information
Delegated Design items shall be [dentified by the Consaultant at the condhuion of the Design Development Phase and updated at the conchssion of the Construction Documents Phase, The Department will review
the propesed Delegated Design ilems and if necessary, meet with the Consulfant to discuss and approve o disallow on a per itern basis.
NOTE: “Prime Consultant Name®, bakow, refers 1o the person who is the prime consultant, not their firm
Project Phase Submission A Detig o
Const

Consuttant Name B Prime consultant name

Delegated Design items

ter | Select Riow shaght | 10w wrilcad Template | Import Delete
L] Enter CS| Section and Subsection Enter C5] Section Description Decigion
w— m ¥ F the detario i the Fit r
FLE : |
4 »
Grand Totals
(1 Pems)

Add New Item for Delegated Design Items

Decsion Fi E

Clear | Add
G

Print  Check Spelling  Submit  Save Draft  Cancel

15A.04 Project Manager Review (DAS PMs)

Under "Delegated Design Items", the DAS Project Manager shall click in the "Decision” column of
the item to suggest a decision on each. Then, the PM selects "Allowed" or "Not Allowed". The choice
should appear as selected. Repeat for each proposed item.

Delegated Design Items

rer | Sebect All Row keight: | 1 v Cownboad Template  Import Delete
# Enter C51 Section and Subsection Enter C51 Section Deseription Decision
1o This description
02 0202 This second descnplion
Delete 3 030303 This third description. W |
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The Project Manager than completes the step by taking one of the available workflow actions:
1. Approve will approve the decision selections and move the workflow to the next step.
2. Revise will send the item back to the A/E for any needed changes.

| -- Please select an action -- v|
-- Please select an action —
Approve
Revise

Civerall Due

15A.05 Technical Services Review (Tech Services)

Technical Services has two workflow options after review of a draft 3050:
3. Reviewed proceeds the item to the ADPM for review.
4. Revise sends the item back to the Project Manager for any needed changes.

-- Please select an action -- v

-- Please select an action —-
Reviewed
Revise

15A.06 ADPM and Chief Architect Review (ADPM and Chief Architect)

The ADPM and Chief Architect, at their steps in the workflow, have the same options available to the
DAS Project Managers in step 15A.04, above, and are able to make changes in the draft/final
decision.
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Section 16: (Reserved for future instructions)
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Section 17: Create Schedule of Values

17.01 SOV Approval for Upload

Construction Support Services (CSS) will upload SOVs into TUC commitments upon the request of the
DAS project manager for that project. Please submit a request for the project manager to ask CSS to
carry out the upload of the file described in Section 17.02, below.

17.02 SOV file format
When sending the SOV for upload, please follow the following format:

1. Use Excel, another similar spreadsheet format or CSV. Please do not send it in PDF, Word or similar
file formats.

2. |Ifthe file is Excel or another spreadsheet, the data should be in a single sheet, not divided between
two or more sheets.

3. Ensure that each SOV row has at least columns for (1) description or title and (2) SOV dollar amount.
A row line number is permitted, as well.

4. For any consultant commitment that has a consultant contingency, please place the consultant
contingency first, above all other SOV rows. Clearly label this row, such as “Consultant Contingency —
Do Not Invoice This Line”. Include the amount of the contingency in this row. (See Section 17A for
how contingency transfers are to be proposed and approved.) The contingency line will probably be
line 002 in the commitment.

5. Do not have any blank rows.

If it is desired to have rows that are section titles, please place this title in the description column and
place a $0 in the amount column.

17.51 “Commitment Value Broken Down by SOV” Entry

When commitments are entered into TUC, they typically have one or more Commitment Lines for the
whole amount of the new contract or contract amendment. SOV breakdown is accomplished by way of a
Commitment Change that zeroes out this Commitment Line and then adds new Commitment Lines for
each of the SOV lines.

Commitment Change ltems (4)  Custom Fields (11) Notes (0)

Show Filter Export «
#a Commitment Item Description Budget Line Item Current Commitment Amount | Change Amount
001 2
002 002 03.200 34.00 34.00
003 003 Trade 2 03.200 33.00 33.00
004 004 Trade 3 03.200 33.00 33.00
Totals 100.00 0.00

Cost Summary | Commitment Netails

Because this line is zeroed out, there are reasons why it is important to keep a record of the contract or
amendment value that the Commitment Line added to the commitment. To record this information,
navigate to the “Commitment Details” page of the commitment. Then click on the Commitment Item
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number of the Commitment Line that is to be or was zeroed out for the SOV breakdown. (This can be
done either before or after the SOV breakdown is done.)

Commitment Details

Commitment Overview

Other Details

Financial Summary

Mail Merge Close Edit
Project BI-3B-126 - This is a test
Commitment Type: Prime Contractor Contract Status: Approved
Commitment Number: test-0003 Company: *Sample Company
Unit Cost Options: Lump Sum Amount Company Number. SAMOD1
Description: GC test 3 Contact
Commitment Control: Controlied By Line item
Created: 04.09.2024 (Timothy O'Brien) Approved: 04.09.2024 (Timothy O'Brien)
Commitment Items (4)  Commitment Changes (1) Actual Costs (4)  Custom Fields (35)  Notes (0) Documents (0)  Forms () | Processes (0)

Hide Filter Export «

: X Currene | Original Current |Projected | Retainage |C"™™ | ncruals | custom
Item # Budget Line Item Description Commitment 2 A Retainage ;
Budget Commitment | Commitment | Percent Approved | Field(s)
Amount Held
T | | T
03.200 Total DEg 300.00 0.00 0.00 0.00 9.50 0.00 oo @@
Construction Phase

03.200 Trade 1 300.00 34.00 34.00 34.00 2.50 0.00 10.00 '—i

03.200 Trade 2 300.00 33.00 33.00 33.00 9.50 043 1500 B

03.200 Trade 3 300.00 33.00 33.00 33.00 9.50 0.38 so0 [

Total =000 100.00 100.00 100.00 0.81 30.00

That will bring up the “Edit Commitment Item” page. Enter the contract or amendment amount, as it was
prior to SOV breakdown, in the “Commitment Value Broken Down by SOV” field. Then click Save.

Edit Commitment Item

Save | Cancel
Phase =
* Amount:
Retainage Released: 00
n-Call Request Received: =
On-Call Request Approved x|
D Please select. v |
Date of (=]
Date Legal Received: =
Date of Final =)
=
SPRE File Number:
Sent to SPRE:
Approved by SPRE: =
Date PSS Received: =]
Contract $tart Date: m
Contract End Date: iz
————p  Save  Cancel
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Section 17A: Consultant Contingency Transfer (CntTr)

Note: This section is for how to apply for and approve transfers from consultant contingency
lines to new SOV lines that can be invoiced against. See step 17.02 for how contingency lines are
created in the TUC commitments for approved task letters and contracts.

17A.01 Accessing the process

Log in to TUC: https://gov.e-builder.net. On your homepage, find your project by clicking on the top tab
for “Projects”:

& e-Builder

My Home Dashboard = Projects

In the list that appears, click on the name of the project you would like to access:
O BI-3B-123 - Thisis a
test

BI-38-123

The Project Menu will appear in the left panel. Click “Processes.” Then, to the upper right, click “Start
process.”

In the “Select process” pop up window, the project manager is to search for and select
“Consultant Contingency Transfer (CntTr)”. Then click “Start CntTr.”

My Home Dashboard Projects Processes Documents Contacts  Cost Reports  ees

Unfinished Drafts | Import Processes

-

= Filters

c Project Processes |Bi-38-123-Thisis 2 test -
CONNECTICUT

-

cla

Project Menu

In Step

> B Details Instan.. T | State Subject )
Since

Date Due l
% Planning

Forms

> ¥= lssues

> | Documents

= Schedule

17A.02 Submitting the Request (Consultant)

Drag and drop or upload the consultant's proposal document in the "Explanation for
Contingency Transfer" field.

In the "Explanation for Contingency Transfer" block, below, enter a more detailed explanation.

AJE Contingency Change

g and drop file here or = Browse Computer Browse e-Builder
Proposal:

Explanation for Contingency
Transfer:

r
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Under "Commitment Change Details", select the commitment to be changed and enter the
Commitment Change Number, if the auto-populated value is not correct.

Commitment Change Details

A et
Date Of Chanae 06.11 :

Under "Commitment Change Items", click the "Add All Existing Items" button.

Commitment Change Items

Download Schedule of Values Template  Import Schedule of Values Manage Funding | Add All Existing Items | Add Existing Item

Click on the pencil or numbers in the "Change Amount" column in the contingency row (which
would generally be named “Consultant Contingency - Do Not Invoice This Line”), typically line
002. In the "Change Amount" column of the contingency row, enter the amount to be taken
from the commitment contingency, as a negative number.

Commitment Change Items
Downlcad Schedule of Values Template  Import Schedule of Values Manage Funding Add All Existing Items Add Existin

# Commitment Item Description Budget Line Item Funding Rule Retainage Current Commitment  Change Amount Net Commitment
Percent Amount Amount

Delete |0 001 Total A/E (Design Phase, Biddi... | 08.000 State Bond Fund 0.0¢ 0.00 0.00 0.00

Delete 0 002 Consultant Contingency - Do ... | 08.00C

G
e

Delete 003 003 &) 08.000 State Bond Funds 0.0( 2.00 000 # 2.00
0

Delete 004 004 " D 8.000 State Bond Funds 0.00 6.00 000 # 6,00

In the "Add Additional Scope Commitment Item" part of the form:
A. Click "Please Select a Line Item" next to "Account Code" and select the correct cost code.

B. Change the INCORRECT value that auto-populates in the "Commitment Item" field and
enter the next Commitment Item line number available. (For example, under the
"Commitment Change Items" section, in the "Commitment Item" column, if there is
already a line 001, 002, 003, 004, 005 and 006, enter 007" in the "Commitment ltem"
field of the "Add Additional Scope Commitment Item" part of the form.)

C. Inthe "Description" field, enter what the contingency line should say on the consultant's
invoices.

D. Select a "Funding Rule".
Ignore "Retainage Percent"

F. Inthe "Change Amount" field, enter the amount of the new invoice line. This MUST be
the positive opposite amount of the negative amount withdrawn from the commitment
contingency above.

G. Click “Add”.
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The proposed commitment line should appear as a new row above, under “Commitment
Change Items”. Note that:
A. The two values in the “Change Amount” column should net to $0.

B. The amount of the new commitment line will appear in the “Net Commitment Amount” column

of the new commitment line.

C. The amount left in the commitment contingency after the transfer (as proposed) will appear in

the “Net Commitment Amount” column of the contingency line.

Commitment Change Items

Download Schedule of Values Template | Import Schedule of Values ~ Manage Funding  Add Al Existing Items  Add Existin
# Commitment Item Description Budget Line Item Funding Rule g Current C Change Amount Net Commitment
Percent Amount Amount
Delete 1 7 Total AJE (Design Phase, Biddi... | 08.000 State Bond Funds 0.00 0.00 000 & 0.0C
002 P il Coriingeicy = DAt [08:000 0.00 2.00 00 % o:l
003 7 <D 08.000 0.00 200 .00 & 200
004 004 Z oo 08.000 0.00 600 o0 6.00
| Delete 006 * 005 # New Design Work 08.000 ? State Bond Fun, 0.00 0.00 1.00 B 1 a-:I
Total 10.00 A @ 10.00

Then, either at the top or bottom of the window, click the "Submit" button.

Print Copy Check Spelling Show Workflow Submit Save Draft Delete Draft Ca

17A.03 PM Contingency Enter (Project Managers)

Open the “CntTr” process instance for the proposed contingency transfer for open it via the
email notification that should have been sent

C o CntTr @
PROCESSES REPORTS
O Instance 1 | State Subject Step Ir.l Step
Since
O CntTr-1 Open Consultant Contingency Use 1.1 PM Jun 11,
Notification Contingency Enter 2024
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Under the “Contingency Check or Enter” section:

1. If this is the first time that the consultant contingency is being used on this project, enter the "Original
Consultant Contingency Amount" (typically the SOV value of commitment line 001), below, and enter the
SAME AMOUNT in the "Current Consultant Contingency Amount" field. The "Current Consultant
Contingency Amount" is the current amount BEFORE the changes proposed here. Refer to the contract
for the value of the contingency.

2. If this is a second or subsequent use of the consultant contingency for this commitment, The "Original
Consultant Contingency Amount" and "Current Consultant Contingency Amount" should be pre-
populated correctly, below. But check them to ensure that they are accurate. Again, the "Current
Consultant Contingency Amount" is the current amount BEFORE the changes proposed here.

Contingency Check or Enter

1. If this is the first time that the consultant contingency is beir
commitment line 001), below, and enter the SAME AMOUNT ir
current amount BEFORE the changes proposed here. Refer to t

2. If this is a second or subsequent use of the consultant contir
Amount” should be pre-populated correctly, below. But check
BEFORE the changes proposed here.

Criginal Commitment 0.00
Contingency Amount:

Current Commitment 0.00
Contingency Amount:

If the proposal is acceptable, select “Submit” from the action control at the top or bottom of the
process instance and then click “Take Action”. An action option to “Void”, which ends
consideration of the proposal without approving it, is available, as well. If the items are returned
by the ADPM for further review, there will be a “Resubmit” action available.

| -- Please select an action -- v | I I

17A.04 Review by ADPM and then by DPM or Chief Architect

At their review steps, the ADPM, DPM and Chief Architect have workflow actions available to;

e “Approve”, which sends the item forward in the approvals, in the case of the ADPM, or, in the
case of the DPM or Chief Architect, finalizes the approval of the change, and generates a PDF
form that is emailed to SPRB and the project files. After “Take Action” is clicked by the DPM or
Chief Architect, another screen will prompt for an approval date and approval confirmation.

o “Revise” sends the item to the previous step in the workflow for the person or people in that
step to take further action and resubmit.

e An action option to “Void”, which ends consideration of the proposal without approving it, is
available, as well.

-- Please select an action -- v

-- Please select an action --

Apprave
Revise
Void
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Section 17B: Retainage Reduction

17B.02 Navigate to the commitment

Under the Project Menu for the project, click on the Cost module, then the Commitments tool
and then open the commitment requiring the retainage reduction.

My Home Dashboard Projects Processes Documents Contacts = Cost Reports
c Project Commitments |[e-3e-125- Thisis atest
CONNECTICUT Commitment Summary
o o . Project: BI-3B-125 - This is a test
— = Criginal Commitments:
" Approved Commitment Changes: 2
|PrOJECt Menul Non-commitment Costs:
. Current Commitments Value: 2
> Details
®o Planning Quick Cost Summary
Forms | Current Budget ‘ Current Commitments Actuals Appre¢
» ? Issues 200,201.00 200,133.00 1
off Processes
» I Documents Show: | All v ‘ ‘ All Commitments v| Go Show All | Show Filter
v = Schedule ‘ O |(#a Description | Company Date Status
v —
Cost Summary oo test 1a *Sample Company 02.20.2024 | Approv
Funding Sources O o002 A/E *Sample Company 02.28.2024  Approv
Budaet Details (J | AE-test-1 test 1 *Sample Company 03.28.2024 | Approv
O | AE-test-2 AE test 2 *Sample Company 03.28.2024  Approv
Actual Costs O | AE-test-3 A/Etest 3 *Sample Company 04.04.2024  Approv
Cash Flow (J | DAS001-3B125 | DAS Fees Department of Administrative Services 02.28.2024  Approv
Other Cost Columns O GC test test | *Sample Company 08.02.2024 | Approv

17B.03 Open the Commitment for Editing to Change the Retainage Percentages

On the Commitment Details page, click “Edit.”
Commitment Details

Commitment Overview = Other Details ~ Financial Summary

Mail Merge Close

Project:

Commitment Type:
Commitment Number:
Unit Cost Options:
Description:
Commitment Contral:
Created:

BI-3B-125 - This is a test
Prime Contractor Contract
£ | GC-test-1

Status: Approved

Company:
SAMO01

Lump Sum Amount Company Number:

GC test test Contact:
Controlled By Line Item
08.02.2024 (Timothy O'Brien) Approved:

17B.04 How to Change the Retainage Percentages One Line at a Time

*Sample Company

08.02.2024 (Timothy O'Brien)
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If the retainage percent only needs to be changed on certain commitment lines, ensure that the
Default Retainage Percent is at the default percent it should be for new change orders. Then
click on each of the commitment line Retainage Percentages that need to be changed and edit

them to the new percent. Then click “Save.”

Commitment Overview
Project
* Commitment Type:
* Commitment Number
Unit Cost Options
* Description

* Commitment Contral

Created:

Other Details

Commitment Date

Scope of work:

BI-3B-125 - This is a test
Prime Contractor Contract
GC-test-1

Lump Sum Amount

GC test test

Controlled By Line tem

08.02.2024 (Timothy O'Brien)

* Default Retainage Percent

Commitment Items

[ |item Mumber | Line item

Description

»

Total DBB Construction Phase

hange item

Approved
*Sample Company
SAMOO1

Select a contact... v

08.02.2024 (Timothy O'Brie

Sypport manual entry

Retainage

otal DBB Construction Phase

Manage
Amount | Allowance | Custom Field(s
000, &
5.00 )
2.00 &3
3.00 &
4 0.00 &
0.00 &Z

17B.05 How to Change the Retainage Percentages on All Commitment Lines

If the retainage percent change is to apply to all commitment lines, then click on the box at the
top of the left column of the SOV to select all of the SOV lines below it. Then click the “Update
Retainage %" button.
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rEdit Commitment

Commitment Overview

Project:

* Commitment Type:

* Commitment Number:
Unit Cost Options:

* Description:

* Commitment Control:
Created:

Other Details

Commitment Date:

Scope of work:

* Default Retainage Percent:

Commitment ltems
em Line ltem

Description

| Number
# 001 @) 05.000
Z 002 g 07.000

BI-3B-123 - This is a test

| Prime Contractor Contract

[GC-test-2

Lump Sum Amount

irTest

Controlled By Line Item
09.24.2024 (Timothy O'Brien)

[7.00

»
Total Equipment

I a o o 2
# Total Studies (Pre-Design, Environmental ...

Status:
* Company:
Company Number:

Contact:

Approved

Notice to Proceed Date:

Retainage amount:

Funding Rule Retainage
! || Percent
B | ’

State Bond Funds 7.00

State Bond Funds 7.00

Approved
*Sample Company
SAMO01

| Select a contact.. V|

09.24.2024 (Timothy O'Brien)

O Support manual entry

0.00

10.00

Page 229 of 350

Save Cancel

Update Retainage % Manage Funding

Amount | Allowance | Custom Field(s)

B
=

Next, in the dialogue box that appears, enter the new retainage percent in the “Update
retainage to” box, check the box next to “Also apply to Default Retainage Percent” and click
“Yes, update retainage.”
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Update Retainage Percent X

Update retainage to *

% Also apply to Default Retainage Percent
|

12 rows will be updated

N:,t;rge, Description Current ;etainage =
001 Total Equipment 7.00
002 Total Studies (Pre-Design, Environmental Impas{ Evaluation, & Other) 7.00
003 SOV line 2 7.00
004 SOV line 3 7.00
005 Change 1 7.00
006 line 1 700 |¥

No, cancel Yes, update retainage

Then click “Save”

_Edit Commitment

Commitment Overview Cancel

Project: BI-3B-123 - This is a test
* Commitment Type: | Prime Contractor Contract v Status: Approved
* Commitment Number: ‘-GC-tesi-Z | * Company: *Sample Company -
Unit Cost Options: Lump Sum Amount Company Number: SAMO01 |
* Description: ‘Test Contact: | select a contact.. v

E s : = - Fmtealiad Db imn Bnmn
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Section 17C: Retainage Release

17C.02 Downloading the Payment Application File (PMs and CAs)
After step 19A.02A, the Project Manager or CA will be able to calculate and upload the retainage release
for a 7390A Application and Certification for Payment for which a retainage release is in order.

The first step for doing so is open the 7390A Payment Application process instance at the “Retainage
Upload” step and click on “Download Schedule of Values Worksheet.xIs”.

/390 Application Ana Certrication FOr rayment (/39UA) - UL Delete Instance Work
-4

Completed v | Take Action Check Spelling Print Copy

Project

Process Document:

Current Workflow Step:

Subject:

BI-3B-125 - This is a test

-02-4

istory | Currer

Retainage Uy

orkflow Diagram

Bl-3B-125 - Application for Payment -

Overall Due Date

Step Due Date:

Counter Prefix: 02
Status: Submitted
Details =~ Comments (0) Documents(0) = Attached Processes (0) ~ Attached Forms (0) | Attached To (0)
Expand All | Collapse All
Commitment Invoice Details
Status Draft
Commitment GC-test-1 - GC test test

*Sample Company

* Date Received: 0827.2024 | [ER [08.27.2024] Date Due:

Commitment Invoice Custom Fields

Vendor Invoice Number,

Invoice period beginning
nvoice period end:

CORE Voucher ID:

Invoice Items

ywnload Schedule of Values Worksheet,xls Import Invoic

17C.03 Open and edit the Excel File (PMs and CAs)

After the Excel file downloads (see the images below):

1. Open thefile.

Click “Enable Editing”.

Click on the File menu.

Click on the “Info” option, click “Unprotect”, then click on the back arrow.

In the spreadsheet, in cell T4, type the new retainage percentage as a decimal, so 7.5% is typed in as

“0.075".

In cell U4, type “=K4*T4"”

. Incell V4, type “=R4-U4”

8. Copy and paste cells T4, U4 and V4 to all of the rows of the SOV in columns T, U and V. Do not copy
to the row with the totals.

9. Copy all of the cells of column V, from cell V4 to the bottom of the SOV.

vk wN

N o
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10. Right-click on cell 04 and choose the option to paste values only
11. Delete columns T, U and V.

12. Save as the file to a location from which you can upload. Make sure that you do not change the file
type from “Excel 97-2003 Workbook (*.xIs)".

Files Home Insert Draw Page Layout Formulas Data Review View Automate Developer Help BLUEBEAM  Pow

@ PROTECTED VIEW Be careful—files from the Internet can contain viruses, Unless you need to edit. it's safer to stay in Protected View. Enable Editing 2

C Info
{n) Home

BI-3B-125-Thisisatest_7390A-00004Draft_sov

E New Downloads

E Open ‘ & Upload &} Share @ Copy path @ Copy local path ‘ ‘ = Open file location

) @ Compatibjlity Mode
/T\ Some new features™atg disabled to prevent problems when working with previous

versions of Office. Converting this file will enable these features, but may result in

Convert
layout changes.

E Protect Wor
Q

Eﬁ‘ One or more sheets in this workbook
Protect changes to the data.
Workbook ¥ = Sheetl

ProjectName: BI-3B-125 - This is a test

Commitment o et
Description of Work ment
Item #
ue 5 6 7
001 Total DBB Construction Phase 0.00 0.075 0 0.00

002 SOV 1 0.00
003 SOV 2 0.00
004 SOV 3 0.00
Total 0.00
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ProjectName: BI-3B-125 - This is a test

1]
2 {
rent
2l il Description of Work ment
Item #
ue
3
4 [oo1 Total DBB Construction Phase 0.00 0.075 0 0.001
5 [002 SOV 1 0.00 0.075 0.075 0.03 8
6 003 SOV 2 0.00 0.075 0 0.00
7 _'004 SOV 3 0.00 0.075 0 0.00
8 Total 0.00
A B B T U V
ProjectName: BI-3B-125 - This is a test
1
2 1
rent
commitment Description of Work ment
Item #
ue
%)
4 [o01 Tatal DBB Construction Phase 0.00 0.075 0 0.00
5 [002 SOV 1 0.00 0.075 0.075 0.03 9
6 7003 SOV 2 0.00 0.075 0 0.00
7 _7004 SOV 3 0.00 0.075 0 0.00
8 Total 0.00
A B 0 R s T u \%
@ Quantity Link ’
ProjectName BI-3B-125 - This is a test
& Cut
; ‘ (@ copy
. ment oto et EI Paste Options: 1 O c ot Current
ommitmen! L e amage umuiative
ltem # DI T ;'; Release Ama 0[] c.r‘ L; ,&/ L\ Retainage Pa;umeent
3
4 [001 Total DBB Construction Phase 0.00 i Paste Special.- ) 0.00 000  0.075 0 0.00]
5 002 SOV 1 4.00 [ Insert Copied Cells... ) 0.10 000 0075 0.075 0.03]
6 003 SOV 2 2.00 g - ) 0.00 000 0075 0 0.00}
7 foo4 SOV 3 3.00 q Delete... ) 0.00 000 0075 0 0.00!
8 Total 9.00 a ) 0.10 0.00

P P,

17C.04 Open and Edit the Excel File (PMs and CAs)

Return to the 7390A process instance at the “Retainage Upload” step. In the “Invoice Items” section, click
“Import Invoice ltems.”

Invoice Items %
25 Worksheet.xls Import Invoice Items Manage Funding
A B c D E
Funding Rule

- . - . e Work in Place From
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In the “Import Invoice Items” pop-up window, click “Choose File”.

Import Invoice Items §) 2
Project:

BI-3B-125 - This is a test

Invoice Number: 7390A - 00004 Draft

1) Download the Schedule of Values Worksheet

Download Schedule of Values Worksheet.xls
2) Update the Schedule of Values Spreadsheet and Save to Your PC.
3) Select the Saved Schedule of Values Spreadsheet to import

* |mport File: | Choose File | No file chosen

Note: Please select a .xls or .xlsx file to import

Attach Selected Cancel

In the pop-up window that opens then, click the file created in step 17C-03 and click “Open”.

1+ ¥ > ThisPC > Downloads v )  Search Downloads pel
Organize = New folder = O @
2 Name ~
s Quick access
v Today (2)
Il Desktop * ? b Select a file
® Dobjects  # |¢~1 B1-38-125-Thisisatest_7390A-00004Draft_sov_uploadis to preview
B4 BI-3B-125-Thisisatest_7390A-00004Draft_sdy (1).xls
¥ Downloads + v
P ‘ _ il [ >
File name: | v AlFiles (%) v
Open Cancel
Then click the “Attach Selected” button.
Import Invoice ltems @)
Project: BI-3B-125 - This is a test
Invoice Number: 7390A - 00004 Draft
1) Download the Schedule of Values Worksheet.
Download Schedule of Values Worksheet.xds
2) Update the Schedule of Values Spreadsheet and Save to Your PC.
3) Select the Saved Schedule of Values Spreadsheet to import.
* Import File: | Choose File | BI-3B-125-Thisisatest_...4Draft_sov_upload.xls

Mote: Please select a xls or .xdsx file to import

Attach Selected Cancel
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When the pop-up closes, the 7390A process instance should still be open. Check the “Retainage Release”
column to ensure that the values imported correctly. If it did, click “Take Action”. The GC/CMR should
then be notified and can proceed with entering in the current invoice numbers.

Invoice ltems

Download Schedule of Values Worksheet.xls

A B H | J
 and % Balance to Finish Retainage Release | Rei
2 .-
Item Description of Work G/0 C-G) Armoumt Per
0 a0 Total DBB Construction Phase 0.00 0.00 % 0.00 0.00#
P Ay SOV 1 1.00 20.00 % 4.00 003 #
0 ld s sov 2 0.00 0.00 % 2.00 0.00
P Qg SOV 3 0.00 0.00 % 3.00 000 #
4
Total 1.00 10.00 % 9.00 0.03
Cost 5L
Completed v || Take Action Check Spelling
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Section 17D: 7048 General Contractor Retainage Reduction
17D.01 Initial Step (contractor)

At this step, please select one or both options, below, for the type of retainage reduction request:

e CHRO

e Partial Payments
After clicking "Submit" this process instance will close. Then, in the processes module for project, you will
be able to see a new 7048 instance. Click on the instance number or subject to complete the form(s)
related to type of retainage reduction you are requesting. Note that if you selected both CHRO and
Partial Payments, you will first complete the CHRO retainage release form and then re-open the process
instance to complete the Partial Payments retainage release form.
Note: Do not initiate a 7390 Application and Certification for Payment processes instance for this
Payment Application number until the new retainage rate is approved.

17D.02 CHRO Retainage Reduction (contractor)

The contractor only arrives at this step if “CHRO” was selected at the initial step.

Note: The “Payment Application Information” and “General Information” parts of the form appear in
both the “CHRO” and “Partial Payments” steps. If both “CHRO” and “Partial Payments” were selected at
the initial step, information completed in the “CHRO” step will be prepopulated in the “Partial Payments”
step.

After completing the information for the retainage reduction request, the user selects a workflow action
of “Certify” to certify and submit the form. A workflow action of “Void” is also available, which voids and
closes the request. Clicking “Take Action” completes to workflow action selected.

| -- Please select an action -- V|

-- Please select an action --
L

Certify
Void

17D.03 Partial Payments Retainage Reduction (contractor)

The contractor only arrives at this step if “Partial Payments” was selected at the initial step.

Note: The “Payment Application Information” and “General Information” parts of the form appear in
both the “CHRO” and “Partial Payments” steps. If both “CHRO” and “Partial Payments” were selected at
the initial step, information completed in the “CHRO” step will be prepopulated in the “Partial Payments”
step.
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After completing the information for the retainage reduction request, the user selects a workflow action

of “Certify” to certify and submit the form. A workflow action of “Void” is also available, which voids and
closes the request. Clicking “Take Action” completes to workflow action selected.

| -- Please select an action -- V|

-- Please select an action --
L

Certify

Void

17D.04 Retainage Reduction Request Sent Back for Revision (contractor)

If the retainage reduction request has been sent back to the contractor for revision, the workflow returns
to the “CHRO” and/or “Partial Payments” steps, depending on what was selected in the initial workflow
steep. Also note that at least one comment will appear in the Comments tab.

17D.05 Retainage Reduction Request Review Steps (PM and ADPM)

In addition to the fields, below, with the substance of this request, note that a "7048 General Contractor
Retainage Reduction Request" field is available, with a copy of the PDF this 7048 General Contractor
Retainage Reduction Request.

Workflow actions available at this step are:

e Approve, by which the user approves this request.
e Revise, which causes the request to be sent back to the previous step for revisions.

Reject, which allows the user to reject the request and close this workflow item.
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Section 18: Consultant and General Vendor Invoice

18.01 Access the project Process and Initiate the Invoice Process Instance
Follow the instructions provided in Section 1 to access the project and start the invoice process instance.

For the A/E process type, select “A/E Invoice (InvAE)” to begin the process. Users from other consultant
types click the equivalent process, including “CA Invoice (InvCA)”, “CMR Pre-Construction Invoice
(CMpre)”, “Other Consultant Invoice (InvOt)” or “Hazmat Invoice (InvHz)”. These instructions also apply
to purchase order commitments, the vendors under which would typically use the “Other Consultant
Invoice (InvOt)” process type.

Note to the “Hazmat Invoice (InvHz)” process type: The "Hazmat Invoice (InvHz)" process type is only for
use on projects specifically under the Statewide Hazardous Abatement Program. Please only use Hazmat
Invoice (InvHz)" for projects with a "-HAZ-" in their project number, and do not use it for projects with
project numbers starting in "BI-" or "CF-". For projects with project numbers starting in "BI-" or "CF-"
consult with the project manager for the correct invoice process to use.

18.02 Completing the Invoice Form.
Proceed as follows to complete the consultant Invoice form:
1. Either drag and drop the invoice into the “Drag and drop file here” or click “Browse Computer” to
locate and upload the file. For other supporting documentation, a second upload block is available.

2. Select the applicable vendor commitment. Take care to select the correct commitment if the vendor
has more than one task on the project. Once selected, note that the “Invoice Items” part populates.
3. Enter the vendor’s invoice number and the beginning and end dates for the invoice.
Click on the “0.00” or pencil icon the “Invoice Amount” column and enter the amount of the invoice.
5. When the invoice form is correct, click “Submit” to submit the invoice to the project manager. The
“Save Draft” button is available to save the form as a draft and return later.

In the case of any commitment that includes a consultant contingency, do not invoice any amount on the
consultant contingency line. If a Consultant Contingency Transfer is to be made, see Section 17A.
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A/E Invoice (InvAE)

Start Process Print  Check Speljfig Draft Cancel

Detais | Documerts Astached Processes (0]

Attached Forms ()

Flease enter your current mvoice information, below, and upload your own consultant iwoice and any supporting documentation. Please use the comments t3b to enter any COmMENts o notes.

Whin you dhck "Submit” your investe will be tent the the Project Manager for review,

Note: [fyo pice process by selecting, “Ves, Add a Commiment invoice.”

Browse Computer  Browse e-Builder

Browse Computer  Browse e-Builder

Invoice Items 18

Commitment [tem & Description Budget Line ltem  Funding Rule Current Invoiced To Date Retained To Date  Remaining to 8

ge % | Retained This
v | Commitment Invoiced

Ivoice

Below is more detail about how to perform a file upload, which can be done by:
1. Adrag-and-drop, or
2. Searching for and uploading.

25 gov.e-builder.net/da2/Processes/AttachFile.aspx?ctiFilelD={d936488a-97b9-4fd5-9a28..

€ e-Builder.

A/E Invoice (InvAE)

Start Process

Print Che .
Select File
Project: BI-3B-123 - This is a test
Process: | A/E Invoice Upload Documents From Your Computer
* Destination folder: Documents \ 03 Preconstruction Contracts \ 01 AE Contracting \
Details | Documents (0)  Attached Processes (0) | Attached Forms (0) | testd (@) Invoices
Expand All | Collapse All File
Please enter your current invoice information, below, and upload your own consultant invoice and any supporting document Select a Filer o file chosen
®  comments or notes. pm—
ancel
In the "Commitment Invoice Details” section:
« In the “Commitment" field, select the commitment for your company. Please be sure the commitment you have selec B> ThisPC > Dbk -
than one commitment or task on the project, please be sure you have selected the correct one. v 1 is op v O\ Search Desktop
« Ensure that the Date Received and Date Due fields are correct. B
Organize ~  New folder
In the "Commitment Invoice Custom Fields" section: N
Name
« Enter your Vendor Invoice Number. This is important for our Business Office to track payments. 3 Quick access
« Enter the invoice period beginning and end dates. This is required by our Business Office. e T— p Booki.xl:
- Please ignore the "CORE Voucher ID" field. P B o.pdf
i i i W30 Objects
In the "Invoice ltems" section, please enter the amount of your current period invoice in the “Invoice Amount” B spat
Please enter in the correct invoice rows. ¥ Downloads ~ # L
When you click “Submit", your invoice will be sent to the Project Manager for review. - | T e
ile name: v iles (%
* \lendor Invoice Use this field 1014[:\03(1 vendor invoice document. 2 ~A
Document:@ nd drop

] or [ Browse computer | Browse e-Builder
B

18.03 Invoices Returned for Revision

Once the form is submitted, the project manager may return it to the vendor if changes are needed.
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* Viendor Invoice Use this field to upload vendor invoige document
Document: & "L supporting test 2.pdf (versi
Properties | Download (36.1KB) | Redlj

Clicking on that will remove the current document, and a replacement can then be uploaded in its place.

After the changes needed are made, note, at the top and bottom of the pop-up, that there are workflow
action controls.

-- Please =elect an action --

By clicking “Please select an action” the user can select what action is intended on the invoice.

The option to “Resubmit” will appear and, if that is the intended action, select that. There is also an
option to “Void”, which has the effect of closing review of the invoice and voiding the invoice process
instance.

When the action is selected, clicking on the “Take Action” button finalizes the user’s action and sends the
item to the next user in the workflow, if the “Resubmit” option is taken, or ends the workflow with no
payment, if the “Reject” option is taken.
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Section 18A: PM Review of Consultant & Vendor Invoice

18A.01 Access the Project Process

Follow the instructions provided in Section 1 to access the project and start the invoice process instance.

18A.02 Locate the Process Instance

In the project record, click on the Processes module under the Project Menu and click on the Filters icon.

Untinished Dratts | Import Processes
Processes For | &-28-125 - Thisis a test -
Q@ a » = Filters
,//
,//
Instance 1! State Subject //m Step e
= Since
7310-1 Timothy O'Brien e Finish Feb 22, Feb 29, 2024 05:01
Project Menu e b
7310-2 Timothy O'Brien — Finish Feb 22, Feb 29, 2024 05:0
> [ Details e 2024
o Planning 7310-3 _|_mimethy O'Brien Finish Feb 29, Mar 7, 2024 05:00
Forms e 2024
—
> #= lssues 73661 01 Finish Feb 20,
BT

Under the Filters control, click “search processes”. Then, click on the consultant type invoice that is to be
reviewed, i.e. “A/E Invoice (InvAE)”, “CA Invoice (InvCA)”, etc.

Start process Process

7310 : 731p Request For Infermation

7360 736P Change Order
Step

INVAE : A/E Invoice

Click on the process instance number for the pending invoice, which should appear in the “PM Approve”
step. It will also appear as “Open” in the State column.

My Home Dashboard Projects Processes Documents Contacts Cost Reports Setup  eee

Processes For |g8i-38-125 - Thisiis a test -
a3 a InvAE @
PROCESSES REPORTS
Instance State Subject ! Step
Project Menu
m] InVAE - 1 m BI-3B-125 *Sample Company InvAE - 00001 Finish
> [ Details
e Planning 1 InvAE - 2 BI-3B-125 *Sample Company InvAE - 00002 PM Approve
Forms [ ¥

18A.03 Key Items for PM Review
Key items for PM Review include:

A. Click on the filename to cause a pop-up window to appear that has the vendor’s invoice.
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B. Under “Commitment Invoice Details”, it is important to make sure that the vendor is invoicing their
own company and the correct commitment, if they have more than one commitment on the
project.

C. Vendor invoice number and beginning and end dates are requested from the Business Office.

D. The Invoice Amount needs to be entered correctly for the TUC record to be accurate. Note that any
mismatch between the amount entered here, and the PDF of the vendor’s invoice (see A, above)
may cause the amount paid by the Business Office to be different than the amount in the TUC
invoice records. Also note that, in the case of any commitment that includes a consultant
contingency, the consultant should not invoice any amount on the consultant contingency line. If a
Consultant Contingency Transfer is to be made, see Section 17A.

E. Select one of the following for payment of the invoice [Note 9/25/2024, this step is to be removed
soon]:

a. Select “Business Office” to send the invoice automatically to the Business Office to be
paid when the PM Approves the invoice, as described in items F and G, below.

b. Select “Agency” to send the invoice to the appropriate agency to pay expenses on a
project. If the “Agency” is paying the invoice, the person processing these payments will
need to be added to the Agency Payor role on the project.

F. The Action pull down menu allows the PM to select Approve, Revise or Void.

a. “Approve” causes the invoice, with a cover sheet noting that the PM has determined
that it is OK to Pay, to be sent to the Business office or agency for payment, depending
on what was selected in item E, above.

b. “Revise” sends the invoice back to the vendor for any needed corrections. The PM will be
prompted to enter comments for the vendor about what needs to be corrected.

c. “Void” ends consideration of the invoice.
G. After the Action to be taken is selected, the Take Action button causes that Action.
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Section 18B: Hazmat Invoice Instructions for Agencies

18B.01 Access the Project Process

HazMat Invoices require review and approval from agencies. Agency staff will receive an email
notification from TUC that an invoice is pending. To access the pending invoice, the agency can either
click on the link in the email and the browser instance will appear as a pop-up.

Process instance is in your court. To view details or take action

or the agency can log in to TUC: https://gov.e-builder.net. and click on the “Projects” tab to find the
applicable project.

$ e-Builder. G reutler - @

My Home Dashboard Projects Planning Forms Processes Documents Calendar Contacts Cost  Schedule Reports P

M Welcome, Rebeccal . Edit My Home
™ Pest= eay

Search for your project by entering the project number. Click on your project to bring up the “Project
Details” page.

& e-Builder. NG reutier - @

My Home Dashboard Projects Planning Forms Processes  Documents Calendar Contacts Cost  Schedule Reports

Hidden Projects
Projects

\ Active Projects View Edit | Add View 6231

BI-CTC-620 - Three Rivers CC - Roof and Building
Envelope Repairs

BI-T-620 - Salt Rock Campground Bathhouse

The “Project Details” page is your home page for your project. (Click “Edit” to edit info.). Under the
“Project Menu” on the left, click on Processes to find project-specific processes.

& e-Builder. NG TestBacky - @

My Home Dashboard Projects Planning Forms Processes  Documents Calendar Contacts Cost  Schedule ***

Hidden Projects
Project Details For I“Ea-:ky Test Project -

Details Export Address Book Printable Participants Directory Edit Cancel

*Becky Test Project
Rebecca

No project photo uploaded.

Project Menu

v [ Details
Project Participants
Sent ltems

by Becky for testing

Cutler, Rebecca

03.13.2023

Project Level
Options

Custom Fields (47) | Motes([0) | Documents (9] | Forms(0) | Proo

Forms BI-R 29

5 this where the project name should go

DEB

H lssuss

{=  Processes =

> & Documents Date Project Initiated:
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1. Change the Process filter settings to find the process instances you are looking for. In this case,
switch Type of Process to “Hazmat Invoice (InvHz)”. Selecting All Processes will show all instances,

regardless of whose ball-in-court the instances are in. Draft, Open or Finished status can be
selected, as well.

2. Thefiltered list appears here. Click on the instance you wish to open. A pop-up will open. That is the
process instance.

X
Processes For  +Testingg723a Project Name - < Process

Start Selected Process Type Start Process Q

0-X1 Test 1105 Project Intake ... (0-X
In My Court In Progress ~ Process: 7390 Applic ... o Status

1105R Project Revision Request (11(

7055 Construction Phase Agency ...

Processes Reports (0)

— 2

7310 Request For Information (731C

1 Show | 1000 v 7360 Change Order (7360)

Requested

Process « Subject C——

' 7390 Application and Certifica ... |
A/E Invoice (InvAE)
A/E Invoice - deprecated - do ... (In/

Potential Change Order (PCO)

18B.02 Invoice Review

Regardless of which route used to access it, when the pop-up for the invoice process instance appears,
review the invoice information.

1. Click on the document name in the “Vendor Invoice Document” field. A viewer pop-up will appear,
allowing review of the vendor’s invoice document. There may be supporting materials attached to
this document or in “Addition Invoicing Documentation” field.

* \endor Invoice Use this field to upload vendor invoice document.
Document: @ L supporting test 2.pdf (version 8)
Properties | Download (36.1KB) | Redline | Remove
Additional Invoicing
Documentation: @

) file here or = Browse Computer Browse e-Builder

2. Documentation may also be uploaded into the Documents tab of the process instance. Review all
documentation in each of these locations.

Details = Comments (4) Atta

3. Inthe “Invoice Items” section, scroll to the right until the “Invoice Amount” column is seen. This is
where the vendor should have entered the correct invoice amount. If there is more than one invoice
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row, the correct amount should be in each row and the correct total for the invoice should appear in
the gray summary row at the bottom.

Invoice Amount R

1.00

18B.03 Invoice Approval

If the information included in the invoice process instance is correct, and the agency wishes to approve,
doing so involves two steps.

1. The first step is to select the “Agency Approver” and the approval date.

Report urk:
* Agency Approver: [Prease select... Bl
i 1

* Agency Approver Date:

2. Then, at the top and bottom of the pop-up, there are workflow action controls.

-- Please select an action -- v

3. By clicking “Please select an action” the user can select what action is intended on the invoice. The
option to “Approve” will appear and, if that is the intended action, select that. There is also an option
to “Reject”, which has the effect of closing review of the invoice and voiding the invoice process
instance.

4. When the action is selected, clicking on the “Take Action” button finalizes the user’s action and sends
the item to the next user in the workflow, if the “Approve” option is taken, or ends the workflow
with no payment, if the “Reject” option is taken.
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Section 19: 7390 Application and Certification for Payment

19A GC & CMR Users
19A.01 |nstructions for the GC/CMR for creating and submitting Payment Applications:

Note: If retainage has just been reduced, do not proceed with this section until the DAS Project Manager
has performed the steps in Section 17B to reduce the retainage for the commitment.

If proceeding with a 7390A Application and Certification for Payment, log in to TUC: https://gov.e-
builder.net.

Follow the instructions provided in Section 1 to access the project and start the invoice process instance.
Click on “7390 Application and Certification for Payment (7390A)” to begin the process.

Processes Cancel

Process Name Description

19A.02A Complete Preliminary Step (GC/CMR) (NEW as of 9/30/2024)
In the “Counter Prefix” field, enter the Payment Application number of this payment application.

7390 Application and Certification for Payment (7390A) Instructions

Start Process Print Check Spelling Submit Save Draft Cancel
Project:
Process

Counter Prefix:

Details Documents (0) Attached Processes (0) Attached Forms (0)

Then complete the preliminary steps below. NOTE: DO NOT enter any invoiced amounts or any stored
material changes in this workflow step.

In this workflow step, the contractor:

A. The “Will this Payment Application include a release of retainage?” will be set to “No” by default. If
there is to be a retainage release done for all SOV/continuation sheet lines for which there is past
retainage held, the contractor should switch this to “Yes.” Note that, in the case of a CMR who will
be changing retainages and calculating retainage releases on a line-by-line basis, the CMR may leave
this setting to “No.”

B. Select the correct commitment for the vendor. Take care to select the correct commitment if the
vendor has more than one on the project. Once selected, note that the “Invoice Items” part of the
form populates.

C. DO NOT enter anything under invoice items.

D. Click “Submit” at the bottom or top of the form. The workflow instance will close.
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7390 Application And Certification For Payment (7390A)

Start Process

Commitment Invoice Details

Commitment Invoice Custom Fields

Invoice Items

19A.02B Complete the Payment Application Form (GC/CMR)

If there is no retainage release to be entered in the step 19A.02A, or after the retainage release upload
has been completed, the contractor will receive a workflow notification. The contractors should then re-
open the 7390A process instance for their Payment Application.

Carefully read and follow the instructions provided.

Upload supporting documentation for the Payment Application to the Documents tab. Click on the tab
header to access the tab. Either drag-and-drop the documents to the tab or click the “Attach” button.

Detfils  Documents (0) ffached Processes (0) ~ Attached Forms (0)

[J | File Name

2 Drag and drop files here to upload, or browse

Attach

If the “Attach” button is clicked, a pop-up will appear. Click “Upload from your Computer” to locate a
locally stored document.

)}

Cancel
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Then, click “Select” to use the pre-selected default folder (highlighted in blue font) as the destination
folder in the TUC Documents module to upload the supporting documents. If applicable, an alternate
folder can be selected.

Select Destination Folder

Documents / 09 Construction Phase / Prime Contractor Pay Apps [Default]
v - Documents

» BB oo DocuSign Request

» [ 01 Project Planning

» [ 02 selections

» [ 03 Preconstruction Contracts

» [l 04 Pre-Design

» B 05 Schematic Design

» [ 06 Design Development

» [ 07 Construction Documents

Then click “Browse”.

o

Drag your files or Browse

Select the file(s) you wish to upload and click “Open”.

Organize v New folder =y O @
Whiteboards ™ [] Name £

workingitems

W This PC Select a file to
preview
-J 3D Objects
[ Desktop v
Bl Bhaciinoiba bl )] 5 b
File name: FileX(*.*) ~
Open Cancel
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If it worked properly, you should see the words “Uploaded successfully” under the filename . Click
“Done” after the file has been uploaded.

1 of 1 files uploaded successfully Properties for all files
Documents \ 09 Constr... Select a file to apply properties to just that file
100% of 33 KB uploaded
ﬁ supporting test 1.pdf
Uploaded successfu

Description

Drag & drop files here or browse m

The uploaded document should then appear in the Documents tab. Also note the number in parentheses
next to the “Documents” tab title, indicating the number of uploaded files.

Details Documents (1) Attached Processes (0) Attached Forms (0)

Download Attach Remove
Attached By

O’Brien, Timothy

[ 1) supporting test 1.pdf (version

View | Download

Stamp

Download Attach Remove

Complete the rest of the Payment Application Form as follows:

1. First group of questions after the blue instructions area.

a. Ensure that all required documentation is attached, as described above, and then acknowledge
that it is in the field here.

b. Select who the contractor’s approver is in that field. This is the person whose name will appear
in the signature block on the PDF copy of the Application and Certification for Payment, signing
on behalf of the contractor.

c. Indicate whether securities in lieu of retainage is being used and, if so, the amount.

2. This question will, by default, be set to “Progress”. It can be set to “Substantial Completion” or
“Final”. “Final” is only selected if the Payment Application was initiated by a 7990 Project Closeout
process instance. The GC/CMR users are referred to Section 19F for this procedure.

3. Enter the vendor’s own invoice number and the beginning and end dates of the period being
invoiced. This information is required.

4. Click on the “0.00” or pencil icon in the “This Period” column and enter the amount of the current
invoice in each line.

5. If stored materials are being used, update each relevant row with the amount of current stored
materials as of this Payment Application. In subsequent Payment Applications, when those amounts
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are to be used, reduce this amount and add the amount reduced to the amount billed in that
Payment Application under This Period for that row.

6. If the contractor any retainage release for this Payment Application on a line-by-line basis, enter the
amount released for each row under Retainage Release Amount. (If there is a need to change
retainage percentages, please communicate that to the DAS Project Manager.)

* |5 All Required — Yes' No
Documentation Attached?:
* Contractor Approver: Please select... v
* Do you require Securities Yes
in lieu of Retainage (CGS 3 No 1
112a)%:

f yes, enter value of
Securities in lieu of
Retainage:

* Type of Payment Progress 9
Application: =

Commitment Invoice Custofn Fields

o PR e T B T . B B

Invoice Items

@ "0 "6 "0 " "0

0.00 00 &N 23w

When the invoice form is correct, the contractor sends it for review by selecting the workflow action

“Submit” and clicking “Take Action”. The “Save Draft” button is also available to save the form as a draft
to return to later.

If “Substantial Completion” was selected as a “Type”, refer to Section 19E for the next step. In the case of

final payment applications, ensure that “Final” was selected as a “Type” and refer to Section 19F for the
next step.

19A.03 Payment Application Form Returned for Revision

A payment application may be returned for revision. If the payment application is returned, the Actor
having submitted the application will receive an email notification that the application has been returned
for revision. The email will appear as follows and include the following information:

CT DAS 0175 (Rev.6.5.25) 0000 Guidance Manuals



0175 TUC Guidance Manual

Page 251 of 350
1. Process Details show the project, process type the notice concerns and the step the workflow is
presently in, as of the notification.
2. The Comments section has comments from the workflow and other information.

3. There are links, top and bottom. Clicking on the link, of you are logged into TUC, will open the
process instance pop-up.

*Testing6723a Project Name q

A comment was added by ( e step GC/CMR Revise on the following process.
To view details or take actip

Prejact

"Tastingd723a Projact Name

Process 73904 - new test 1+ 15

Sulbject testing-TEST-6723a - Application for Payment - 08/31/2023

GL/CMR Revise

Last Action Revise

Last Action Timothy O'Brien
Taken By

Commentis)

Timothy O"Brien, Department of Administrative Services - Construction Services, 10011/2023 10:26
AM

A document was attached

Timothy O Brien, Department of Administrative Services - Construction Services, 1001172023 10014
AM

This is a test

A comment was added by Jimot . B
To view details or take actip

gn on step GC/CMR Revise on the following process.

Comments explaining the reasons for the return information on the actions needed may be included in
the Documents tab:

Details Commenis (2) Documents (1) Attarhed Processes (0) Attached F

(J | File Name

Or the Comments tab:

Detale Rcuments (0) Attached Processes (0) Attached Forms (0) Attached To (0)

Private Comment ~

Timothy O'Brien, Department of Administrative Services - Construction Services 10.11.2023 10:14 AM
Make Private This is a test
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Make the needed changes and resubmit the application by selecting “Submit” from the action menu on
the top or bottom of the form and clicking “Take Action”. There is also an option to void the Payment
Application.

| Submit v | Take Action

-- Please select an action --

19B CA Users
19B.01 Instructions for the CA for Review and Certification of Payment Applications:

Log in to TUC: https://gov.e-builder.net. On your homepage, find your project by clicking on the top tab
for “Projects”:

Follow the instructions provided in Section 1 to access the project and access the invoice process
instance.

Change the Process filter settings to find the process instances you are looking for.

1. Select “7390 Application and Certification for Payment” from the “Search Processes” dropdown
menu.

2. Theffiltered list will appear as displayed below. Click on the instance you wish to open. A pop-up will
open of the process instance selected.

Processes For | Testing6723a Project Name - < Process X

Start Selected Process Type Start Process Q

0-X1 Test 1105 Project Intake ... (0-X
In My Court In Progress v/ Process: 7390 Applic ... 6 Status

1105R Project Revision Request (11¢

7055 Construction Phase Agency ..

Processes  Reports (0)

—2

7310 Request For Information (731C

1 Show | 1000 v 7360 Change Order (7360)

In Step Requested

il publees Since e Comment

' 7390 Application and Certifica ... |

A/E Invoice (InvAE)

A/E Invoice - deprecated - do ... (Inf

Potential Change Order (PCO)

Once the process instance opens, review all of the information entered, including the files uploaded to
the Documents tab. To view the draft requisition, click the “Details tab” and then click on the link to the
PDF, as shown below:

"L 7390A-00015 - testing-TEST-6723a - Application for Payment - 08312023 - DRAFT.pdf (version 1)

operties | Download (38.2KB) | Redline

O’Brign, Tignothy,

Contractor Approve{:

Do you require Securities in
lieu of Retainage (CGS 3-
112a)?:
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After reviewing the draft requisition, return to the “Details” tab and the CA should then select their
name from the “CA Reviewer” dropdown list.

* CA Reviewer: | Please select... W |

At the top and bottom of the form are pull-down menus that allow the user who is ball-in-court to select
the action they need to take on the item. “Submit” will send the item to the A/E for review. “Revise” will
send the item back to the GC/CMR for any corrections that are needed. Once the action to be taken is
selected, click the “Take Action" button.

| Submit v | Take Action
-- Please select an action --

Revise

If “Revise” was selected, a comment screen will appear which, in this case, is required. After comments
are entered into the space provided, click “Revise” to complete and send the comments.

7390 Application and Certification for Payment (7390A) - new test 1 - 15
Add a comment.

* Add Comment

Jate

X XY
Check Spelling Revise ancel

19B.02 Other Items for Verification

Under Cost > Commitments, in the Custom Fields tab of each commitment, please check to ensure that
the PO Number field is the correct purchase order number, especially for DAS Business Office invoicing.
(The number “0000000000"” is a placeholder and is not an actual PO Number.) This is important to
ensure that the DAS Business Office is able to process payments without them being held up by
uncertainly about the what purchase order to use for payment.

Commitment Details

Commitment Overview  Other Details  Financial Summary

Project:

Commitment Type: Status:

Commitment
Number

Company:

Company Number:
Contact:

Project Menu

Approved:
> Details

Forms

Commitment Items (12)  Commitment Changes (8)  Actual Cpsts (6)  Custom Fields (7)  Nofe!

Issues
. P es (0)
*{s Processes i
> I Documents Primary Construction No
Contract On Proj

Schedule

v s Cost
Cost Summary
BudgetDetails
Commitments
AgtualyCos Project Status

Cash Flow Summary:

Number:
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19C A/E Users

19C.01 Instructions for the A/E for Review and Certification of Payment Applications:

Log in to TUC: https://gov.e-builder.net. On your homepage, find your project by clicking on the top tab
for “Projects”:

Follow the instructions provided in Section 1 to access the project and access the invoice process
instance.

Change the Process filter settings to find the process instances you are looking for.
1. Select “7390 Application and Certification for Payment” from the “Search Processes” dropdown
menu.
2. Theffiltered list will appear as displayed below. Click on the instance you wish to open. A pop-up will
open of the process instance selected.

Processes FOr | “Testings723a Project Name v < Process X

Start Selected Process Type Start Process Q

0-X1 Test 1105 Project Intake ... (0-X
In My Court In Progress v/ Process: 7390 Applic ... 0 Status

1105R Project Revision Request (11¢

7055 Construction Phase Agency ...

Processes  Reports (0)

T
7310 Request For Information (731C

1 Show | 1000 v 7360 Change Order (7360)

Process « Subject Date Status s
Due Comment

+/ 7390 Application and Certifica ... |
A/E Invoice (InvAE)
A/E Invoice - deprecated - do ... (Inf

Potential Change Order (PCO)

Once the process instance opens, review all of the information entered, including the files uploaded to
the Documents tab. To view the draft requisition, click the “Details tab” and then click on the link to the
PDF, as shown below:

*"1| 7390A-00015 - testing-TEST-6723a - Application for Payment - 08312023 - DRAFT.pdf (version 1)

Properties | Download (38.2KB) | Redline

Contractor Approveg O'Brign, Tignothy

Do you require Securities in
lieu of Retainage (CGS 3-
112a)%:

The A/E should then select their name from the “AE Approver” dropdown list.

* AE Approver: ‘ Please select... v

At the top and bottom of the form are pull-down menus that allow the user who is ball-in-court to select
the action they need to take on the item. “Submit” will send the item to the project manager for review.
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“Revise” will send the item back to the CA. Once the action to be taken is selected, click the “Take
Action" button.

| Submit v | Take Action
-- Please select an action --

Revise

If “Revise” was selected, a comment screen will appear which, in this case, is required. After comments
are entered into the space provided, click “Revise” to complete and send the comments.

7390 Application and Certification for Payment (7390A) - new test 1 - 15
Add a comment.

* Add Comment

Fiate

X Y

Check Spellin: Revise ancel

19D pM Users
19D.01 Instructions for the PM for Review and Certification of Payment Applications:

Log in to TUC: https://gov.e-builder.net. On your homepage, find your project by clicking on the top tab
for “Projects”:

19D.02 Project set-up on Payment Applications whose costs are paid for by CHEFA

If CHEFA is directly responsible paying payment applications, the person who attends to the payment at
CSCU must be in the Agency Payor role. If that person is not in that role, please request that
Construction Support Services (Tim O’Brien) place that person in that role.

My Home Dashboard = Praojects Processes  Documents Contacts Cost Schedule Reports Setup  eee

Project Participants For 838125 - Thisis a test -

Groups Agency Payor
FistName: [ |
Last Name:
Username:

Company: |

Roles Custom Field: Select a custom field v

Project Menu Administrative Support
ADPM

W Details

There are no users that meet’ys

Project Participants —7
" 2 BifkRass
Manage Form Types

Manage Permissions

Permissions By User
Process Notification
Settings

Sent Items

Project Level
Options

CAs-billina
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Also, if the payment will be made using CHEFA funds, proceed as follows:

1. At the top of the Project Details page, click “Edit”.

& c-Builder. NN tobriens - @

My Home Dashboard Projects Py ses Documents Contacts Cost Schedule Reports Setup

Project Details For £i-33-175 - This is a test .
Details Export Address Book  Printable Participants Direct incel
ProjectMame  BI-33-125 - Thisis atest

e-Buikder Project Administrator | O'Brien, Timothy

No project photo uploaded.

2. Select “Yes” on the line that asks, “Is this a CHEFA project.”

3. Enter the CHEFA series number for the Payment Application cover letter.
4. Enter the agency reviewer for the signature page on the cover letter.
5.

Click “Save.”

Permissions By User Custom Fields (85)  Satbngs
Process Notification
Sattings

Custom Fields
Sent ltems [IAS Project Number:
Project Level

Project Name: BI-3B-125 - This is a test

Options

DAS Project Status: ~

-
e PI:‘ e Praject Delivery Method:
Forms
> z Issues
-E Processes
s> [ Documents

103 Submissicn: m
b

Fee:
AA Closzout Complete:
Proje e

CMR- Firm

CMR - Contact:

CME. - Contact Email: |

&C - Firm: ILookup]

GC - Contact: Fleace selail W

CHEFA - series number:

CHEFA projects - agency reviewes

Check Spelli ncel

7. For each commitment, go into the Commitment record in the Cost module

co. Filter
Commitments
Actual Costs O |#a Description | Company
Cash Flow
Department
Other Cost Columng ASO0T. :
O P00 pasrees O
2 Contacts 3B123 i ® | Administrative
Services
#  Calendar
AJE .
& Submittals 0 SAMOQ1- e -rSampIe
001 i Company
for design
SAMOO1- B *Sample
002 GC test Company
001- *
O |2AMOOT] p/gtests16 2mPle
003 Company
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8. In the commitment record, click “Edit”.

Commitment Details

Commitment Overview = Other Details ~ Financial Summary

Mail Merge Close

9. Scroll down the page, under “Commitment Custom Fields” and enter the “CHEFA - commitment
description”

CHEFA - commitment |This is the Commitment Description
description:

10. At the top of the page, click “Save.”

Edit Commitment

Commitment Overview Cancel

19D.03 Accessing the Process Instance

Follow the instructions provided in Section 1 to access the project and access the invoice process
instance.

Change the Process filter settings to find the process instance you are looking for.

1. Select “7390 Application and Certification for Payment” from the “Search Processes” dropdown
menu.

2. Thefiltered list will appear as displayed below. Click on the instance you wish to open. A pop-up will
open of the process instance selected.
Processes For | *Testings7232 Project Name - < Process %

Start Selected Process Type Start Process

0-X1 Test 1105 Project Intake ... (0-X
In My Court In Progress v/ Process: 7390 Applic ... e

1105R Project Revision Request (11(

7055 Construction Phase Agency ..

Processes = Reports (0)

— 2

7310 Request For Information (731C

1 Show | 1000 v 7360 Change Order (7360)

Process Subject I’_‘ s i Status o
Since Due Comment

+/ 7390 Application and Certifica ... |
A/E Invoice (InvAE)
A/E Invoice - deprecated - do ... (Inf

Patential Change Order (PCO)
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Once the process instance opens, review all of the information entered, including the files uploaded to

the Documents tab. To view the pencil requisition, click the “Details tab” and then click on the link to the
PDF, as shown below:

* Who is responsible fg

Invoige: %L 7390A-00015 - testing-TEST-6723a - Application for Payment - 08312023 - DRAFT.pdf {version 1)

Properties | Download (38.2KB) | Redline

Contractor Approvef: O'Brign, Tigpothy,
Do you require Securities in

At the top and bottom of the form are pull-down menus that allow the user who is ball-in-court to select
the action they need to take on the item. “Submit” will send the item to the final invoice approval

screen, below. “Revise” will send the item back to the CA. Once the action to be taken is selected, click
the “Take Action" button.

|Submit V| Take Action

-- Please select an action --
Revise

If the project manager took the “Submit” action, the project manager will then be prompted to approve
the payment for the project Cost part of TUC and enter the Approved date.

Are you sure you want to approve the commitment invoice?

Approval Date: '=‘| [ 02.08.2

2024 1]

Yes, Approve Mo, Cancel

If “Revise” was selected, a comment screen will appear which, in this case, is required. After comments
are entered into the space provided, click “Revise” to complete and send the comments.

Add a comment.

* Add Comment

PNfate
2 .
Check Spellin Revise ancel
19E Payment Application at Substantial Completion

NOTE: This workflow step does not complete Substantial Completion on the project nor cause the
creation of a “7810 Certificate of Substantial Completion”, which, instead, is a separate procedure, which

begins using the “7805 Contractor Request for Substantial Completion Inspection”, that the GC/CMR
initiates, as shown in Section 30.
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Instructions for the “Substantial Completion” step in the 7390 Process:

If the GC/CMR user indicated that the payment application is at substantial completion by selecting
“Substantial Completion” in the “Type of Payment Application” field in step 19A.02B, when the GC/CMR
user takes action, the process instance will close and the GC/CMR user can reopen it in the “Substantial

Completion” Step.

To locate the process instance, click on the “Processes” module for the project, under the Project Menu,
to locate the 7390 Payment Application process instance which should be in its “Substantial Completion”
step. Click on this instance’s number or subject to open it.

©

CONNECTICUT

Project Menu

> ' Details
%o Planning

Forms

> I= lIssues

» |=' Documents

Project Processes Bi-38-123 - Thisis a test -

Filter Processes

c‘ Q 7390A @

PROCESSES REPORTS

Instance 1 State Subject Step

7390A-100001] o BI-3B-123 - Application for Payment
-23 - Completion

RI-2R-122 - Annliratian far Pavmant

In this step, upload all of the documentation required for the Substantial Completion Application in the
“Documents” tab of the process instance.

Project: BI-3B-123 - This is a test

Process Document:

7390A - 100001 - 23

Overall Due Date:

Show History | Current Actors

Current Workflow Step:

Substantial Completion Show Workflow Diagram

Step Due Date:

Subject: BI-3B-123 - Application for Payment -
Counter Prefix: 100001
Status: Submitted

Details Comments (0) Documents (0)

Expand All | Collapse All

Data

Attached Processes (0) Attached Forms (0)  Attached To (0)

In the Documents tab, above, upload all documents required for Substantial Completion.

From SECTION 01 29 76 PROGRESS PAYMENT PROCEDURES

G. Application for Payment at Substantial Completion: Following issuance of the Certificate of Substantial Completion submit an Application for
Payment form; use the form as required by the Owner. Present the required information on electronic media printout as applicable that include,

but are not limited, to the following:

1. This application shall reflect Certificates of Partial Substantial Completion issued previously for Owner occupancy of designated portions of the

When complete, at the top or bottom of the form, the GC/CMR clicks, “Please select an action”, to
choose the workflow action desired.
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-- Please select an action -- w

-- Please select an achon —

The options include:

e “Submit” to submit the Payment Application for the creation of a PDF draft to the CA in the
Payment Application workflow, as indicated in 0175 TUC Guidance Manual, Section 19A.

e “Void” to void the Payment Application instance. This action is permanent and cannot be
undone.

e “Revise” to send the Payment Application instance back to the GC/CMR at the workflow step
that allows the GC/CMR to further edit it and make corrections.

After making a selection, click the “Take Action” button to forward the application process to the next
respective user.

As with other processes in TUC, a “Save” button is also available to allow the user to save the process
instance without clicking “Take Action” yet, to return later for further edit.

19E.02 7390 Process

After the GC/CMR user has clicked “Submit” in 19F.01, the 7390 will be sent to the CA for further action.
Please refer to Section 19B — CA User for CA instructions. If the CA sends the Payment Application back
to the GC/CMR for revisions, the GC/CMR’s workflow may include a return to the Substantial Completion
step.
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19F Final Payment Application
19F.03 Final Payment Application step

If the GC/CMR user indicated that the payment application is for a final payment by selecting “Final” in
the “Type of Payment Application” field in step 19A.02B, when the GC/CMR user takes action, the
process instance will close and the GC/CMR user can reopen it in the “Final Payment” Step.

To locate the process instance, click on the “Processes” module for the project, under the Project Menu,
to locate the 7390 Payment Application process instance which should be in its “Final Payment” step.
Click on this instance’s number or subject to open it.

Project Processes |B-38127- Tissatest =
ca 7390A @

PROCESSES REPORTS

stance !  State Subject Step

Project Menu

Open - Application for Payment - - | Final Payment

e

> = Details

®o Planning ey ———
Forms
> H Issues Page View ~

'E Processes

> I Documents

In this step, upload all of the documentation required for the Final Payment Application in the
“Documents” tab of the process instance.

-, A
& e-Builder o O
7390 Application And Certification For Payment Delete Instance Workflow Override | | All Fields View
(7390A) _ 'I O - 'I Instructions
-- Please select an action -- v Check Spelling Print Copy Delegate Save Cancel
Project: BI-3B-127 - This is a test
Process Document: 7390A-10-1 Overall Due Date:
Show History | Current Actors
Current Workflow Step: Final Payment Show Workflow Diagram Step Due Date:
Subject: - Application for Payment -
Status: Submitted

Details Comments (0) Documents (0) Attached Processes (1) | Attached Forms (0) ~ Attached To (0)

Expand All | Collapse All
Data ~

In the Documents tab, above, upload all documents required for Final Payment.

Final Payment Application: Administrative actions and submittals that must precede or coincide with submittal of the final Application for Payment include, but are not limited, to the
following:

1. Completion of Project Closeout requirements.
2. Completion of list of items remaining to be completed as indicated on the attachment to the Certificate of Substantial Completion.
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The GC/CMR then indicates the following:

By taking the "Submit” action on this step, the authorized representative of the General Contractor or Construction Manager at Risk agrees to the following:

The undersigned General Contractor or Construction Manager at Risk (the “Contractor”) certifies that this Application for Payment has been executed by & person authorized to sign
legal documents on behalf of the Contractor. Furthermore, the undersigned Contractor certifies that to the best of the Contractor's knowledge, information and belief, the Work
covered by this Application for Payment has been completed in accordance with the Contract Documents, that all amounts have been paid by the Contractor for Work for which
previous Certificates for Payment were issued and payments were received from the Owner, and that the current payment shown herein is now due.
Does the person signing the ONo
Application for Payment for :
the GC or CMR agree to the
above?:
Is All of the information OnNo
required for final payment :
uploaded:

When complete, at the top or bottom of the form, the GC/CMR clicks, “Please select an action”, to
choose the workflow action desired.

-- Please select an action - v
-- Please select an action —
Submit
Void

The options include:

e  “Submit” to submit the Payment Application for the creation of a PDF draft to the CA in the
Payment Application workflow, as indicated in 0175 TUC Guidance Manual, Section 19A.

e “Void” to void the Payment Application instance. This action is permanent and cannot be
undone.

e “Revise” to send the Payment Application instance back to the GC/CMR at the workflow step
that allows the GC/CMR to further edit it and make corrections.

After making a selection, click the “Take Action” button to forward the application process to the next
respective user.

As with other processes in TUC, a “Save” button is also available to allow the user to save the process
instance without clicking “Take Action” yet, to return later for further edit.

19F.04 7390 Process

After the GC/CMR user has clicked “Submit” in 19F.03, the 7390 will be sent to the CA for further action.
Please refer to Section 19B — CA User for CA instructions. If the CA sends the Payment Application back

to the GC/CMR for revisions, the GC/CMR’s workflow may include a return to the Final Payment
Application step.
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Section 20: Request for Information

20.01 GC/CMR RFI Submission - Accessing the Process

Log in to TUC: https://gov.e-builder.net. On your homepage, find your project by clicking on the top tab
for “Projects”.

Follow the instructions provided in Section 1 to access the project and initiate an RFI process instance.

When the pop-up window that is the RFI form appears. Complete the answers to the questions asked in
the form.

7310 Request For Information (7310) Instructions

Start Process Print  Check Spelling Submit Save Draft Cancel

Project “Testing6723a Project Name
Process 7310 Request For Information

* Date Due: 10182023 |

Details  Documents (0)  Attached Processes (0)  Attached Forms (0)

Expand All| Collapse All

* Question:

Spec. Section;

Proposed Solution:
\

Drawing Number:

Is There a Potential Cost OvesONo
Impact?:

Is There a Potential Time OvesONo
Impact?;

Print Check Spelling Submit Save Draft Cancel

The RFI “Subject” field is available for editing. Please enter a subject describing the RFI.

7310 Request For Information (7310)

Start Process Print Check Spelling
Project: BI-3B-125 - This is a test
Process: 7310 Request For Information
* Subject: | ‘

* Date Due: 05142024 | [

In the “Documentation” section, there is a file field for each user type in the RFI process to upload
documentation. See step 7A.02 for instructions on uploading into file fields. Only documentation
uploaded into these fields will be included in the RFI PDF for the record.

Documentation

GC/CMR Documentation for Drag and drop file here or Browse e-Builder Browse Computer
RF:

/E Documentation for RFI:

CA Documentation for RFI:
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If the user would like to save the RFI, and keep it in draft form for future editing, the “Save Draft” button
is available.

7310 Request For Information (7310)

Instrsctions

Start Process Print Check Spelling Subamit Save Draft Cancel

The RFl is saved as a type of TUC “Process instance”.

To locate the draft Process instance that is the draft RFI, go back into the project, and open the Processes
module within the project.

Eapar A Book

Armtiis Partr gL Cractry

Proceed as follows to change the Process filter settings to find the process instance you are looking for.
1. Select “7310 Request for Information (7310)” from the “Search Processes” dropdown menu.

2. Thefiltered list will appear as displayed below. Click on the instance you wish to open. A pop-up will
open of the process instance selected.

X
Processes For | +Testings723a Project Name - < Process

Start Selected Process Type  StartProcess

0-X1 Test 1105 Project Intake ... (0-X
In My Court In Progress V/ Process: 7390 Applic .. €3

1105R Project Revision Request (11(

7055 Construction Phase Agency ..

Processes  Reports (0)

— 2

7310 Request For Information (731C

1 Show | 1000 v 7360 Change Order (7360)

(| Process « Subject 's'i'ns:" g:‘: Status 5:::":’:::

7390 Application and Certifica ... |
A/E Invoice (InvAE)
A/E Invoice - deprecated - do ... (In£

Potential Change Order (PCO)

When the user is ready to submit the RFI, click “Submit”. This will cause the RFl to be sent into workflow.

7310 Request For Information (7310)

Inntrisetians

Start Process Print  Check Speliing  Submit  SaveDraft  Cancel
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The CA will receive an email notification from TUC that an RFl is pending. To access the pending RFI, the
CA can either click on the link in the email and the browser instance will appear as a pop-up; or

Process instance is in your court. To view details or take action

Alternatively, to navigate to the process instance through the TUC website, follow the instructions

provided in Section 1 .

Proceed as follows to change the Process filter settings to find the process instance you are looking for:

1. Select “7310 Request for Information (7310)” from the “Search Processes” dropdown menu.

2. Thefiltered list will appear as displayed below. Click on the instance you wish to open. A pop-up will

open of the process inst

Processes For | “Testings723a

ance selected.

Project Name

Start Selected Process Type

In My Court In Progress

Processes  Reports (0)

H—2

1 Show | 1000 v

[ | Process « Subject

+ Process: 7390 Applic .. €3

< Process

Start Process

0-X1 Test 1105 Project Intake ... (0-X
Status

1105R Project Revision Request (11C

In Step
Since

7055 Construction Phase Agency .
7310 Request For Information (731C

7360 Change Order (7360)

Date
Due | Status

Requested
Comment

+/ 7390 Application and Certifica ... |
A/E Invoice (InvAE)
AJ/E Invoice - deprecated - do ... (Inf

Potential Change Order (PCO)

Once the process instance opens, the CA can review all of the information entered, including the files
uploaded to the file fields in the “Documentation” section, and any comments made regarding the RFI
under the “Comments” tab. The CA will then return to the “Details” tab and provide a response to the
editable questions. The CA has the option to “Save” its edits and return for further edits, if it so chooses,

by clicking the “Save” button.

7310 Request For Information (7310) - 3

Project
Process Document:

Current Workflow Step:
Subject:
Status:

-- Please select an action -- v/

“Testing6723a Project Name

7310-3

Show History | Current Actors

CA Review & Action Show Workflow Diagram
Timothy O'Brien

Submitted

Details__Comments (?) _Documents (1) |At\a[h§dPro(sssEs(U] Attached Forms (0)

Expand All| Collapse All

Workflow Override | All Fields View | Instructions
Check Spelling | Print  Copy | Delegate | Save | Cancel
* Overall Due Date: 08.102023

Step Due Date:

Attached To (0)

Question:
Proposed Solution
Specification Section
Drawing Number

Is There a Potential Cost
Impact?:

Is There a Potential Time
Impact?

Is an Agency Change
Request Needed?:

sdfvdsfusfug

OvesOno

OYesOno

No
Yes -
Yes -

Pending
Completed

INote: Please hold Cirl to select multiple items from the list

-- Please select an action -- ¥

Check Spelling

Print  Copy  Delegate Cancel
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In the “Documentation” section, there is a file field for each user type in the RFI process to upload
documentation. See step 7A.02 for instructions on uploading into file fields. Only documentation
uploaded into these fields will be included in the RFI PDF for the record.

Documentation

GC/CMR Documentation for
RFI:
AJE Documentation for RFI:

' 1 Fl- — I N .
CA Documentation for RFI: Drag and drop file here or Browse e-Builder Browse Computer

At the top and bottom of the form are pull-down menus that allow the user who is ball-in-court to select
the action they need to take. “Submit” will forward the RFI to the A/E for review. “Revise” will return the

RFI to the GC/CMR for any corrections that are needed. Once the action to be taken is selected, click the
“Take Action" button to complete the action.

| Submit v | Take Action

-- Please select an action --
I
1 Revise

If “Revise” was selected, a comment screen will appear which, in this case, is required. After comments
are entered into the space provided, click “Revise” to complete and send the comments.

Add a comment.

* Add Comment

ate

X Y

Check Spellin Revise ancel

20.03 A/E RFI Review - Accessing the Process

The A/E will receive an email notification from TUC that an RFl is pending. To access the pending RFI, the
A/E can either click on the link in the email and the browser instance will appear as a pop-up; or

Process instance is in your court. To view details or take action

Alternatively, to navigate to the process instance through the TUC website, follow the instructions
provided in Section 1 .

Proceed as follows to change the Process filter settings to find the process instance you are looking for:

1. Select “7310 Request for Information (7310)” from the “Search Processes” dropdown menu.
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2. Thefiltered list will appear as displayed below. Click on the instance you wish to open. A pop-up will
open of the process instance selected.

X
Processes For < Process

“Testing6723a Project Name -

Start Selected Process Type

Start Process Q

In My Court

Processes

Reports (0)

—2

In Progress

v/ Process: 7390 Applic .. € Status

Show | 1000 v

Process «

Subject

In Step
Since

Requested
Comment

0-X1 Test 1105 Project Intake ... (0-X

1105R Project Revision Request (11(

7055 Construction Phase Agency ..

7310 Request For Information (731¢C
7360 Change Order (7360)

/' 7390 Application and Certifica ... |

A/E Invoice (InvAE)

AJ/E Invoice - deprecated - do ... (In/

Potential Change Order (PCO)

Once the process instance opens, the A/E can review all of the information entered, including the files
uploaded to the “Documents” tab, and any comments made regarding the RFl under the “Comments”
tab. The A/E will then return to the “Details” tab and provide a response to the editable questions. The
A/E has the option to “Save” its edits and return for further edits, if it so chooses, by clicking the “Save”

button.

7310 Request For Information (7310) - 3

Workflow Override All Fields View Instructions
Check Spelling Print Copy Delegate Save Cancel
Project: *Testing6723a Project Name
Process Document: 7310-3 * Overall Due Date: 08.10.2023 j

Current Workflow Step:
Subject:
Status:

Show History | Current Actors
CA Review & Action Show Workflow Diagram Step Due Date:
Timothy Q'Brien

Submitted

[ Comments &y

Documents (1)

Pached Processes () | Attached Forms (@) | Attached To (0)

Expand All | Collapse All

Question:

Proposed Solution:
Specification Section:
Drawing Number:

Is There a Potential Cost
Impact?:

Is There a Potential Time
Impact?:

Is an Agency Change
Request Needed?:

[SaTeTeTg

OvesOno

O vesONo

No
Yes - Pending
Yes - Completed

Note; Please hold Ctrl to select multiple items from the list.
— =

-- Please select an action -- v

Check Spelling

Print Copy Delegate Cancel

In the “Documentation” section, there is a file field for each user type in the RFI process to upload
documentation. See step 7A.02 for instructions on uploading into file fields. Only documentation
uploaded into these fields will be included in the RFI PDF for the record.

Documentation

GC/CMR Documentation for
RFI:

A/E Documentation for RFIl:

or Browse e-Builder Browse Computer

CA Documentation for RFI:
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At the top and bottom of the form are pull-down menus that allow the user who is ball-in-court to select
the action they need to take. “Respond” will forward the RFI to for final determination. “Return” will
return the RFI to the CA for any corrections that are needed.

-- Please select an action -- V|

-- Please select an action --
Respond ST
Return

If “Return” was selected, a comment screen will appear which, in this case, is required. After comments
are entered into the space provided, click “Return” to complete and send the comments.

* Add Comment

Phfate

Check Spelling  Return )ancel

To request comment from subconsultants using the TUC process, go to the “Comments” tab of the RFI
instance and click the “Request Comment” button.

7310 Request For Information (7310) - 3 Workflow Override Al Fields View  Instructions
-- Please select an action -- v Check Spelling Print Copy Delegate Save Cancel
Project: *Testing6723a Project Name

Process Document:

¥ Overall Due Date: 08.102023 [

Show Workflow Diagram Step Due Date:

Current Workflow Step:
Subject: Y
Status: Submitted
Dftails = Comments(2) =~ D&&ments (1)  Attached Processes () ~ Attached Forms (0)  Attached To {0)

Request Comment Cgmment

Private | Comment ~

After clicking the “Request Comment” button, a pop-up will appear that allows the A/E to select their
subconsultant usernames in the “To” field and pressing the arrow button to move them to the right
panel. The “Message” field allows the A/E user to provide instructions to the subconsultants. Then the
“Request Comment” button sends a comment request notification to the subconsultant.

*To

sting (Department of Administrative
sting1 (DAS)

Allow external users to
attach files

* subject ACTION REQD - *Te

Note - Participants accessing the process extemally will see 2ll comments and attachments.

Request Comment | Caplcel
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When the subconsultant responds, their comments will be posted in the “Comments” tab of the RFI
instance.

20.04 CA Determination and Hold Steps

After the A/E completes their review, the RFI will be forwarded to the CA for final determination. To

access the RFl instance, the CA should follow the steps outlined in Section 20.02 to open the process
instance.

Once the process instance opens, the CA can review all of the information entered, including the files
uploaded to the “Documents” tab, and any comments made regarding the RFl under the “Comments”
tab. The CA will then return to the “Details” tab and provide a response to the editable questions.

7310 Request For Information (7310) - 3

Workflow Override All Fields View Instructions

-- Please select an action -- ¥ Check Spelling Print Copy Delegate Save Cancel
Project: *Testing6723a Project Name

Process Document:

* Overall Due Date: 0s0.2023 [

Current Workflow Step: CA Determination 5 Step Due Date:
Subject: Timathy O'Brien
Status: Submitted
Details Comments(2) = Documents(l)  Attached Processes (0)  Attached Forms (0)  Attached To (0)
Expand All | Collapse Al
Question: sdfvdsfvsfug

Proposed Sclution:
Spedification Section:

Drawing Number:

Is There a Potential Cost Impact?: ®@vesONo
Is There a Potential Time Impact?: @ ves O No
Is an Agency Change Request No
Needed?:

Yes - Pending
Yes - Completed

Note: Please hold Ctrl to select multiple items from the list
A/E Response: This is the A/E response.

A/E Responze Date: 11.22.2023
CA Comments:

&%

In the “Documentation” section, there is a file field for each user type in the RFI process to upload
documentation. See step 7A.02 for instructions on uploading into file fields. Only documentation
uploaded into these fields will be included in the RFI PDF for the record.

Documentation

GC/CMR Documentation for
RFI:
A/E Documentation for RFI:

CA Documentation for RFl: D

o
m

or  Browse e-Builder Browse Computer

At the top and bottom of the form are pull-down menus that allow the CA to select the action they need
to take. Workflow actions available at this step are:
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| -- Please select an action - v :

-- Please select an action --
Determination Il Due Date:

Return
g p Due Date:
GC/CMR Revise

Ag Ch Req

e Determination, which causes a PDF of the completed RFI to be sent to the contractor and other
users, and the workflow will go to a Hold Step, from which the CA may send the RFI to the A/E to
begin a Proposal Request or close the RFI.

e Return, which sends the RFI back to the A/E step.

e GC/CMR Revise, which sends the RFI back to the GC or CMR for revision.

e Ag Ch Req, which generates an RFI PDF and initiates an Agency Change Request process
instance. The Agency role users on the project will receive a notification and will be able to
complete an Agency Change Request application, that could lead to a Proposal Request based on
an approved 7055 Agency Change Request.

If the CA selects “Return”, the RFI will be returned to the A/E with instructions for correction

If the CA selects “Determination”, a PDF of the completed RFI will be sent to the contractor and other
users and the workflow will go to a Hold Step, from which the CA may send the RFI to the A/E to begin a
Proposal Request or close the RFI.

In the CA Hold Step, the workflow options available are:

e Close Item, which closes the RFl workflow.
e Return, which sends the RFI back to the Determination step.
e To A/E for PR, which sends the RFI to the A/E to begin a Proposal Request.

20.05 A/E Proposal Request Step

If the CA sends the RFI to the A/E for the initiation of a Proposal Request, the A/E will receive an email
notification to that effect. To access the RFl instance, the A/E should follow the steps outlined in Section
20.03 to open the process instance.

The purpose of the RFI process instance at this step is to launch a Proposal Request instance. After
opening the process instance, note the yellow “Warning” banner at the top of the page. The “Warning”
does not indicate an error. It is only to bring the user’s attention to it. The only action the A/E should
take is to click the “Click here” link in the banner.
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7310 Request For Information (7310) - 55 Instructions

A draft Potential Change Order has been automatically crea vide required Commitment Change information and submit the instance.

/ Print Cancel

Click Here

After clicking “Click here,” an instance of the “Potential Change Order (PCO)” process type will be
launched. This is an entirely new process type and an entirely new process instance. The “Potential
Change Order (PCO)” is the umbrella name for a process that begins with Proposal Requests and may
generate into CCDs and/or COPs. See the instructions for the “Potential Change Order (PCO)” process in
Section 21 for how to proceed with this process.

Note that the RFI’s workflow process will be automatically completed when the Submit button is pressed
by the A/E user in the Proposal Request part of the “Potential Change Order (PCO)” process, meaning
that no further action needs to be nor should be taken by users on the RFI.

Potential Change Order (PCO) Instructions
Start Process Print Copy Check Spelling Show Workflow Submit Save Draft Delete Draft Cancel
Project: *Testing6723a Project Name
Process: Potential Change Order
* Subject: Timothy O'Brien (7310 - 3)
Details =~ Documents (0) ~ Attached Processes (1) Attached Forms (0)

Expand Al | Collapse Al

Proposal Request

Note:
While this form is a part of the Proposed Change Order/Change Order Proposal process in e-Builder, at this point in the process, you are submitting a Proposal
Request. A PCO/COP may be created as a result of your Proposal Request, later in the workflow of this process.

* Description of the Work: This is the A/E response.
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Section 20A: Agency Change Request

20A.01 Beginning a process instance (user role: Agency)

Log in to TUC: https://gov.e-builder.net. On your homepage, find your project by clicking on the top tab
for “Projects”. Follow the instructions provided in Section 1 to access the project and start the invoice

process instance. In the Process type selection pop-up window, click on the name of the “Agency Change
Request (AgCh)” process and then click on the Start button in the lower right.

Select process

‘ Q  Agency Change Request (AgCh) ——
/

I v Agency Change Request [Agch]‘ a

20A.02 Agency Change Request — Pre-Construction or Construction (user role: Agency)
The draft process instance is initiated, the Agency user enters a subject for the Agency Change Request

instance, selects whether it is for “Pre-Construction” or “Construction or Post-Construction” and clicks

“Initiate.” If “Pre-Construction” is selected, go to step 20A.03. If “Construction or Post-Construction” is
selected, go to step 20A.06.

Agency Change Request (AgCh)

Start Process

Print Check Spelling Save Draft Cancel

Project: BI-3B-123 - This is a test
Process: Agency Change Request
* Subject: This is what that agency change request is for |

Details = Documents (0)  Attached Processes (0) =~ Attaciyed Forms (0)

Expand All | Collapse All

Data

Pre Construction Or

T
-- Please select an option --
Construction:

ease sele ptio
Pre-Construction
Construction or Post-Construction

Spelling Initiate Save Draft Cancel

NOTE 1: In many steps of the Agency Change Request process, users who have taken a workflow action are

prompted with a screen that allows them to leave a note for subsequent users in the workflow. On

this screen the middle button below the comment block completes the workflow action. (“Initiate”, in
this example, but the specific word may be different.)
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Agency Change Request (AgCh)

Add a comment.

Add Comment

L) private

Check Spelling Cancel

NOTE 2: As s the case of step 20A.02, in many steps, the user who took the workflow action may also be the
user in the next step, as well. To access the workflow instance again, in the project’s Processes
modaule, click the circle arrow button (sometimes repeatedly), until the Step column shows the next
workflow step. Then click on the instance number to re-open the process instance.

%’a e-Builder.

My Home Dashboard Projects Processes Documents Contacts  Cost Reports Setup

c Project Processes |bi-38-12:2 - Thisis a test -

CONNECTICUT
- [d- | o

—

Project Menu pROC ;m@m\

> Details

o Planning \ In St
Ediitie (] | Instan... | State Subject Step s?m:p Date Due
i=  Issues 0| FECh-Tle Open This is what that agcncm‘ Agency - PreConstr Jul 30, 2024

*[f Processes requestis for

20A.03 Filing a 3055 Agency Change Request during pre-construction (user role: Agency)

If “Pre-Construction” was selected in step 20A.02, re-open the process instance again, either by clicking “Click
Here” on the notification email the user should have received or as instructed in Note 2 or step 20A.02.

That will bring the user to the 3055 Preconstruction Agency Change Request form. After completing the form,
select a workflow action and click “Take Action,” when done. Available workflow actions are:

e Submit, which submits or resubmits to the DAS Project Manager)
e Construction, which sends the request to the 7055 Construction Phase Agency Change Request branch
of the workflow, if the request was incorrectly sent to the preconstruction workflow branch.

A “Save” button is also available, allowing the user to save work and return to the process instance later (see
Note 2 or step 20A.02) to complete this step.

Note: Only files uploaded into file fields on the Details tab, below, will be attached as supporting documents to
the 3055 form. No other documents in the Documents tab, above, will be included.
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An "Agency 3055 Supporting Docs" file field is available for supporting documentation. Note the "Remove" link
that appears below the filename, after it is saved for submitted that allows it to be removed and replaced.

Agency 3055 Supporting Docs:
Drag and drop file here or  Browse Computer Browse e-Builder

irap Jie ne

B J U | EEEEMN RS T|S

>
~ Check Spelling Print Copy Delegate Save Cancel

20A.04 Project Manager 3055 Review (user role: DAS Project Manager)

The DAS Project Manager will receive a workflow email notification or can open the process instance
from the project Processes in TUC. Then the Project Manager is able to review the Agency Change
Request that was submitted. The process instance should show the DAS Project Status, the Construction
Budget and the Total Project Cost, as this information appears on the project Details Page. In this Agency
Change Request step, the Project Manager is able to make changes to this information, which will then

update the project Details Page, if the Agency Change Request is approved.

Note: Only files uploaded into file fields on the Details tab, below, will be attached as supporting
documents to the 3055 form. No other documents in the Documents tab, above, will be included.

A "DAS PM 3055 Supporting Docs" file field is available for supporting documentation. Note the
"Remove" link that appears below the filename, after it is saved for submitted that allows it to be

removed and replaced.

To complete this workflow step, the Project Manager selects a workflow action and clicks “Take Action”.

Available workflow actions are:

0000 Guidance Manuals
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e Approve, which sends the proposal to the ADPM in workflow.

e Construction, which sends the request to the 7055 Construction Phase Agency Change Request
branch of the workflow, if the request was incorrectly sent to the preconstruction workflow
branch.

e Revise, which sends it back to the Agency user for further action.

ission awaiting approval - Design I v

tion | Check Spelling Print Copy Delegate Save Cancel

20A.05 ADPM, DPM and Deputy Commissioner/Chief Architect review (user role: ADPM, DPM and
Deputy Commissioner/Chief Architect)

Review steps for ADPMs, DPM and Deputy Commissioner/Chief Architect are similar. In the 3055 branch
of the workflow, approvals are by ADPM and DPM. There is an additional Deputy Commissioner/Chief
Architect approval for 7055s.

To complete this workflow step, select a workflow action and click “Take Action”. Workflow actions
available are:

e Approve, which sends the proposal to the next approver in workflow, or approves the item, in
the case of the final approver.

e Revise, which sends the item back to the previous user in the workflow for further action.

-- Please select an action -

20A.06 Agency Change Request — Construction Phase (user role: Agency)

If “Construction or Post-Construction” was selected in step 20A.02, re-open the process instance again,
either by clicking “Click Here” on the notification email the user should have received or as instructed in
Note 2 or step 20A.02.

After completing the form, select a workflow action and click “Take Action,” when done. Available
workflow actions are:
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e  Submit, which submits or resubmits to the DAS Project Manager)

e Preconstruction, which sends the request to the 3055 Preconstruction Agency Change Request
branch of the workflow, if the request was incorrectly sent to the construction workflow branch.

A “Save” button is also available, allowing the user to save work and return to the process instance later
(see Note 2 or step 20A.02) to complete this step.

Note: Only files uploaded into file fields on the Details tab, below, will be attached as supporting
documents to the 7055 form. No other documents in the Documents tab, above, will be included.

An "Agency Supporting Docs" file field is available for supporting documentation. Note the "Remove" link
that appears below the filename, after it is saved for submitted that allows it to be removed and replaced.

Agency Supporting Docs: Drag and drop file here or Browse Computer = Browse e-Builder

7055
Construction Phase
Agency Change Request

4

v Check Spelling Print Copy Delegate Save Cancel

20A.07 Project Manager 7055 Review (user role: DAS Project Manager)

The DAS Project Manager will receive a workflow email notification or can open the process instance from
the project Processes in TUC. Then the Project Manager is able to review the Agency Change Request that
was submitted. The process instance should show the DAS Project Status, the Construction Budget and the
Total Project Cost, as this information appears on the project Details Page. In this Agency Change Request
step, the Project Manager is able to make changes to this information, which will then update the project
Details Page, if the Agency Change Request is approved.
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The Project Manager should also indicate whether a Proposal Request is needed for this item. If the Project
Manager indicates that a Proposal Request is needed, the workflow, upon approval, will prompt the project
A/E users to go into the Agency Change Request process to initiate a “Proposed Change Order” process
instance.

Note: Only files uploaded into file fields on the Details tab, below, will be attached as supporting documents
to the 7055 form. No other documents in the Documents tab, above, will be included.

A "DAS PM Supporting Docs" file field is available for supporting documentation. Note the "Remove" link
that appears below the filename, after it is saved for submitted that allows it to be removed and replaced.

DAS PM Supporting Docs: Drag and drop file here or  Browse Computer Browse e-Builder

To complete this workflow step, the Project Manager selects a workflow action and clicks “Take Action”.
Available workflow actions are:

e Approve, which sends the proposal to the ADPM in workflow.

e Preconstruction, which sends the request to the 3055 Preconstruction Agency Change Request
branch of the workflow, if the request was incorrectly sent to the construction workflow branch.

e Revise, which sends it back to the Agency user for further action.
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Construction Phase:
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| DAS Project Status:

[ M-1300 Master Plan / Study |

Specifications Section(s) / Number(s):
Drawing (s) Number(s):

Paragraph(s):

Detail(s) Number(s):

Requested Change_:

Estimated Total Cost of Additional Fees:
Funds Source:

using contingency:

Contigency Amount:

Contingency Available Funds:
Potential Other Costs:

Possible Amount of Other Costs:

JConstruction Budget:

Total Project Cost:

40
i

Authorized_Agency_Representative_Name:
Authorized Agency Representative Date:

Authorized BOR Representative Name /
Title:
Authorized BOR Representative Date:

O'Brien, Timothy
07.18.2024

* |5 a Proposal Request Needed?:

Yes

MNote: Please hold Ctrl to select multiple items from the list.

% Project Manager Name:
* Project Manager Date:

| Please select...

w

-- Please select an action -- v

Check Spelling
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Section 21: Proposal Requests

21.01 The “Proposed Change Order (PCO)” process
The “Proposed Change Order (PCO)” process is an TUC process type. This process contains three
different forms:

e Proposal Request
e Change Order Proposal (COP)
e Construction Change Directive (CCD)

Different parts of the PCO process workflow contain these three different forms. PCO instances always
start as Proposal Requests. Proposal Requests can then become Change Order Proposals, and CCDs may
optionally be initiated from the COP part of the workflow by the CA.

The three parts of the workflow are:

Proposal Request

Initiator

Revise

Revise

Re-Submit
Proposal
Request - CA
Confirm
Start Submit fmos Reviewed

Request - CA

) Confirm=Projected —
Revise

7330 Created
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Change Order Proposal

"

M <P
Recsived

& &> ‘

The final step of the PCO process is the “PCO Hold and Bundle” step. No further action is required within
the PCO process once it reaches that step. The CA uses the 7360 Change Order process to “bundle” the
PCO instances into Change Orders, and the Change Order process automatically finishes the PCO process
for bundled PCO instances.

21.01 Proposal Requests Initiated From RFI Process

After the Architect/Engineer has initiated a Proposal Request from the RFl process (See Sec. 20.05) or the
Agency Change Request process, the A/E user is brought to a draft Proposal Request, which is part of the
Proposed Change Order (PCO) process. The A/E then completes the form:

A. The Description of Work should populate from the RFI, but it can be edited, here, if appropriate.
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B. The A/E user selects the commitment of the contractor for whom the proposed change would apply.
Please be sure to select the correct commitment. If there is any question about this, the A/E should

contact the CA or PM.

C. The A/E user selects the correct “Reason Code” for the change. Only select reason codes that have

the parenthetical “(Changes)” after them. Do not select a change code that has “(Original)” after it.

D. The A/E should not enter anything under “Commitment Change Items”.

* Description of the Work: This the A/E response to the RFI.
A
LA CA Name
RFI Mo.: 60
RF| PDF: ¥L 7310-00060 - RF1 subject 1.pdf (version 1)
Properties | Download (122.8KE) | Redline

Agency Change Reguest
Number:
7055_file:

AJE Proposal Request Misc Drag and drop file here or  Browse Computer Browse e-Builder
Documents:

Commitment Change Details

* Commitment: GC-test-2 - Test I B Company:
Status: Draft
* Date Of Change: 12.13.2024 | C * Reason Code:

Manage Funding

D There are no Commitment Change ltems

Additional Scope Commitment Item

D

001 |
Account Code 2lease Select a Line Item

Commitment ltem

Description
Funding Rule
Retainage Percent 9,50

Current Budget
Change Amount

Custom Field[s)

*Sample Company

Select One.

Add All Existing Items

Add Exist

The A/E then clicks “Submit” to submit the Proposal Request into the PCO process workflow. The item
will receive a “PCO-___” change number designation in the Processes list for the project.

Proposal Requests sent back for revision.
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If the CA sends the Proposal Request back to the A/E initiator for revision, the A/E user makes changes
needed and selects “Re-Submit” to send it forward to the CA again. “Void” is also available as an action,
which permanently voids and closes the PCO instance. In either case, clicking “Take Action” executes the

selected action.

| -- Please select an action -- w |

-- Please select an action --
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21.02 Proposal Request First CA Step
Note: While the PCO process is normally initiated by the A/E from either the RFI process or the Agency

Change Request process, the DAS Project Manager and CA are both able to do so, as well. See the
instructions that apply to the A/E for Proposal Request initiation.

There are two CA steps in the Proposal Request workflow. At this step, the CA reviews the Proposal
Request to determine if it is acceptable to proceed to the contractor. The CA has two possible workflow
actions:

e “Reviewed” sends the Proposal Request forward in the workflow to the GC/CMR users.

e “Revise” sends the Proposal Request back to the A/E user who initiated the Proposal Request for
changes.

In either case, clicking “Take Action” executes the selected action.

& e-Builder.

Potential Change Order (PCO) - 2 Wor
| -- Please select an action -- v | Check Spelling
-- Please select an action --
Project: BI-38-123 - Thyysemmen
Process Document: PCO-2 Revise Overall Due Date:
Show History | Current Actors
Current Workflow Step: Proposal Request - CA Show Workflow Diagram Step Due Date:
Subject: Change__*Sample Company
Status: Submitted
Details Comments (0) Documents (0) Attached Processes (1) Afttached Forms (0) Attached To (0)

Expand All | Collapse All

Proposal Request

At this step, the CA is to create the new commitment lines that may be required for this potential change. In doing so, note
21.03 Proposal Request GC/CMR step
A GC/CMR user may then complete the contractor parts of the Proposal Request form.

If the Proposal Request is correct, the GC/CMR user can select “Reviewed” as an action step, which sends
it forward in the workflow to the CA, or “Revise”, to send it backward in the workflow for further
revisions. In either case, the GC/CMR can click “Take Action” to execute the action.
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& e-Builder

Potential Change Order (PCO) - 2

‘ -- Please select an action -- v ‘

-- Please select an action --
Project: BI-3B-123 - Thyysysmen
Process Document: PCO-2 Revise

21.03 Proposal Request Second CA step

At the second of the two CA Proposal Request steps, the CA user checks all of the information. The CA
user may then complete the Proposal Request, by selecting the workflow action, “Confirm”, which sends
the PCO instance forward to the COP part of the workflow. A “Cancel” is also available as an action,

which permanently voids and closes the PCO instance. Clicking “Take Action” executes the selected
action.

After the second CA step, the process generates a Proposal Request PDF and the process, itself, turns
into a Change Order Proposal. See Section 23.
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Section 22: Construction Change Directive (CCDs)

22.01 Construction Change Directive Initiation (CAs)

In TUC CCD consideration is a side workflow that is a branch of the Potential Change Order (PCO)
process. Consideration of a CCD is initiated by the CA at the CA’s COP workflow step (see step 23.03).

AJE Review

Approve=Pending

{ Revise
COP - CA J:\ |
NN \
N~
At this workflow step, the CA is required to upload a “CA review and acceptance” file. However, at this

step, a placeholder document is sufficient to allow the workflow to progress. Prior to approving the COP,
the CA must remove the placeholder and upload their actual review and acceptance letter.

Revise

Submit

* CA review and

or  Browse Computer Browse e-Builder
acceptance:

The CA begins CCD consideration by selecting the “CCD” workflow action and clicking “Take Action.”

Potential Change Order (PCO) - 29

| -- Please select an action -- v || I

Project: BI-3B-123 - Th
Process Document:

Current Workflow Step:
Subject:

Status:

This causes a draft CCD to be generated for consideration by subsequent users in the workflow and for
the workflow to progress to the DAS Project Manager.

Draft 7350 Construction ®L| PCO-00029 - Change_Bl-3B-123_Sample Company - _Draft_CCD.pdf (version 1)

Change Directive: Properties | Download (129.9KB) | Redline
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22.02 Project Manager CCD Review (PMs)

After the DAS Project Manager has reviewed the proposed CCD, the PM selects a workflow action and
clicks “Take Action”. Workflow actions available are:

1. Execute, which approves the CCD and sends it forward in the workflow.

2. Board Regents, which sends it the CSCU Agency user(s) for review, if appropriate.

3. Revise, which sends it back to the CA for revision or as a rejection.

-- Please select an action -- v | |

-- Please select an action --

Execute

Board Regents

Revise

22.03 CSCU Review (Agency)

After a CSCU Agency user has reviewed a CCD proposal received in the workflow, the user clicks “Take
Action” to complete the review.

| Reviewed v | Take Action

22.04 CCD Review by ADPMs, DPM and Chief Architect or Deputy Commissioner

Depending on the monetary amount or number of days to be changed by the CCD, the CCD may be sent
to the ADPM, DPM and Chief Architect or Deputy Commission or Approval. Each has the option to:

1. Approve, which approves of the CCD.

2. Revise, which sends the CCD back to the CA for revision or as a rejection.

All proposed CCDs go to the ADPMs. In the case of CCDs below $50,000 and with no schedule change,
the ADPMs have the option to “Receive” instead of the option to “Approve”.

| -- Please select an action -- v | |

-- Please select an action --

Approve

Revise

22.05 Contractor Review (GC/CMR)

After all other review and approval of the CCD, the GC/CMR user selects a workflow action and clicks
“Take Action”. Workflow actions available are:
1. Approve, which approves the CCD and causes the workflow to generate a PDF of the
approved CCD.
2. Reject, which rejects the CCD.

| -- Please select an action -- v

-- Please select an action --

Approve

Reject
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Both workflow actions cause the workflow to return to the GC/CMR COP step in the PCO process (see
step 23.02). If the CCD was approved, the PDF of the 7350 Construction Change Directive will appear in
the workflow instance.

7350 Construction Change ®L! PCO-00029 - Change_BI-3B-123_Sample Company - _CCD_Approved.pdf (version 1)
Directive: Properties | Download {130.1KB) | Redline
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Section 23: COPs

23.02 GC/CMR COP step

After a PCO process instance has advanced from the Proposal Request part of the process, as described
in Section 21, the GC/CMR user(s) are the step actor(s).

This is also the workflow step to which the process returns after the approval (or rejection) of a CCD. See
Section 22.

The GC/CMR user enters the Reason for Change.

* Reason for Change:

The GC/CMR upload a completed 7341 Change Order Workbook. The 7341 form is available on the DAS
Forms Library.

* 7341 Change Order 7341 Change Order Proposal Workbook from the DAS Forms Library and all needed supporting documentation.

Proposal Workbook: Drag and drop file here or Browse e-Builder Browse Computer

With schedule changes, the GC/CMR user then enters the Duration of the project, any number of
Schedule Change Days proposed by the COP and the New Date of Substantial Completion proposed by

the COP.
Duration {(Mumber of Days): This is the total project days after the proposed change.
@ |
ScheduleChangeDays:ﬂ This is the number of days that would be changed by the proposed change.
o |
New Date: & This is the new Substantial Completion date proposed by the change.

=

There is a "Misc COP Documentation” field to allow the GC/CMR user to upload any additional documentation that is
not otherwise included in the fields visible on the Details tab of the PCO process instance.

Misc COP Documentation: Drag and drop file here or Browse e-Builder Browse Computer

Complete the "Attachments" section, noting the attachments uploaded below, to be included with the COP.
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~

Attachments:
Change Order Proposal [J General Contractor or CMR Change Order Proposal d Subcontractor(s)
Workbook(s) General Workbook(s)
Contractor or CMR: Subcontractor(s):
Supporting Information: DSupplier(s} Supporting Information: | |
Supplier(s): Supplier(s) (text):
Supporting Information: [ Other Supporting Information: | |

Other: Other (text):

The GC/CMR reviews the address information fields. If the address information, below, is not your company's

correct billing address:

e Correct it, below.
e Please use the Request Comment option in the Comments tab of this PCO instance to inform

Timothy O'Brien at DAS that you have recorded an address change.

* GC-CMR_Address:

* GC-CMR _city:

|
|
* GC-CMR_state: |
* GC-CMR _zip: |

The GC/CMR user reviews the information under “Commitment Change Details and makes any proposed

corrections.

Commitment Change Details

* Commitment: - Company:
Status: Draft
* Date Of Change: 12.12.2024 * Reason Code: | Select One.. v

Add a proposed change SOV line using the “Add Additional Scope Commitment Item” part of the form.
Start by clicking on “Please Select a Line Item,” and clicking “03.100” for CMR projects or “03.200” for

DBB projects.

Add Additional Scope Commitment Item

Iltem Number ‘[}01 ‘

| Account Code Please Select a Line Item |

Commitment ltem ‘ ‘
Description ‘
Funding Rule | v
Retainage Percent ‘2,50 ‘

Current Budget
Change Amount ‘[},oo ‘

Custom Field(s) )

Add
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Budget Line Items

Account Code | Description

01.000 Total Acquisition (Land / Building)

02.000 Total Environmental Remediation & Haz-Mat Abatement By Owner

02.130 On-Call (ENV, HAZ)

03.100 Total CMR Construction Phase (WAOs, Cost of the Work, Allowances, CMR Fee, & Contingency)
103.200 Total DBB Construction Phase

Delete the automatically generated text in the “Commitment Item” field

Add Additional Scope Commitment Item

Item Number |[}[}1 |

Account Code 03.200
Commitment ltem | DRAFT - 02.200 |

Replace the Commitment Item text with the next available Commitment Item number in the SOV.

A B
Add Additional Scope Commitment Item
Item # Description of Work Item Number ‘ 001 ‘
Account Code 03.200
I'P 91[][]1 Total CMR Construction Phase Commitment [tem I GGE'I ‘
_ Descri ‘Total DEE Construction Phase
I‘P | 002 Total CMR Construction Phase
inage Percent ‘9,50 ‘
i® &0 Total DBB Construction Phas Current Budget | 400,151.00
0 [@gos This is the example change ite Change Amount 0,00 |

Custom Field(s) )

gst test test test

X oos

Enter the Description. This is the text that is to appear in the SOV.

Next, select that appropriate Funding Rule for this commitment.
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Add Additional Scope Commitment Item

Item Number ‘001
Account Code 03.200
Commitment Item ‘005
Description Example change item
Funding Rule _j[ State Bond Funds E
Retainage Percent ‘ 9.

Agency Transfer of Funds
Current Budget 400 ARPA Funds
Change Amount ‘0_ CHEFA Funds
ﬁ DAS Minor Capital Project Funds
Energy Funds
Federal Funds
HazMat Funds
Other Funds (Speaial Legislation, etc.)
School Construction Grant Funds
CA CCD ApprovES et Rt

Custom Field(s)

Construction Change [
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Next, check the Retainage Percent, enter the Change Amount and click Add.

Add Additional Scope Commitment Item

Iitem Number

Account Code

Commitment Item

001 |

3 00

Description Example change item
Funding Rule /| state Bond Funds v |
IRetainage Percent 9,50 I
Current Budget 400,151.00
|Change Amount 1.00 I
Custom Field(s) E

Add

The Change Item line just entered should appear, above, in the “Commitment Change Items” section. At
this point, any field with a pencil icon can be edited.

Commitment Change Items

Download Schedule of Values Templste  Import Schedule of Values ~ Manage Funding ~ Add All Existing Items | = Add Existing

Net Commitment |
Amount

Current C Change Amount

Amount

# Commitment Item Description Budget Line Item Funding Rule

Percent

P

Delete | 001 & 006 # State Bond Fun... 950 0.00 1.00 # 1.00

4 Example change item 03.200

Total 0.00 1.00 1.00

When complete, click the “Take Action” button, at the top or bottom of the form to move the COP to the
next CA step. There is also a “Save” button that permits the user to save work, close the process
instance, and then return to it later.

Potential Change Order (PCO)- 13
v Check Spelling Print Copy Delegate

The GC/CMR user will then be prompted to enter an optional comment. Clicking “Submit” completes the
workflow action and sends the COP to the CA.

Potential Change Order (PCO) - 13

Submit

Add a comment.

Add Comment

L] Private

Check Spelling Cancel
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When the CA user(s) receive the COP in the workflow, the CA user checks that the CA name is correct
and then uploads the CA review and acceptance letter.

Change Order Proposal

Description of the Work:

This is the response.

*ca

O'Brien, Timothy

RFI No.:
7341 Change Order Proposal Workbook:

7330 Proposal Request:

19
(®| 7341 Change Order Proposal Workbook (2).xlsx (version 2)

Properties | Download (97.7KB) | Redline

"L PCO-00013 - Change_BI-3B-123_Sample Company.pdf (version 1)

Properties | Download (123.2KB) | Redline

7350 Construction Change Directive:

Duration (Number of Days):
ScheduleChangeDays: 0
New Date:

I* CA review and acceptance: rag and drop file here or = Browse Computer I Browse e-Builder

After checking all of the other information on the form, the CA selects a workflow action and clicks “Take
Action”. The workflow actions are:

e  “Approve”, by which the CA user approves the COP and sends it forward in the workflow for
further approvals.

e “CCD”, which sends the PCO workflow instance to the CCD workflow. See Section 22.

e “Revise”, which sends the COP back to the GC/CMR for revisions.

e “Void”, which cancels the PCO instance and ends consideration of the COP, without approval. (A
Void action cannot be undone.)

Potential Change Order (PCO)- 13

-- Please select an action -- w |

—— | — Please select an action —-
BI-3B-123 - Approve

PCO - 13 cCD

Project

Process Document:

Show History | | Revise

COP - CA shof Void

Thamnman DT 20 177 #Cammnla Mammoam

Current Workflow Step:

Curhinct

23.04 A/ECOP step

When the A/E user(s) receive the COP in the workflow, the A/E user checks all of the information in the
form, uploads their A/E review and acceptance letter, select a workflow action and clicks “Take Action”.
Workflow actions are:

e “Approve”, by which the A/E user approves the COP and sends it forward in the workflow for
further approvals.
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e “Revise”, which sends the COP back to the CA for revisions.

& e-Builder

Potential Change Order (PCO) - 13

[—- Please select an action - v [

== Please select an action --

Bl-3B-123 - This is a test
PCO-13 Revizs Overall Du
‘.—.-.‘.'.' Histon
Current Workflow Step A/E Review Show Workf Step Du
Subject Change_BI-3B-123_*Sample Company
Status Pending
Details. Comments [ Dacuments [3 Attached Processss (1 Attached Forms (D \ttached To [(O)

Change Order Proposal

Description of the Work This is the response,
A C'Brien, Timathy
RFl No. 18
7341 Change Order Proposal I,k_l__ 1341 Change Oyder Proposal Workbook (2).xdsx [version 2)
Workbook Properties | Dowrioad (97.7KB} | Rediine
7330 Proposal Request T4 PCO-00012 -Change_BI-3B-123_Sample Company.pdf (version 1)

Properties | Downfoad |

23.2KE) | Rediine

7350 Construction Change Directive:

7340 COP_doc

Duration (Number of Days)
ScheduleChangeDays 0
Mew Date:
CA review and acceptance: "L sfipporting test 1b1a.pdf {version 5)

serties | Dowrlaad (35.6K8) | Reding

GC-CMR COP Approva

CA COP Approva

A/E review and acceptance: o

Browse Computer Browse e-Builder

23.05 Change Order Proposal Project Manager Review

Note: While the PCO process is normally initiated by the A/E from either the RFI process or the Agency
Change Request process, the DAS Project Manager and CA are both able to do so, as well. See the
instructions that apply to the A/E for Proposal Request initiation.

For COPs that propose an increased cost of $100,000 or more and/or propose a schedule change of 60 or
more days, there are three file fields for PMs to use in attaching the following documents to the COP:

e Project Status Report

e Project Contingency Report

e Funding Source
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DAS Project Managers have three workflow actions available on COPs:
e BOR- COP sends the item to the Agency user on CSCU projects.
e COP PM Approve allows the PM to approve of the COP
e Reject sends the COP back to the CA

-- Please select an action -- v

-- Please select an action —
BOR - COP

CCOP PM Approve
Reject

23.06 Change Order Proposal Agency Review

When agency users are sent a COP for review, they are able to complete their review and send the COP
back to the DAS Project Manager.

| Reviewed v | Take Action

23.07 COP Review by ADPMs, DPM and Chief Architect or Deputy Commissioner

Depending on the monetary amount or number of days to be changed by the COP, the COP may be sent
to the ADPM, DPM and Chief Architect or Deputy Commission or Approval. Each has the option to:

1. Approve, which approves of the COP.

2. Reject, which sends the COP back to the Project Manager.

All COPs go to the ADPMs. In the case of COPs below $50,000 and with no schedule change, the ADPMs
have the option to “Receive” instead of the option to “Approve”.

-- Please select an action -- w

-- Please select an action --

Approve
Reject
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Section 24: Change Orders

24.01 Change Orders — Navigating to the Project Processes Module

Log in to TUC: https://gov.e-builder.net. On your homepage, find your project by clicking on the top tab
for “Projects”.

Follow the instructions provided in Section 1 to access the project and start the invoice process instance.

24.02 Initiating a 7360 Change Order process instance (CA)

In the Processes module click the “Processes” button. Select “7360 Change Order (7360)”, and then click

“Start 7360”.
Select process x
Q |7360 Change Order (7360) | ¢— >

1105R Project Revision\nport (05PI)
For DAS use only.

1105R Project Revision Reque

Process for submitting a revised Capital Bgpject Inititation Request.

1135 - Task Letter V2 (TLV2)
This process is used for the creation of the task letters for On-Call contracts.

1135 TL - Cost Integrated V2 (TCIV2)

Process used by CSS to spawn the cost integration for an On-Call Consultant.

3050 Delegated Design Approval (3050)

6010 Bid Release Form (6010)
The "6010 Bid Release Form" process is used as follows: (1) for the DAS/CS*Rroject Manager to

bt Nid Filas Nid lofaronatinn and Aea Did Blaatine Infaro atian 0 tha DAENE Nea o s ant

Start 7360

When the Process instance opens, enter a Subject starting with the change order number, then click on
the “Potential Change” tab.

£ e-Builder O 0

7360 Change Order (7360)

Start Process Print Check Spelling Submit Save Draft Cancel
Project: BI-3B-201 - This is a test
Process: 7360 Change Order
* Subject: |ﬂ - This change Order

Details Documents (0) Attached Processes (0) Attached Forms (0} Potential Chang (0}
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In the:

1.“Potential Change” tab,
2. Click “Attach Existing”.

3. In the pop-up window that appears, check next to the “PCO” process instance(s) that are to be
included in the Change Order.

4. Click “Attach Existing” in the same pop-up window.

& e-Builder.

7360 Change Order (7360)
Start Process Print  CheckSpelling = Submit  SaveDraft  Cancel
Project BI-3B-201 - This s a test
Process 7360 Change Order
* Subject: 01 - This change Order
Detalls | Documents (0) | Attached Processes (0) | Attached Forms (0) 1
e ———— S — 2
Remo?” [ o |
25 gov.e-builder.net/da2/Processes/LockupProcess.aspx?LoadFromControl=18&woriginator=depProcNoEntity8:QS=FkdeN88miLkTpEe4Z/Dle82nwt38YW2 7x =

£ e-Builder

Remove  Attach Existing

Step Name:

o Print Check Spelling Submit Save Draft Cancel
Containing Text: //
=
PCO's e

/ Fiter

_____p | Attach Existing 4
Process e
[ i < - - .
I Prefix- | Subje Status | Created By _ €urrentStep Change Change

Number Amount Status
37 Counts )
Elvm7 Pending | O'Brien, Timothy PCO Hold and Bundle 002 0.00 Pending
0 pco-1 : Pending  O'Brien, Timathy PCO Hold and Bundle 002
Sample Company

200,001.00 Pending

Attach Existing

The COP, as a “Potential Change Order” instance, should then appear under the “Potential Change” tab.

Note: If no “Potential Change Order” instance is linked to the Change Order instance when the CA
submits, the workflow will go into error and the instance will be returned to the CA for correction in the
“Initiator Revise” step (see step 24.06).

& e-Builder

O 0
7360 Change Order (7360)

Auto saved Jun 20, 2024 03:01 PM

Start Process

Print Copy Check Spelling Show Workflow Submit Save Draft Delete Draft Cancel

Project: BI-3B-201 - This is a test
Process: 7360 Change Order
* Subject: 01 - This change Crder

Details  Documents (0)  Attached Processes (0) Attached Forms (0) Potential Chang (1)

PCO's Remove Attach Existing
Process . B -

O | refix - Subject Status Created By Current Step S T @IS @I ook

Number Change Amount Change Status

Counter

O pep-p  Chanoefl-3e- Pending | O'Brien, Timathy PCO Hold and Bundle | 002 0.00  Pending

201_*Sample Company
0.00

Remove Attach Existing
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Click on the “Details” tab.

Details Documents (0) Attached Processes

Under the Details tab:

1. Enter the Change Order Number.

2. Enter the change order’s description

3. Enter the reason for the change order.

4. Enter the RFI number or Agency Change Request number from which the change order arose. Enter
the Proposal Request Number and COP Number the Proposal Request/COP numbers incorporated into
this Change Order.

5. Upload/link the COP/PCO PDF document. It should be available for linking from the project’s
Documents folders, by clicking on the “Brows TUC” button.

6. Any other documentation that needs to be added to the Change Order package can be uploaded in the
“Other Documentation” field. Only the COP PDF, which includes its attachments, and the “Other
Documentation” file will be appended to the 7360 Change Order form.

7. Identify whether the change order would be a cost change, schedule change or both.

8. If the change order is for a schedule change, complete these fields.

*Change Order Number: | ‘I

* Description of Proposed
Change:

* Reason For Change
RFI Number
Agency Change Request |
Number: ' 4
* proposal Request Number.
* COP Number:
% COP/PCO PDF 5 f or Browse e-Builder Browse Computer
Cther Documentation: 6 1 drop f or Browse e-Builder Browse Computer
* Proposed Change in INo O Yes
Contract Sum? 7
* Proposed Change in O No O Yes
Contract Time?:
Schedule Change Days:
Contract Days After Change: | 8
Substantial Completion =)
Changed To: =

When this information is correct, click the “Submit” button to send it into the workflow. There is also a
“Save Draft” button to allow the CA user to save the process instance and return to it later.

If there is more than one Change Order pending at the same time, do not click Submit (or Re-Submit) on
the second or subsequent Change Order until the previous one has been approved. There is a Save
button, allowing the CA to save work, close the process instance, and return to it again. However,
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clicking Submit (or Re-Submit) when another Change Order is already down the workflow will create

calculation errors.

For the COP PDF, as noted in #5, above, this file should be present in the project’s Documents folder.
Click “Browse e-Builder” next to this field (rather than dragging and dropping the file or clicking “Browse
Computer”). A pop-up should appear that will allow the user to navigate to the folder, shown below,

where the files are located. See step 7A.02.

* Change Order Number:

* Description of Proposed
Change:

% Reason For Change

RFI Number

Agency Change Request
Number

* proposal Request Number

* COP Number

* COP/PCO PDF f or Browse e-Builder
Other Documentation f or Browse e-Builder Browse Computer
* Proposed Change in NoU Yes

Contract Sum?

* proposed Change in NoO Yes
Contract Time?

Schedule Change Days:

Contract Days After Change:

Substantial Completion =
Changed To:

24.03 GC/CMR ready step (GC/CMR) [Deprecated]

This step is no longer in 7360 Change Order workflow.

24.04 Contractor and consultant review of Change Orders

from BI-3B-123 - This is a test

ERpEIG AN | Cunapse Al

Documents[251]
00 DocuSign Request[0]
01 Project Planning[27]
02 Selections[0]
03 Preconstruction Contracts[34]
04 Pre-Design[0]
05 Schematic Design(3]
06 Design Development[0]
07 Construction Documents[0]
08 Bidding[1]
09 Construction Phase[173]
Changes([140]
Agency Change Requests(5]
ASIs[1]
CCDs[8)
Change Order Proposals[34]
Change Orders[24]
Proposal Requests[20]
PRs and COPs[0]

RFIs[47]

The GC/CMR, CA and A/E, in their respective steps, will be able to review the information on the screen
view of the draft change order, including the draft PDF change order, and the linked COP(s) in the
“Potential Change Order” tab. The user is then able to select an action and click “Take Action” to cause

the action to take effect. The available actions include:

3. Approve. This action is the agreement of the user with the Change Order and will cause
the user’s name to appear in the signature block of the Change Order.
4. Revise. This action sends the draft Change Order back to the CA for further revisions.

The action prompts the user for a comment.
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s’g e-Builder

7360 Change Order (7360) - 2 Delete Instance

e select an action -- v Check Spelling Pri

Project:

Process Document: Overall Due Date:

Current Workflow Step: GC/CMR Show Workflow Diagrarr Step Due Date:

* Subject 01 - This change Order - time
Status: Projected

Details = Comments (0) Documents (1)  Attached Processes (0)  Attached Forms (0) ~ Attached To (0) | Potential Chang (1)

Change Order Form: ") 7360-00002 - 01 - This change Order - time - _DRAFT.pdf (version 1)

Properties | Download (156.5K8B) | Redline

Initiator Revise (CA)

A number of users, at their Change Order steps, have the ability to send the draft change order back to
the CA at the Initiator Revise step. The CA can also do this at their step.

At this step, the form is re-opened for editing by the CA.
After any needed changes, the CA may use the “Resubmit” workflow action to return the item back into

workflow. This should send the change order back to the GC/CMR review step, referred to in Sec. 24.04,
and should refresh the PCO instance bundling and draft Change Order PDF creation.

| -- Please select an action -- v || |

-- Please select an action --

Void

The CA also has the option to “Void” which cancels the Change Order process instance. If the intent in
using this option is to use the PCO instances at were attached to this Change Order instance in a
different Change Order instance, it is advised to first Remove the PCO instances from the Change Order
instance being voided. To do this, go to the “Potential Change Order” tab, check the box(es) next to the
PCO instance(s), click “Remove” and then use the “Void” action.
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7360 Cha nge Order (7360) -2 Delete Instance Workflow Override All Fields View

-- Please select an

I Check Spelling Print Copy Delegate Save Cancel

Project: BI-3B-201 - Th

Process Document: 7360 -2 Overall Due Date:
Show Histon
Current Workflow Step: Initiator Revise Show Workflow Diagra Step Due Date:
* Subject: 01 - This change Order - time
Status: Projected
Details Comments (1) Documents (2) Attached Processes (0) Attached Forms (0) ~

PCO's Remove Attach Existing Add New

| Process

L) | Prefix - Subject
Counter

Commitment Commitment

Sans CesteclSy e Numbel| Change Amount Change Status

Change_BI-3B-
201_*Sample Company

PCO-2 Pending O'Brien, Timothy PCO Hold and Bundle 002 0.00 | Pending

0.00

Attach Existing || Add New

As with other workflow steps, a “Save” button is also available to save work and return later.

Change Order Project Manager Review

DAS Project Managers have three workflow actions available on COPs:
1. Sign This action is the agreement of the user with the Change Order and will cause the user’s
name to appear in the signature block of the Change Order.
2. Revise. This action sends the draft Change Order back to the CA for further revisions. The action
prompts the user for a comment.

-- Please select an action -- v

-- Please select an action --
Sign
Revise

Change Order Review by ADPMs, DPM and Chief Architect or Deputy Commissioner

Depending on the amount or number of days to be changed by the COP, the COP may be sent to the
ADPM, DPM and Chief Architect or Deputy Commission or Approval. Each has the options to:
1. Sign This action is the agreement of the user with the Change Order and will cause the user’s
name to appear in the signature block of the Change Order.
2. Revise. This action sends the draft Change Order back to the CA for further revisions. The action
prompts the user for a comment.

All COPs go to the ADPMs. In the case of Change Orders below $50,000 and with no schedule change, the

ADPMs have the option to “Receive” instead of the option to “Approve”.

Approval of Changes in Cost > Commitments

After the approval, by all required approvers, of the draft Change Order, the 7360 Change Order process
causes all of the “PCO” instances linked to it to be approved, leaving the “PCO Hold and Bundle” step and
going to their “Final” step. This also causes the changes in the contractor’'s commitment to be approved.
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The changes will have already appeared as potential costs in the contractor’s SOV, and they will now
appear as approved and invoiceable in the contractor’s next 7390A Application and Certification for
Payment.
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Section 25: Submittals (Processes Module)

These are instructions for the Submittals process. This is in the Processes module of e-Builder and is
available to be used, instead of the “Submittals” module in e-Builder. The Submittals processes type is
designed to be simpler to use than the “Submittals” module and to follow a clear workflow.

25.01 Submittal item creation (GC/CMR step)

To begin entering submittal item, click on Processes under the Project Menu, then click on the “Start
process" button. In the dialog box that appears, enter “Submittals” and click on the “Submittals (Subm)”
option. Then click “Start Subm”. The submittal instance pop-up will open.

Select process X

Q| submittals (Subm] H_i_ii_i)iﬁ

7001 Equal or Substitute Product Request (During Construction) (7001)

7048 Gengral Contractor Retainage Reduction R )
—
//—
7310 Request For ion (7310)
| 55 is used for the submission and routing of requests for information. If there is a
cost impact, |t may spawn a proposal request.

7390 Appli¢ation and Certification for Payment (7390A)

7805 Contractor Request for Substantial Completion Inspection (7805)

Submittals (Subm)
Submittals during construction phase

Start Subm

The pop-up is a draft of the submittal item. Complete the form:

There is a Submittal Package field available, if it is desired to use it to organize submittals with common
designations. But this field is not necessary for the Submittals process to function.

Select a specification section from the pull down menu in the Specification Section Number field or
manually enter the specification section in the Specification Section Number (Manual entry) field. These
fields are intended as alternatives to each other, and it is not necessary to use both, but it is
recommended to be consistent about which of these fields are used from submittal to submittal.

Enter a short Submittal Description.

Upload the contents of the submittal in the Submitter Attachment field.
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When the submittal is complete and ready to be submitted, click Submit. There is also a Save button
available to save the submittal and continue working on it later.

GC, CMR or other submitter:
Use this form to create a submittal item.

There is 2 Submittal Package field available, if it is desired to use it to organize submittals with commaon designations. But this field is not necessary for the Submittals process
to function.

Select a spedification section from the pull down menu in the Specification Section Number field or manually enter the specification section in the Specification Section
Number (Manual entry) field. These fields are intended as alternatives to each other, and it is not necessary to use both, but it is recommended to be consistent about which
of these fields are used from submittal to submittal.

Enter a short Submittal Description.

Upload the contents of the submittal in the Submitter Attachment field.

When the submittal is complete and ready to be submitted, click Submit. There is also a Save button available to save the submittal and continue working on it later.

Submittal Package: | |

Specification Section | -- Please select an option -- v
Number:

Specification Section |

%
Number (Manual entry): |

*® Submittal Description:

* Submitter Attachment: Drag and drop file here or  Browse Computer Browse e-Builder

Print Submit Save Draft Cancel

Note: It is possible to upload a submittal register. This would create draft submittals in the Processes
module for the project, with certain field data pre-populated. However, it would still require one-a-time
submittal file uploads. For more information, contact DAS Project Support Services.

25.02 Questions for CG/CMR (GC/CMR step)

The CA may send the submittal back to the GC/CMR for questions prior to the submittal being sent to
the A/E. See the Comments tab of the submittal instance for comments from the CA. Changes may be
made at this step.

If the Submitter Attachment needs to be replaced, click the "Remove" link below the file name. This will
allow a new file to be uploaded.

* Submitter Attachment: r\ "L Example document 1.pdf (version 2)

PDF Properties | Download (15.1KB) |

When the response to the CA's questions are complete, select Reply or Void from the "Please select an
action" pull-down menu, and click "Take Action" to complete your workflow action. Reply sends the
submittal back to the CA and Void permanently closes and voids the submittal item.
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| -- Please select an action -- V|

-- Please select an action --

Reply Overall Due Date:
Void
v 1 nsararzarn Ctan Mie Nate

There is also a Save button available to save the submittal and continue working on it later.

25.03 CA Review Before A/E (CA step)

This is the workflow step preceding the A/E review of this submittal but allows the CA to take a number
of different workflow actions (see below).

The CA will receive an email notification when submittals are submitted. The submittals can be accessed
from the link in the email notification, from the e-Builder “My Home” tab or from the project. To access
a submittal process instance in the project, click on “Processes” under the “Project Menu”, then click on
either the submittal’s Instance number or Subject.

Project Menu

» Details Instance State Subject

Forms

Issues

. —_— _ o -Ti ] _ .. . . N
r'—l'f: Brocesses Subm - 16 pen .;I 00 01 01 - Title Page-16 - This is the description of the submlttall

Note that the GC or CMR user has the option to select a specification section from the pull down menu in
the Specification Section Number field or to manually enter the specification section in the Specification
Section Number (Manual entry) field. These fields are intended as alternatives to each other, and it is
not necessary to use both, but it is recommended to be consistent about which of these fields are used
from submittal to submittal.

Also note that the Submittal Package field is available, if it is desired to use it to organize submittals with
common designations. But this field is not necessary for the Submittals process to function.

Workflow actions available to the CA user at this step are:

Send to A/E. This action allows the CA to send the submittal to the A/E for review or to require changes
to a Revise and Resubmit item. The CA user will be prompted to write comment for the A/E.

Questions for Submitter. This option allows the CA user to send a submittal that has not yet gone to the
A/E back to the GC/CMR for questions or changes. This option is not to be used for Revise and Resubmit
items.

For Record Only. This option completes consideration of the submittal and bypasses the A/E in the case
of for record only submittals.

To A/E cc Cx. This option has the same effect as the "Send to A/E" workflow action, except that it sends a
cc notification to users who are in the Commissioning Agency role on the project. Like the "Send to A/E"
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workflow action, this action allows the CA to send the submittal to the A/E for review or to require
changes to a Revise and Resubmit item. The CA user will be prompted to write comment for the A/E.

Rev&Resub to CG/CMR. This is the option to be used for the GC to send a Revise and Resubmit item to
the GC/CMR, either for a resubmittal or to correct a resubmittal. The CA will receive the submittal again
at this workflow step if the A/E has taken a “Revise and Resubmit” workflow action.

Submittal Information

Submittal Package: |1 |

Specification Section |00 0101 - Title Page hal
Number:

Specification Section |
Number (Manual entry):

Submittal Description: This is the description of the submittal

P

Submittal Action:

Original Submittal

Submitter Attachment: 1| Example document 1.pdf (version 3)
PDF Properties | Download (15.1KB)
A/E Reponse:
A/E Attachment:

Revised Submittals
This section is for use only with revised submittals.

Revised Submittal:

Review
Contractor Submitting: TestingTim4, TestingTim4
Contractor Submitting Date: 04.11.2025
Other Information
OSBI/OSFM Project Number: 1234

-- Please select an action -- v Print Delegate Save Cancel

25.04 CA Review Before A/E (CA step)

This workflow step is for A/E review of a submittal item. Fields are available for A/E Comments and A/E
Attachment with the A/E’s reviewed version of the submittal.

To access a submittal process instance in the project, click on “Processes” under the “Project Menu”, then click
on either the submittal’s Instance number or Subject.

Project Menu

o .
> Details Instance State Subject

Forms

H Issues

- ————» - (<] - Ti -16 - This | ipti i
r'—l,{: oo Subm - 16 pen h_IOOOW 01 - Title Page-16 - This is the description of the submittal
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To request comment from subconsultants using the e-Builder process, go to the “Comments” tab and click the
“Request Comment” button.

Submittals (Subm) - 5

Project:
Process Document:

Current Workflow Step:
Subject:
Status:

Details Documents (2)  Attached Processes (0)  Attached Forms (0) Attached To (0)

-- Please select an action -- v

BI-3B-154 - Test project 154
Subm - 5

Show History | Current Actors
A/E Review Show Workflow

04 98 74-5 - Test test test test test

Pending

Delete Instance Workflow Override All Fields View

Check Spelling Print Copy Delegate Save Cancel

Overall Due Date:

Step Due Date:

\b Request Comment | Comment

After clicking the “Request Comment” button, a pop-up will appear that allows the A/E to select their
subconsultant usernames in the “To” field and pressing the arrow button to move them to the right
panel. The “Message” field allows the A/E user to provide instructions to the subconsultants. Then the
“Request Comment” button sends a comment request notification to the subconsultant(s) prompting

them to respond.

Tim2. testing [Depactment of Admunfiratv

TORB, Testing1 (DAS)

‘B U EEmE[E ez

m

Workflow actions correspond to the substance of your review and will be reflected in the Submittal

Action field after you take a workflow action.
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-- Please select an action -- v I I

-- Please select an action --

A/E Approve

Revise & Resubm

Appr As Noted

TL.H.H TCOT TCOT TCoT TLOT

If there is a need to replace a previously uploaded file, click the "Remove" link below the file name. This
will allow a new file to be uploaded.

n ™. Example document 5.pdf (version 4)
PDF Properties | Download (15.1KB) |

A/E Review of Resubmittals (A/E)

For resubmittals from the contractor, upload the A/E response to the resubmittal in the "Revised
Submittal" field.

Revised Submittals

This section is for use only with revised submittals.

Revised "™L.| Example document 4.pdf (version 4)
Submittal: Properties | Download (15.0KB) | Redline

Revi_sed ig and drop file here or Browse Computer
Submittal
Response: Browse e-Builder

25.05 GC/CMR Resubmitting (GC/CMR step)
Use this form to resubmit a submittal item.

Upload the resubmittal into the Revised Submittal field.

Reminder:

There is a Submittal Package field available, if it is desired to use it to organize submittals with common
designations. But this field is not necessary for the Submittals process to function.
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Select a specification section from the pull down menu in the Specification Section Number field or manually
enter the specification section in the Specification Section Number (Manual entry) field. These fields are
intended as alternatives to each other, and it is not necessary to use both, but it is recommended to be
consistent about which of these fields are used from submittal to submittal.

Enter a short Submittal Description.

When the resubmitted submittal is complete and ready to be submitted, select Resubmit from the "Please
select an action" pulldown menu at the top or bottom and click "Take Action". This will send the submittal item
back to the CA and A/E. The Void workflow action is to withdraw, permanently close and void the submittal
item.

| -- Please select an action -- V|

-- Please select an action --

Resubmit Overall Due Date:
Void
v rAnTaT Sten Nue Date:

There is also a Save button available to save the submittal and continue working on it later.

If there is a need to replace a previously uploaded file, click the "Remove" link below the file name. This will
allow a new file to be uploaded.

r\ "1 Example document 5.pdf (version 4)
PDF Properties :‘:Lh‘cs-:lf_15.‘|K3J|

25.06 CA Review After A/E (CA step)
This is the workflow step after the A/E review of this submittal. Workflow options at this step are:
Complete completes the formal submittal review workflow and sends the submittal to the CA Complete
hold step, where it will remain until the CA determines that no changes to the submittal are
forthcoming. The contractor and DAS Project Manager(s) will be notified.

A/E for Correction sends the submittal item back to the A/E. The workflow will prompt for a comment.

GC/CMR for Correction sends the submittal item back to the contractor. The workflow will prompt for a
comment.
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25.07 Complete - hold step for CA close (CA step)

If a submittal has reached this workflow step, the review on it has been completed. The purpose of this
step is to allow the CA to hold the submittal, after the final action on it, in case changes need to be made
to its final actions or record.

At this step, the CA is able to return the submittal into the normal workflow for further action or
complete the workflow to permanently close the submittal.

The workflow actions are:
Close. This closes out the submittal permanently.

Correction. This returns the submittal back to CA workflow step after the A/E step. The process instance
will close. The CA may then reopen the instance to make changes and/or send the instance back to the
A/E or contractor, as needed.
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Section 26: 7004 Non-Conformance Notice

26.01 Non Conformance Notice Submission Step (PM, CA or A/E)

This step is to begin the process of assembling a Non Conformance Notice. The fields below can be
entered or uploaded into at this step, or can be left blank, for the next step, called the "10
Instructions" step.

After clicking the "Submit" button at this step, a screen will appear asking the user to "Add actors to
the next step." The DAS Project Manager(s) and A/E user(s) will be in the "10 Instructions" step
automatically, but the "Add actors to the next step" allows other users to be included. Selecting users
in the left box and using the right arrow to move them to the right box will add them as users in the
next step. All users included in the "10 Instructions" step will be able to edit any of fields, below, and
will be able submit the Non Conformance Notice to the contractor. There is also a section for
informing users who may comment on, but not take action on, the next step.

Add Comment

Private

[ Add actors to the next step |

Available Users Selected Users

TestingTim3, TestingTim3 (*Sample Company)

Tim2, testing (Department of Administrative Services - Construction Services) ~—— 4 =1 |_—¥
TOB, Testing1 (DAS)

<

Add users to review and comment

Available Users Selected Users
TestingTim3, TestingTim3 (*Sample Company)
TestingTim4, TestingTim4 (Department of Administrative Services)
Tim2, testing (Department of Administrative Services - Construction Services)
TOB, Testing1 (DAS) <

Cancel
26.02 Non Conformance Notice Instructions Step (PM, A/E and others invited)

The purpose of this step is to assemble a Non Conformance Notice, using the fields, below.

Note: Clicking "Take Action" button will submit the Non Conformance Notice to the contractor, with the
person doing so named as the submitter of the Non Conformance Notice. If you intend to enter or
change the information entered or uploaded, below, but do not intend to submit to the contractor, click
the "Save" button, not the "Take Action" button.

Also note, when entering a comment in the Comments tab, above, that checking the box next to
"Private" will make the comment not visible to the contractor.

Add Comment Cancel

Process: 7004 Non-Conformance Notice #8 : test 1
Private: —b[:]
* Comment :
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26.03  Contractor Response Step (contractor)

At this step, in addition to the fields showing details of the Non Conformance Notice, a PDF of the 7004
form, as it currently stands, is available at the bottom of the Details tab form.

There is a “Proposed Remedy” field and a “General Contractor or Authorized Agent Attachments” file
field for the contractor’s response.

Clicking the “Take Action” button sends the Non Conformance Notice item, with the contractor’s
response, forward in the workflow for review.

The General Contractor shall complete and return: ”

Proposed Remedy:

General Contractor or
Authorized Agent
Attachments:

or  Browse Computer Browse e-Builder

Issued by, Received by, Approved by and Dates ~
Issued By: Testing1 TOB Issued By Date: 05.08.2025
Received By: Received By Date: 05.08.2025
7004 "
Draft 7004: L] 7004-00010 - test 2 - _Submitted_pdf (version 1)

Properties | Dewnload (112.3KB)

Take Action Print Delegate Save Cancel
26.04 CAReview Step (CA)
This step in the workflow allows the CA to take one of these workflow actions:

e Further Consid ("Further Consideration") sends the item to the DAS Project Manager(s), A/E(s)
and others selected by the CA for review of the Non-Conformance Notice after the response
by the contractor.

e Proceed to PM will send the workflow item to the DAS Project Manager and send a copy of
Non-Conformance Notice to the contractor, DAS Project Manager(s), A/E(s) and CA(s).

¢ To GC/CMR sends the item back to the contractor, after prompting the CA for comments.

If the "Further Consideration" workflow action is selected, the CA will be prompted to enter a
comment and select users to be included in the next workflow step. Note that, if the "Private" box is
checked, the comment will not be visible to the contractor.

* Add Comment

O private

Add actors to the next step
Available Users Selected Users

TestingTim3, TestingTim3 (*Sample Company)
Tim2, testing (Department of Administrative Services - Construction Services)
TOB, Testing1 (DAS)

Further Consid Cancel

CT DAS 0175 (Rev.6.5.25) 0000 Guidance Manuals



0175 TUC Guidance Manual

Page 313 of 350
26.05 Review of Remedy Step (PM, A/E and others invited)

The purpose of this step is for consideration of the contractor's response to a Non-Conformance
Notice.

Note: Selecting the "Not Acceptable" workflow action will send the Non-Conformance Notice back to
the contractor. If you intend to enter or change the information entered or uploaded, below, but do
not intend to submit to the contractor, click the "Save" button, not the "Take Action" button.

Also note, when entering a comment in the Comments tab, above, that checking the box next to
"Private" will make the comment not visible to the contractor.

Workflow actions available are:

e Acceptance sends the item back to the CA at the step that allows the CA as acceptable.
e Not Acceptable sends the item back to the contractor as not acceptable.

e Invite Others allows any user in step to add other users to this instance, will also be able to
edit fields and take action on it.

After selecting the "Invite Others" workflow action and clicking the "Take Action" button at this step, a
screen will appear asking the user to "Please choose users to add to the next step." Selecting users in
the left box and using the right arrow to move them to the right box will add them as users in current
step. The process instance will close and, when re-opened, the users added will be included. All users
included in this step will be able to take any of the workflow actions available at this step. There is also
a section for informing users who may comment on, but not take action on, the next step.

|Please choose users to add to next step: I

Available Users Selected Users
TestingTim3, TestingTim3 (*Sample Company a A
TestingTim4, TestingTim4 (Department of Administrative Services)

Tim2, testing (Department of Administrative Services - Construction Services)
TOB, Testing1 (DAS) <

v v
Add users to review and comment

Available Users Selected Users

TestingTim3, TestingTim3 (*Sample Company a a

TestingTim4, TestingTim4 (Department of Administrative Services)

Tim2, testing (Department of Administrative Services - Construction Services) >

TOB, Testing1 (DAS) <

v v

_ Cancel
26.06 PM Log and Complete Step (PM)

This step allows logging of the “Date this Notice returned to Construction Administrator” and “Date
Non-Conformance Remedied” fields.

Workflow actions available at this step are:

e Log and Close to complete and close the Non-Conformance Notice instance.

e Further Consid ("Further Consideration") to send the item back to the CA for further
consideration.
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Section 27: 7805 Contractor Request for Substantial Completion
Inspection

27.01 |Initiation step (contractor)
This step is to enter information to request a Substantial Completion Inspection

* Substantial Completion =]
Date:

*GC Requested Inspection =\
Date:

* Description of Work:

P

If this is the initial submission of this 7805 Contractor Request for Substantial Completion Inspection,
the option to Submit will appear at the top and bottom of this form.

If the request has been sent back for revision or because it was rejected, the workflow actions to
Resubmit or Void will be available. (Click the "Take Action" button cause the chosen action to occur.)

If either the Submit button is clicked or a Resubmit workflow action is taken, the GC user will then be
brought to a screen to select the contractor principal or senior executive, who will then receive this
request in the workflow.

7805 Contractor Request For Substantial Completion Inspection (7805)

Please choose users to add to next step:

Add actors to the next step
Available Users Selected Users

[FestingTim4, TestingTimd (Department of Administrative Services)| 2 o
/

Cancel

27.02  General Contractor principal or senior Executive Signature Step (contractor principal or
senior executive)

This step is for the General Contractor principal or senior executive to sign the request. In addition to
the other fields to review, there is the "Title of Contractor Signatory" field to enter. A workflow action

is then to be selected.

e Sign is the signing of the 7805, as noted, above.
e Revise sends the draft 7805 to the contractor user who initiated the draft 7805.

The selected action is taken when the "Take Action" button is clicked.

-- Please select an action -- v

| -- Please select an actior --
Sign

Revise
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27.03 CAReview Step (CA)

In addition to the CA user(s), the DAS PM user(s) and the A/E user(s) are notified that this 7805
Contractor Request for Substantial Completion Inspection has been submitted by the contractor. All
these users are able to comment on this request in the Comments tab.

The CA user is also able to enter and upload the following information related to this request:

Actual Inspection Date: ==zl
Punchlist Drag and drop file here or = Browse Computer  Browse e-Builder
OSBl Inspections List: Drag and drop file here or = Browse Computer  Browse e-Builder
OSFM Inspections List Drag and drop file here or  Browse Computer Browse e-Builder

Workflow actions available at this step are:
e Reviewed, which sends the request forward in the workflow.

Reject, which sends the request back to the contractor user who initiated this request

27.04  A/E Review Step (A/E)

At this step, the A/E user is also able to enter and upload the following information related to this

request:
Actual Inspection Date: ===zl
Punchlist: Drag and drop file here or = Browse Computer Browse e-Builder
2t L e s s Drag and drop file here or = Browse Computer Browse e-Builder
AR EpErizns U5t Drag and drop file here or = Browse Computer Browse e-Builder

Workflow actions available at this step are:

e Reviewed, which sends the request forward in the workflow.
e Reject, which sends the request back to the contractor user who initiated this request.

27.05 PM Review Step (PM)

At this step, the PM user is also able to enter and upload the following information related to this

request:
* Actual Inspection Date: =
* Punchlist: Drag and drop file here or = Browse Computer Browse e-Builder
* OSBI Inspections List: Drag and drop file here or = Browse Computer  Browse e-Builder
* OSFM Inspections List: Drag and drop file here or = Browse Computer Browse e-Builder

Workflow actions available at this step are:

e Complete, which sends the request forward in the workflow to the ADPM for review.
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e Reject, which sends the request back to the contractor user who initiated this request.
ADPM Review Step (ADPM)
Workflow actions available at this step are:

e Review, which sends the request forward in the workflow Chief Architect Inspection.
e Reject, which sends the request back to the contractor user who initiated this request.

Chief Architect Inspection Step (PM)
This is a hold step for the inspection by the DAS Chief Architect.
After the inspection occurs, the DAS PM has the following workflow actions:

e Initiate 7810 initiates an instance of the 7810 Certificate of Substantial Completion for review
and final approval of a 7810 Certificate of Substantial Completion. This 7805 process instance
will close, if this action is chosen.

e Reject sends the workflow back to the GC. The GC will then be given the option to resubmit or
void the 7805 process instance.

The DAS PM is not in the workflow of the 7810 process. When all approvals are completed in that
workflow, copies of the 7810 Certificate of Substantial Completion will be emailed, automatically, to:

e Contractor

e CA

e A/E

e Agency

e Chief Architect
e DPM

e ADPM

e PM

e Support Services
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Section 28: 7995 Archival Data for Project Documentation

28.01 Navigating to the Project Processes Module

Log in to TUC: https://gov.e-builder.net. On your homepage, click on “Projects”:

My Home Dashboard ' Projects

In the list that appears, click on the name of the project you would like to access:

0 BI-3B-123 - This Is a

1-2R_-1922
test BI-3B-123

The Project Menu will appear in the left panel. Click “Processes.” Then, click “Start process.”

My Home Dashboard Projects Processes Documents Contacts Cost Reports  ees
Unfinished Drafts ‘ Import Processes
Project Processes Bi-38-123-Thisisa test -

CONNECTICUT

Recent Pages... v c| a = Filters
Project Menu
> B Details Instan... T State Subject Ir_w Step Date Due l

Since

% Planning
Forms

> ¥ Issues

=
sf=  Processes

> | Documents

= Schedule

28.02  Start 7995 Archival Data for Project Documentation instance (PMs)

In the “Select process” pop up window, the project manager is to search for and select “7995 Archival
Data for Project Documentation (7995)”. Then click “Start 7995.”

Select process X

Q |7995 Archival Data for Project Documentation (7995)| X

~ 7995 Archival Data for Projett Documentation (7995)

Start 7995
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28.03 Complete 7995 Archival Data for Project Documentation form (PMs)

The project manager then completes the 7995 form:

A. Note the project number and name in the Subject field.

Write a Detailed Description of the work done in the project.

Check the box next to the document type(s) submitted.

Enter the Document Date.

Upload the document(s). Note that there are two fields available to allow more than one document

in the submission.

Check the box for each file format included in the submission.

Enter the number of drawings of different types.

H. Enter the building number(s) of the buildings included in the project. If there is only one, enter its
building number as “Building Number 1”. Other fields are available if there is more than on building
number.

I.  Enter the land number of the project site.

J.  When done, click “Submit”. There is also a “Save Draft” button, allowing the project manager to save
a draft of the form and return later.

moOw

G m

& e-Builder O ©
7995 Archival Data For Project Documentation (7995) Instructions
Start Process Print Check Spelling Submit Save Draft Cancel
Project: BI-3B-123 - This is a test
Process: 7995 Archival Data for Project Documentation
* subject: A
Details  Documents (0)  Attached Processes () | Attached Forms (0)

Expand All | Collapse A

7995 General Information

* Detailed Description of the Segoell AL~ 2px » B I U e | = E = §@| i ip = = q 8 |7| B 4
Work
* Type of Document [ as Built
* Document Date: D =

CT DAS 0175 (Rev.6.5.25) 0000 Guidance Manuals



0175 TUC Guidance Manual

Page 319 of 350

Document Information -
* Document 1: 15 and dre or  Browse Computer  Browse e-Builder
Document 2: ) E 1 drop f or  Browse Computer  Browse e-Builder
* Document Medium:

ngs For Sprinkler

or Fire Alarm:

Total Mo. of Drawings:
Project Pertains To Buildings: -

* Building Number 1:

H Isilding Mumber 1

Building Number 5

Auilding Murmber 7:

Juilding Number 2 Buikding Mumber 10

Project Pertains To Land: ~

Print Check Spelling Save Draft Cancel

| * |and Number:

28.04 Resubmitting (PMs)

Technical Services may send the 7995 back to the PM for changes. If so, the project manager is able to
make any needed changes and then select a workflow action and click the “Take Action” button. The
“Resubmit” workflow action sends the instance back to Technical Services. There is also a “Void” option,
allowing the project manager to void and close the 7995 instance with no action taken.

| -- Please select an action -- v | I

-- Please select an action --

Resubmit

|| Void

ATRFA TR T s T e =

28.05 Review and Upload to FileNet (Tech Services)

Technical Services receives the 7995 submission from the PM for possible upload to FileNet. When ready,
the Technical Services user selects a workflow action and clicks “Take Action”. The “Completed”
workflow action closes out the 7995 instance. The “Revise” action allows the Technical Services user to
send the item back to the project manager for changes.

-- Please select an action - v | |

-- Please select an action —

Completed

Revise
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Section 29: 7989 AA Project Closeout

Please note that the submission of Form 7995 - Archival Data for Project Documents is required as part
of the AA Project Closeout Process. This form should be filled out in TUC, prior to initiating the 7989 AA
Project Closeout Process, using the 7995 - Archival Data for Project Documents Process.

29.01 Accessing the Process

Log in to TUC. On your homepage, go to the “Processes” tab and select the AA Project you want to
closeout from the “All Projects” dropdown list.

Processes Documents Contacts Cost  Schedule Reports

Unfinished Drafts | Import Processes
Processes

| 1105 Project Intake Request hd |E:'t Add View I All Projects - I

29.02 Form 7989 — AA Project Closeout (Process Initiator)
Click the “Start Process” button.

Processes Documents Contacts Cost

Unfinished Drafts | Import Processes

Processes For |-eics-1005-DasTsts -

Click on the link entitled “7989 AA Project Closeout (7989)”.
Start a process on *BI-CS-1005 - DAS Tst 5

Processes Cancel

Process Name Description

For DAS USE OMLY. Process for importing original 1105 submission from an eBuilder report to allow for the Client Agency to

1105R Project Impart (SRPI) (5A-PI) Sremare & revieed 1105
pare a Vi (=N

1105R Project Revision Reguest (1105R) Process for submitting a revised Capital Project Inititation Reguest.

This process is used for the creation of the task letters for On-Call contracts,

The "6010 Bid Release Form” process is used as follows: (1) for the DAS/CS Project Manager to submit Bid Files, Bid Information,
and Pre-Bid Meeting Information to the DAS/CS Procurement Unit: (2) for the DAS/CS Procurement Unit, the ADPM, and Chief
6010 Bid Release Form (6010} Architect to review and approve the Bid Release; (3) to generate and email an approved 6010 Bid Release Mail Merge; and (4)
for the DAS/CS Procurement Unit to document the request for Prevailing Wages, the Bidding Process, and the Construction
Contract Award process.
The RFI process is used for the submission and routing of requests for information, If there is a cost impact, it may spawn a

7310 Request For Information (7310)
proposal request,

7360 Change Order (7360) This Process has the code step built in to bundle and approwve PCOs.

7390 Application and Certification for Payment {73904)

7805 Substantial Completion {7805)

ITQE.E Al Project Closeocut (7959) I Closecut process for Agency Administered Projects.

Read the “General Instructions” and fill in the applicable fields under “Project Information”.

Project Information
DAS Project Number:

Project Name:

* Project Start Date:@

il I

* Project End Date: @

* Final Project Cost:@
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Complete the section entitled “Consultant/Contractor/Supplier Information”. To find and add a vendor,
click on the “Lookup” link in the Vendor field. The first vendor input should be the project On-Call
Consultant. Then, input the “On-Call Contract No.” and “Task Number” and click the “Add” button.

Next, click on the “Lookup” link to find and add any other Contractors that provided services on the
subject project and input the Contract Number and PO Number for the subject Contractor. If the
Contractor is not listed in “Lookup”, provide the name of the Contractor in the “Other Vendor” field. If
the Contractor utilized was not acquired from a DAS Pre-Qualified Contract, input "N/A" under the
“State Contract Number” field. Click the “Add” button upon completion. Repeat this process for each
Contractor having performed Work on the project.

Consultant/Contractor/Supplier Information

Row Height Download Template | Import Delete
If more than one Consultant/Contractor/Supplier was used on the above referenced project, please provide the requested information below for each. Subcontractor information is not
required.
# Vendor Other Vendor @ On-Call Contract No. [[§ | Task Number State Contract Number | PO Number
L3
Grand Totals
(0 items)

Add New Item for Consultan Supplier Information
Vendor

Other vendor B

On-Call Contract No. B

Task Mumber

State Contract Mun

PO Number

Next, complete the “Project Closeout Supporting Documentation” section. Drag and drop executed
copies of the subject project closeout forms into their respective fields. If applicable, Form 7995 -
Archival Data for Project Documents should have been filled out in TUC using the 7995 - Archival Data for
Project Documents Process prior to initiating the AA Project Closeout Process. To attach Form 7995 to
the subject process instance, click the "Lookup" link in the "7995 - Archival Data for Project Documents"
field. If the form submission is not applicable (the project scope of work does not include the
construction, repair, alteration or addition to any state building or any other public works of the state),
then check the appropriate “Closeout Documents — Not Applicable” field.

Project Closeout Supporting Documentation

The following documents shall be completed, signed, & uploaded as attachments to this form upon completion of the Project. The required documents can only be
marked as N/A if the project scope of work does not include the construction, repair, alteration or addition to any state building or any other public works of the
state. Once complete, select "Submit® from the dropdown list at the bottom of the page and press the "Take Acticn” button.

Agency Statement of Drag and drop fil
Compliance: @ -

7810 Certificate of
Substantial Comp\etlon:ﬁ Drag and drop fil

r  Browse e-Builder

Browse Computer

r Browse e-Builder Browse Computer

7820 Certificate of Drag and drop fil
Acceptance:ﬁ -
T98T - Request to

Terminate Task Assignment:

r Browse e-Builder Browse Computer

[}

rag and drop file here r Browse e-Builder Browse Computer

7988 - Notice of Project Drag and drop file her

s D p file here r Browse e-Builder
Cancelation:@

Browse Computer

7995 - Archival Data for
Project Documents:(E

745 Contractor Evaluation:

Closeout Documents - Not

Apphcable:ﬁ

Click the "Lookup” link below to locate and attach the Form 7995 Archival Data for Project Decuments process for the subject
project.
[[eoRar ]

Drag and drop file here or

Browse e-Builder Browse Computer

Please check the box for each form that is considered not applicable to this project.

O Agency Statement of Compliance

[ Form 745 - Contractor Performance Evaluation (Only required if total construction costs are more than $500,000)
[JForm 7810 - Certificate of Substantial Completion

Form 7820 - Certificate of Acceptance
Form 7987 - Request to Terminate On-Call Assignment
[Form 7988 - Motice of Project Cancellation,

|_JForm 7995 - Archival Data for Project Documents
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Next, complete the “Fee Confirmation” section. Note that if the subject project was initiated prior to July
1, 2024, and the client agency transferred funding to DAS to support the project, the client agency will
need to confirm with the project vendors that there are no outstanding invoices to be submitted on the
subject project and confirm with DAS/RECS that Vendor fees are no longer being charged to the project.
This information is required so that all POs can be closed, and the project financials can be reconciled.

Fee Confirmation

* Funding Transfer: If the subject project was initiated pricr to July 1, 2024, did the client agency pay "Direct” te the On-Call Consultant for services
provided, or were funds “Transferred” to DAS to pay for such services?

I—— Please select an option - VI

* Qutstanding Invoice If the Client Agency transferred funding to DAS to pay for On-Call services provided, has the Client Agency confirmed with the

Confirmation: On-Call Consultant that there are no outstanding invoices to be submitted on the subject project?
I—— Please select an option - VI
* Consultant Fees being Are On-Call Consultant Fees still being charged to the project? DO NOT SUBMIT until such time that Consultant Fees are no
charged?: onger being charged to the projsct

-- Please select an option -- vI

Upon completion, scroll down to the bottom of the page and click the “Take Action” button. If the
project closeout submission is considered incomplete, the submission will be returned to the Process
Initiator, under this process instance, to provide additional information. Instructions for the additional
information required will be noted under the “Comments” tab. If the project closeout submission is
complete, no further action is necessary.

29.03 Closeout Package Review (CSS)

CSS will receive an email from TUC as notification that a Project Closeout Package has been submitted for
review.

To access the process instance, either click on the link provided in the email, or log into TUC and select the
“My Home” tab and click on the link in the “Instance” column for the subject project “Project # - Closeout
Package”.

*BI-CS-1010 - DAS Test Project

Process instance is in your court. To view details or take actinn,

My Home Projects Forms Processes  Documents Contacts

c Welcome, Craig!

CONNECTICUT
My Processes
Announcem ... Project T2 |Instance 12 | Subject T4 | Step 14
ents SBI-CS-A1 =BI-CE-1005 - DAS
ot - e Tst 5 - Project Agency Revision
Welcome, State of T Clossout Packags

After opening the process instance, review the Form 7989 submission for completeness. Thoroughly
review the “Project Closeout Supporting Documentation” section to ensure all applicable documents have
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been attached and signed by the respective authorized signatories, and all documents that are not
applicable have been checked off accordingly.

Project Closeout Supporting Documentation

The following documents shall be completed, signed, & uploaded as attachments to this form upon completion of the Project. The required documents can only be
marked as N/A if the project scope of work does not include the construction, repair, alteration or addition to any state building or any other public works of the
state. Once complete, select "Submit® from the dropdown list at the bottom of the page and press the "Take Acticn” button.

Agency Statement of Drag and drop file here or  Browse e-Builder Browse Computer
Compliance:n
7810 Certificate of
Substantial Completion:(@ Drag and drop file here or Browse e-Builder Browse Computer

7820 Certificate of n

Drag and drap file here or Browse e-Builder Browse Computer
Acceptance:@ -
7987 - Request to Drag and drap file here or Browse e-Builder Browse Computer
Terminate Task Assignment: -
7988 - Notice of P_mJECt Drag and drop fi or  Browse e-Builder Browse Computer
Cancelation:E
7995 - Archival Data for Click the "Lookup” link below to locate and attach the Form 7995 Archival Data for Project Decuments process for the subject
Project Documents: Bl project.
[Lookup]
745 Contractor Evaluation: Drag and drap file here or  Browse e-Builder Browse Computer
Closeout Documents - Not Please check the box for each form that is considered not applicable ta this project.
Applicable:@ |_J Agency Statement of Compliance

() Form 745 - Contractor Performance Evaluation (Only required if total construction costs are more than $300,000)
[JForm 7810 - Certificate of Substantial Completion

[JForm 7820 - Certificate of Acceptance

[JForm 7957 - Request to Terminate On-Call Assignment

[J Form 7988 - Natice of Project Cancellation,

[ Form 7995 - Archival Data for Praject Documents

Then, scroll down and complete the Project Cancellation Section.

Project Cancellation ~
* Project Cancellation: Is this project cancelled?
-- Please select an option -- v |
® Tarmination Letter: If this project is cancelled, is a notice of Task Letter Termination required?
| -- Please select an option -- hd |

If all required documents are complete with the appropriate signatures and all questions have been
appropriately answered, select "Approve" from the dropdown list below and press the "Take Action"
button.

If any items are incomplete or missing from the project closeout submission, select "Return" from the
dropdown list at the bottom of the page and press the "Take Action" button. You will then be prompted
to provide a comment where you should note the incomplete or missing information. After entering the
comment, press the "Return" button.

29.04 Closeout Package Revision (Agency PM)

If the project closeout package submitted is incomplete, the Project PM will receive an email from TUC as
notification that the Project Closeout Package requires additional information.

To access the process instance, either click on the link provided in the email, or log into TUC and select the
“My Home” tab and click on the link in the “Instance” column for the subject project “Project # - Closeout
Package”.

Process instance is in your court. To view details or take action
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My Home Projects Forms Processes  Documents Contacts  Cost

c Welcome, Craig!

CONNECTICUT
My Processes

Announcem ... Project T2 | Instance T4 | Subject 14 |Step 14

EntS =BI-CS 5 - OA *BI-C5-1005 - DAS
Tat - o 5 Tst 5 - Project Agency Revision
Welcome, State of o Closeout Package

After opening the process instance, refer to the "Comments" tab for specific requirements needed to
complete the submission. Ensure these requirements are met before proceeding.

Details Docurnents (0] Artached Proceszes (0)  Attached Forms (0] | Attached To (0]

After addressing all requirements, click the "Take Action" button. This will prompt you to respond to any
previous comments and confirm that the submission is now complete. After providing a response, click
“Submit”.

29.05 Closeout Package Review (DAS/RECS PM)

After the Agency PM has submitted the required closeout documents for an AA Project and after CSS has
approved the submission as complete, the DAS/RECS PM assigned to the project will receive an email
notification from TUC to take action.

To access the process instance, either click on the link provided in the email, or log into TUC and select the
“My Home” tab and click on the link in the “Instance” column for the subject project “Project # - Closeout
Package”.

Process instance is in your court. To view details or take actio

My Home Projects Forms Processes  Documents Contacts  Cost

c Welcome, Craig!
CONNECTICUT

My Processes

Project T4 | Instance % | Subject 1% | 5te 12
Announcem ... : : 14 |subi z |Step :
#B]-C5-1005 - DAS
ents *BI-CS-1005 - DAS TEI ;_:jpl‘cf;,tm' = | PM Clossout
Tst3 . J=e Review
Welcome, State of Closeout Package

The PM should scroll down to the section entitled “Fee Confirmation” section and answer the questions
accordingly. If DAS Fees are no longer being charged to the project, click the “Take Action” button.
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Fee Confirmation

#* Final invoice submitted Check this box if DAS Fees are no longer being charged to the Project. DO NOT SUBMIT until such time that DAS Fees are no
for DAS Fees? longer being charged to the Project.
Cbas/RECS is no longer charging to the Project
* Pay period last charged Please input the end date of the pay period the PM last charged to the project

29.06 DAS CO Tracking (BO - Accounting)

BO - Accounting will receive an email from TUC as notification that the subject Project is in the closeout
phase and that the Project PM and Client Agency have confirmed that DAS fees and Vendor fees are no
longer being charged to the project (if funding was transferred by the Client Agency to DAS to support the
project).

To access the process instance in TUC, either click on the link provided in the email or log into TUC, select
the “My Home” tab, and click on the link in the “Instance” column for the subject project “Project # -
Closeout Package”.

*BI-C5-1010 - DAS Test Project

Process instance is in your court. To view details or take action,

Processes Documents Contacts Cost  Schedule Reports Setup

Welcome, Craig!

My Processes

s Project T2 |Instance T4 | Subject T4
BI-Q-733 - Aircraft Maintenance | _ . -
Hangar ADD/ALT (MILCON) SR 1105R BI-Q-733

*BI-C5-1010 - DAS Test Project

BI-C5-1010 - Closeout Package

After opening the process instance, scroll down and review the "Funding Transfer" section.

Funding Transfer

* Funding Transfer: If the subject project was initiated prior to July 1, 2024, did the client agency pay "Direct” to the On-Call Consultant for services
provided, or were funds "Transferred” to DAS to pay for such services?
l ransferred VI

If funding was transferred from the Client Agency to DAS to support the project, please add any POs
created for the subject Project to the DAS Change Order Tracking Sheet, then scroll down to the bottom
of the page and click the “Take Action” button. If no POs were created for the subject project, then scroll
down to the bottom of the page and click the “Take Action” button.

Please note that after you submit the process instance to the BO to close the POs, the BO may determine
that additional information is required to close the POs and return the instance to your attention. If it is
returned to your attention, follow the steps above to open the instance again and click on the “Comments”
tab for further instruction.
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Details | Comments (0) | Docunents (0] Artached Processes (0)  Attached Forms [0) | Attached To (0]

After reviewing the comments, scroll down to the bottom of the page and click "Take Action" to provide a
response to the comments. After clicking "Take Action" a prompt will appear to provide your response.
Upon completion, click the "Submit" button to return the process instance to the BO.

Add Comment

O private

Check Spelling Cancel

29.07 Close POs (BO - FAA)

The BO FAA will receive an email from TUC as notification to close all vendor Purchase Orders (POs)
associated with the subject project after the Project PM has confirmed that DAS fees are no longer being
charged to the project; the Client Agency has confirmed that Vendor fees are no longer being charged to
the project (if funding was transferred by the Client Agency to DAS to support the project); and after BO —
Accounting has added all vendor POs for the subject project to the DAS Change Order Tracking Sheet.

After you receive the notification, refer to the DAS Change Order Tracking Sheet and work to close all POs
on the subject project. After you have either closed all of the Vendor POs or determined that additional
information will be required to close the POs, open the process instance for the subject project in TUC,
either by clicking on the link provided in the email notifying you to close the POs or log into TUC, select
the “My Home” tab and click on the link in the subject project “Instance” column to take action on the
process instance in TUC.

Process instance is in your court. To view details or take action,

Processes  Documents Contacts Cost  Schedule Reports Setup *

Welcome, Craig!

My Processes

Project T2 | Instance 12 | Subject {

SR-PI - 4 1105R BI-Q-733

BI-C5-1010 - Closeout Package

After opening the process instance, scroll down to the bottom of the page and select “Return” from the
dropdown list next to the "Take Action" button, to return the process instance to BO — Accounting for
additional information, or select “Submit” from the dropdown list to forward the instance to forward the
submission to the DAS Associate Accounts Examiner to reconcile the project financials. After making your
selection, click the “Take Action” button.
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Fee Confirmation

Final Payment: Provide the date the final payment was made to the GC/CMR.
06.12.2024
Outstanding Invoice Have you confirmed with each contract vendor that there are no outstanding invoices to be charged to the project?
Confirmation: Yes
Vendor Fees being Are Vendor Fees still being charged to the project? DO NOT SUBMIT until such time that Vendor Fees are no longer being
charged?: charged to the project.
No
Has the business office No

been notified that all PO's
for the subject project can
be closed?:

I-— Please select an action -- VI I I Check Spelling Print Copy Delegate Save !

If “Return” was selected, a prompt will appear for you to provide a comment to BO - Accounting regarding
what will be required to close the POs. Click the “Return” button, after adding your comments, to process
the submission.

Add Comment

[ private

Check Spelling Return Cancel

After DAS Accounting has prepared a response, the instance will be returned to your attention under this
process step. After opening the instance again (see above for instructions), refer to the "Comments" tab
for the response provided. After all issues have been resolved to your satisfaction, select “Submit” from
the dropdown list next to the “Take Action button and click “Take Action” to complete the process.

Details Documents {13} Attached Processes (0) | Attached Forms (0) | Attached To (0}

Expand All | Collapse Al
General Instructions

Please note that the final payment application for the subject project has been processed and paid or the project has been cancelled; the DAS/RECS PM assigned to the project
has confirmed that Vendor fees are no longer being charged to the project; and the DAS Business Office has added all subject project Vendor POs to the DAS Change Order
Tracking Sheet to be closed. Please close all vendor POs for the subject project.

If after reviewing the Vendor POs, you determine that there may still be some outstanding invoices under the specified POs or any other issues that are preventing you from
closing the POs, scroll down to the bottom of the page and select "Return” from the dropdown list next to the "Take Action” button, and click the "Take Action” button. After
clicking “Take Action®, you will be prompted to provide a comment to notify the Project PM of the discrepancy. After the PM has resclved the discrepancy, the process instance
will be returned to your attention under this process step. Please refer to the "Comments" tab for corrective action taken.

After all vendor POs have been closed, scroll down to the bottom of the page and select "Submit” from the dropdown list and click the "Take Action” button to farward the
submission to the DAS Associate Accounts Examiner to reconcile the project financials.
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29.08 Reconciliation Review (Associate Accounts Examiner)

The Associate Accounts Examiner (AAE) will receive an email notification from TUC as notification that the
Client Agency has submitted the required closeout documentation to close the subject AA Project;
the Project PM has confirmed that DAS fees are no longer being charged to the project; the Client Agency
has confirmed that Vendor fees are no longer being charged to the project (if funding was transferred by

the Client Agency to DAS to support the project); the BO has closed all such vendor POs, and the project is
ready for internal audit.

To access the process instance, either click on the link provided in the email or log into TUC, select the “My
Home” tab and click on the link in the “Instance” column for the subject project “Project # - Closeout
Package” from the “My Processes” section.

Process instance is in your court. To view details or take action,

My Home Projects Forms Processes  Documents Contacts Cost

c Welcome, Craig!

CONNECTICUT
My Processes

Project T4 | Instance % | Subject T2 |5te T
Announcem ... : = T2 | subj z | StEp
ents £BI-C5-1005 - DAS BICS1005-DAS | |
TBHCS1005-DAS | 70gg -4 Tst 5 - Project Project
st5 - o Reconciliation
Welcome, State of Closeout Package

The AAE should now conduct its review of the project financials to reconcile with CORE CT.
AA Commitment Closeout (Associate Accounts Examiner)

As part of its reconciliation, the AAE will need to make an adjustment to commitments related to agency-
paid amounts on Agency Administered Projects.

To begin, a Commitment Change must be entered at the project level to reduce the commitment value to
zero. This follows the same procedure outlined in Sec. 5A.04 of this Manual, with the commitment change
value entered as a negative amount.

Once this is done, the “Commitment Value Broken Down by SOV” field must be updated. This field, found
within Commitment Line 001, should reflect the original commitment value. To do this, navigate to the
Commitment Details page by selecting the “Projects” tab and then enter the subject Project No. into the
“All Projects” dropdown list. Then, select “Cost/Commitments” from the “Project Menu” and click on the
subject Project “Commitment Number”.

Projects Processes  Documents Contacts  Cost Reports Setup  ee-
‘ Hidden Projects
» Projects
CTICUT [ Active Projects View v] [Froees 7]
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Then, select “Cost/Commitments” from the “Project Menu” and click on the subject Project “Commitment

”
Number”.
. Project: BI-MH-153 - CA Various
Project Menu Projects
. Original 355980.00 Pending 0.00
> Details Commitments: Commitment
e . Changes:
© Planning ]
Approved (249,900.00) Projected 0.00
Forms Commitment Commitment
> 7 Issues Changes: Changes:
- Non-commitment 0.00
sz Processes Costs:
» L. Documents Current 106,080.00 Projected 106,080.00
— Commitments Commitments
= Schedule Value: Value:
e 15 Cost
Quick Cost Summary
Cost Summary
Funding Sources Current Current Actuals Actual Cost To Available Project
9 Budget C i t: App i Complete Funds Over/(Und:
Budget Details
400,000.00 106,080.00 0.00 106,080.00 0.00 (203,920.(0
Actual Costs
Cash Flow Show: [ All ~| [All Commitments v| Go  ShowAll sl — | Ll
Other Cost Columns Hide Filter Add
= Contacts - -
O |#a Description Company | Date Status Comatsnt Ronuniincit
¥ Calendar Type Amount
> o Submittals | Al b 4
COLLIERS
PROJECT On-Call
O |pos21m2 CA-0040T2 LEADERS | 10.25.2024 Approved Contract 355,980.00

After opening the “Commitment Details” page, scroll down and click on item 001 in the Item # column.

[ Commitment Details |

Commitment

erview  Other Details

Project:

Master Commitment:
Commitment Type:
Commitment Number:
Unit Cost Options:
Description:
Commitment Control:
Created:

Financial Summary

BI-Q-702 - Rockville ARM - Door & Window Replacement.
0OC-DCS-MBE-ARC-0014 - On-Call MBE Architect

On-Call Contract

183893-12

Lump Sum Amount

On-Call ARC Fee

Controlled By Line ltem

04.19.2023 (Craig Russell)

Commitment Items (1) Commitment Changes (1) Actual Costs (0) Custom Fields (38) Notes (0) Documents (0
Hide Fifter
Master Commitment Current
¥ R L .
Item ftem Budget Line Item Description Budget Fundim
L] v | x| v
001 - On-Call (ARG, On-Call (ARC CIv-
SUR-LA, ENGY, EPA,
CIVISURTLA, ENGY. EST, MBE-ARC, MBE- State Bt
EPA, EST, MBE-ARC, 08.130 ’ . 0.00 B
CIV, MDE, MEP, Funds
MBE-CIV, MDE, MEP, ROOF, SCH, STR,
ROOF, SCH, STR, VEH) VEH) ’ !
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Then, enter the commitment change amount as a positive value and click the “Save” button.

Edit Commitment Item

Bl-MH-153 - CA Various
Projects

Project Mame:

Allowance ltem:

* Commitment
ltem Mumber:

[o01

m Cancel

Commitment
Mumber:

Current Budget:

* Master | [ 001 On-Call (CA, CAm, CX) v |
Commitment
ltem:
* Budget Line 10.130 - On-Call (CA, CAr ¥ Remaining 293,920.00
ltem: Comyhitted:
* Description: |On—CaII (CA, CAm, C¥) |
* Retainage * Amount:
Percentage:
Amount Retained: 0.00 Retainage 0.00
Released:
* Funding Rule: |State Bond Funds v | Current Retainage 0.00

Edit

—
—

Next, a Budget Change must be created at

Custom Fields

Commitment Value
Broken Down by SOV:
a

Retainage Reduction:

Held:

the project level to zero out the cost code values for

commitments paid by agencies. This follows the process outlined in Sec. 5.02 of this Manual. When
entering this change, use a Reason Code that includes “(Original)” and input the amount zeroed out in the

Change Amount column as a negative value, en

suring it is matched to the correct Cost Code.

After the project-level commitment has been adjusted, an account-level Commitment Change must be

entered to replace the zeroed-out amount in

the Master Commitment for the On-Call Consultant. To

access the Master Commitment, return to the Commitment Details page of the project-level commitment
and click on the link in the “Master Commitment” field with the On-Call Number.

Commitment Details

Commitment Overview  Other Details = Financial Summary

Rockville ARM

Window Replacement.

Project: Door &

Master Commitment:

E-ARC-0014 - On-Call MBE

Architect

Commitment Type:
Commitment Number:
Unit Cost Options:
Description:
Commitment Control:
Created:

On-Call Contract
183893-T2

Lump Sum Amount
On-Call ARC Fee
Controlled By Line ltem
04.19.2023 (Craig Russell)

CT DAS 0175 (Rev.6.5.25)

0000 Guidance Manuals



0175 TUC Guidance Manual

Page 331 of 350

This will open the Master Commitment, where changes can be made in the “Master Commitment
Changes” tab. Next, click “Add Change”.

Master Commitment Items (2) I Master Commitment Changes (1) I Master Invoices (0) Custom Fields (14) Notes (0) Documents (0) Forms (0)

Processes ({0} Project Commitments (1) \’

Show: Show Filter Export ~ Mail Merge Add Change

Provide a clear description of the change in the “Description Field” and select a "Reason Code” that
includes a “(Changes)” category. Then, click the “Save and Add All ltems” button.

Add Account Level Commitment Change

Master Commitment Change Overview I Save and Add All ltems I Save and Add ltems One at a Time Cance

Master OC-DCS-VEH-0025 - On-Call Company: CCHI ENGIMEERS LLC
Commitment: ‘Vehicular Parking Consultant
* Master 003 | Status: Draft
Commitment
Change
Number:
*® Date OF 02.27.2025 E * Reason IAgency Request (Changes) VI

Change: Code:
Description: I I

After clicking "Save and Add All Items”, enter the adjustment amount as a negative value in the “Change
Amount” field and click the “Save” button.

Master Commitment Change Items Manage Funding
Description Funding Rule Retainage Current Change Amount Net Custom Field(s)
Percent Commitment Commitment
Amount Amount
# On-Call (AR, CIV-SUR-LA, EN... 0.00 98,000.0 (98,000.00) & 0.00

Finally, the Agency Paid TL Adjustment field within the Master Commitment will need to be updated. To
do this, return to the Master Commitment Details page and click “Edit”.

[Master Commitment Details|

Master Commitment Overview  Other Details  Financial Summary

Mail Merge

Then, select the Custom Field(s) icon for Item 001.

Master Commitment Items Manage F
Item Account Code Description Funding Rule Retainage Amount Allowance | Custom Field(s)
Number o ~ Percent

7 001 Ao2130 AR e Al e s >
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Next, enter the adjusted value in the “Agency Paid TL Adjustment” field, which should be the sum of all
the new and all previous adjustments, and click “Save” in both the pop-up window and the Edit Account
Level Commitment page. The final number should accurately reflect only adjustments related to agency-
paid task letters, excluding any other changes made to the Master Commitment.

Master Commitment Items Custom Fields For: 001 | >

Master Commitment Item Details

Master 001 - On-Call (ARC, CIV-SUR-LA, ENGY, EPA, EST, MBE-ARC, MBE-CIV, MDE, MEP, ROOF, SCH,
Commitment Line STR, VEH)
Item:

Account Code: 08.130 - On-Call (ARC, CIV-SUR-LA, ENGY, EPA, EST, MBE-ARC, MBE-CIV, M
SCH, STR, VEH)

Master Commitment Item Custom Fields

Document Type: Please select... v

Consultant/Contractor
Name:

Agency Paid TL

After completing the initial reconciliation review and after completing the adjustment to commitments
related to agency-paid amounts, return to the subject project closeout process instance.

If additional information is required from the PM to complete the reconciliation and you want to include
documentation for the PM to review, click on the “Documents” tab, and drag and drop said documentation
into the space provided.

Comments (3) Documents (0} Attached Processes (0) Attached Forms (0] Attached To (0)

Cshow Thumbnails | Attach Documents

O File Name Attached By Date Attached ~ Seq # - Step Name Attached To

Attach Documents

A prompt will appear after you drag your file into the space provided with the name of the default file
folder that your document will be uploaded to. Click “Select” to upload your document.

Select Destination Folder

Documents / 10 SC and Closeout Phase / Project Closeout Docs [Default]

Select | Cancel

Then, click on the “Details” tab to return to the closeout application process, scroll down to the bottom of
the page and select “PM” from the dropdown list next to the “Take Action” button and click “Take Action”.
A “Comment” prompt will appear for you to add instructions for the PM regarding what information is
needed to complete the reconciliation. After adding the comment, click the “PM” button.

Add Comment

Dot
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Note: If the process instance was sent to the PM, when they submit their response, it will be returned to
this step. Refer to the “Comments” tab to see comments provided by the PM and refer to the “Documents”
tab to see additional documents that may have been uploaded by the PM to complete the process. Then,
proceed with the steps above until the process is complete.

If additional information is required from the BO to complete the reconciliation, scroll down to the bottom
of the page and select "BO Hold" from the dropdown list next to the "Take Action" button and click "Take
Action". Acquire the information from the BO to complete the reconciliation process using the methods
that are currently in place outside of TUC to obtain such information. The information provided by the BO
will then be uploaded to the "Documents" tab as part of the BO Hold Step.

If the reconciliation is complete and the project can be closed in TUC, upload any applicable record
reconciliation documents to the “Documents” tab. Next, return to the “Details” tab and upload a copy of
the final reconciliation to the "Final Reconciliation" field. Then, scroll down to the bottom of the page and
select "Complete" from the dropdown list, and click "Take Action".

Comments (3) Documents (0) Attached Processes (0] = Attached Forms (0) Attached To (0]

Final Reconciliation

Final Reconciliation: I_'. rag and drop file here or  Browse Computer Erowse e-Builder

-- Please select an action -- W I I Check Spelling

29.09 PM Reconciliation Review (PM)

The PM assigned to an AA project will receive an email notification from TUC if the Accounts Examiner
requires additional information and/or documentation to reconcile the project financing.

To access the process instance, either click on the link provided in the email or log into TUC, select the “My
Home” tab and click on the link in the “Instance” column for the subject project “Project # - Closeout
Package” from the “My Processes” section.

Process instance is in your court. To view details or take action

My Home Projects Forms Processes Documents Conta

c Welcome, Craig!
CONNECTICUT

My Processes

Project T4 | Instance & | Subject T2
Announcem ... : : T2 |Subj :
ents im P *BI-C5-1005 - DAS
TR DAS Jrose-4 Tst 5 - Project
Welcome, State of T Clos=out Packags

After opening the process instance, click on the “Comments” tab to get direction on what information
and/or documentation may be required to complete the reconciliation process, and refer to the
“Documents” tab if the Accounts Examiner has referred to any documents for your review.

Dretails I Comments [0) I Diocuments () I Artached Processes (0)  Attached Forms (0] | Attached To (0)
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If corrective action requires additional documentation be submitted, upload said documentation to the
“Documents” tab by dragging and dropping the document into the space provided.

1‘, Drag and drop files here to upload, or browse,

A prompt will appear after you drag your file into the space provided with the name of the default file
folder that your document will be uploaded to. Click “Select” to upload your document.
Select Destination Folder

Documents / 10 SC and Closeout Phase / Project Closeout Docs [Default]

After uploading your documents, return to the process instance, scroll down to the bottom of the page
and click the “Take Action” button. After clicking “Take Action” a prompt will appear for you to comment
on the re-submission. Click “Submit” after adding your comment.

* Add Comment

[ private

Check Spelling Cancel
29.10 BO Reconciliation Hold Step (Associate Accounts Examiner)

The Associate Accounts Examiner (AAE) will receive an email notification from TUC that the subject project
is in the process of being reconciled and requires action from the Business Office (BO) to resolve
outstanding issues, which may include deficit fees, an unexpended fund balance, or other outstanding
issues as defined by the AAE. The BO was notified by the AAE of the issues requiring corrective action using
methods that are currently in place outside of TUC.

The AAE is to leave the process instance in this hold step until such time that the BO has responded to the
AAE’s correspondence detailing the corrective action(s) taken and provided applicable back up
documentation for the corrective action(s) taken. Upon receipt of the final corrective action
correspondence, the AAE will upload a copy of said correspondence to the "Documents" tab within this
process instance step.

To access the process instance, either click on the link provided in the email or log into TUC, select the “My
Home” tab and click on the link in the “Instance” column for the subject project “Project # - Closeout
Package” from the “My Processes” section.

Process instance is in your court. To view details or take action
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My Home Projects Forms Processes Documents Conta

c Welcome, Craig!

CONNECTICUT
My Processes
Announcem .. Project T2 | Instance 14 | Subject 14
ents BICE00E - DAS +B1-CS-1005 - DAS
Tts . |7989-4 Tst 5 - Project
Welcome, State of T Closeout Package

After opening the process instance, click on the “Documents” tab.

Details | Comments (0) || Documents (0] Artached Processes (0)  Attached Forms (0] | Attached To (0)

Upload copies of the correspondence received from the BO, as well as any other applicable reconciliation

documentation, to the “Documents” tab by dragging and dropping the document(s) into the space
provided.

1‘. Drag and drop files here to upload, or brov

A prompt will appear after you drag your file into the space provided with the name of the default file
folder that your document will be uploaded to. Click “Select” to upload your document.

Select Destination Folder

Documents / 10 5C and Closeout Phase / Project Closeout Docs [Default]

Next, return to the “Details” tab and upload a copy of the final reconciliation to the "Final Reconciliation"
field. Then, scroll down to the bottom of the page and select "Complete" from the dropdown list, and
click "Take Action".

Comments (3) Documents (0) | Attached Processes (0) | Aftached Forms (0) | Attached To (0)

Final Reconciliation

irs = iRl 9 _ _ .
Final Recondiliation: I'_.'." rop file here or  Browse Computer EBrowse e-Builder

-- Please select an action -- ¥ I I Check Spelling
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29.11 Final Review (CSS)

CSS will receive an email from TUC as notification that the project reconciliation is complete, and the
project can be closed out in TUC.

To access the process instance, either click on the link provided in the email or log into TUC, select the “My
Home” tab and click on the link in the “Instance” column for the subject project “Project # - Closeout
Package” from the “My Processes” section.

Process instance is in your court. To view details or take adion

Processes Documents Contacts Cost  Schedule Reports Setup *

Welcome, Craig!

My Processes

Project 1% |Instance 12 | Subject T2

Bl-Q-733 - Ai

Hangar ADD/

craft Maintenance

ALT [MILCON) SR-FI-4 1105R BI-Q-733

*BI-C5-1010 - DAS Test Praject

BI-C5-1010 - Closeout Package

CSS should now provide data input for all questions in the "Project Closeout Complete" section, if said data

has not been infilled automatically. Upon completion, scroll down to the bottom of the page and click
"Take Action".

Project Closeout Complete

Closeout Complete: -- Please select an option -- il
Closeout Completion Date: f|

Project Status: -- Please select an option -- hl

DAS Project Status: -- Pleaze select an option -- il

Project Status Summarny:

Project Status Type: -- Please select an option -- W
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Section 30: 7990 Project Closeout

30.01

30.02

Accessing the Process

Log in to TUC: https://gov.e-builder.net. Then, go to the “Processes” tab and select the Project you want
to closeout from the “All Projects” dropdown list.

Processes Documents Contacts Cost  Schedule Reports

shed Drafts | Import Processes

Processes

| 1105 Project Intake Request b |Ec't Add View I All Projects - I

Form 7990 — Project Closeout (PM)
Click the “Start Process” button.

5 Processes Documents  Contacts Cost ***°

Unfinished Drafts | Import Processes

Processes For |«ei-cs-1005-DasTst S -

Select “7990 Closeout (7990)” from the list of processes and click the “Start 7990” button.

Begin by filling out the "Subject" line with "Project # - Closeout Package." Follow the “General
Instructions” provided and ensure that all sections are completed.

Next, check off each document submitted for project closeout from the list provided in the "Project
Closeout Documents" section and upload a copy of each document to the "Documents" tab by dragging
and dropping the documents into the “Documents” tab.

Comments [2) Docurnents {12) Attached Processes (0] Attached Forms (0) || Attached To (0]

Project Closeout Documents
Check off each of the applicable documents that are to be submitted for project closeout from the "Project Closeout Documents” list below and upload each of the respective
documents to the "Documents" tab. Please note Form 7950 — Asset Value Memo will be submitted at a later step in the process.

7990 Document Checklist: (J7150 Certificate of Compliance
(J7810 Certificate of Substantial Completicn
(07840 Transfer of Custody and Insurance to Agency
(J7820 Certificate of Acceptance
(J7825 Contractor Reporting Farm
O7s70 Project Summary Report
[ cansent of Surety
(JFinal Requisition {Final Application for Payment)
(17910 Consultant Evaluation
7180 Temporary Certificate of Occupancy
(J7190 Certificate of Qecupancy (Threshald Projects Only)
(7995 Archival Data for Project Documents
(J745 Contractor Performance Evaluation
17987 Motice to Tarminate Task Letter (if applicable)
17983 Motice of Praject Cancellation (if applicable)

If the “7810 Substantial Completion” or the “Archival Data for Project Documents” form was completed
using the “7805 Substantial Completion” or “7995 Archival Data for Project Documentation” process, you
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will need to upload the process document by either clicking the “Attach” button or the “browse” link
within the “Documents” tab, and then click on “Select from Documents Module”.

|D| File Name |Attached By

Next, select the “10 SC and Closeout Phase”/“Project Closeout Docs” file folder to view the closeout
documents that have already been uploaded to the subject project “Project Closeout Docs” file folder.
Check the box next to the file you want to upload to the “Documents” tab and click “Attach”.

Folders - 7910 Co...onst.docx
2 Version 2
' 06 Design Development 0
7050 CMR R... st Forr
» BB 07 construction Documents 0 Version 1
» [ 08 Bidding 3 7825 C... orm.docx
Version 2
g 09 i 1
B9 05 construction Phase 7860 Liqu...sment.dc
Version 2
¥ B 10 5C and Closeout Phase 42 densbhlls
7810 Certi...pletion.d
- Project Closeout Docs [Default] 42 At
B9 substantial Completion Docs 0 7180 Te... of O.docx
Version 2
4 KT Contract-Amendment-Legal 10
7190 C of O.docx
b

BB 12 Task Letters 7 Version 2

After all documents have been uploaded, return to the “Details” tab and complete the “Percent for Art”
and “CHRO Contract Compliance” sections. Upon completion, click the “Submit” button.
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30.03 Closeout Package Review (CSS)

CSS will receive an email from TUC as notification that a Project Closeout Package has been submitted for
review.

To access the process instance, either click on the link provided in the email or log into TUC, select the “My
Home” tab and click on the link in the “Instance” column for the subject project “Project # - Closeout
Package” from the “My Processes” section.

Process instance is in your court. To view details or take action

Processes Documents Contacts Cost  Schedule Reports Setup *

Welcome, Craig!

My Processes

Project 1% |Instance 12 | Subject T2

SR-Pl- 4 1105R BI-Q-733

BI-C5-1010 - Closeout Package

After opening the process instance, review the “7990 Document Checklist” to make sure that all of the
required documents have been checked off for the closeout submission. Then, click on the “Documents”
tab to make sure that all of the 7990 Checklist Documents have been uploaded, that each document
submitted has been filled out in its entirety, and that each document has the required authorized
signatures.

Details | Comments (0) | Doounents (0] Artached Processes (D) Attached Forms (0) | Attached To (0]

Upon completion, return to the “Details” tab and review the “Percent for Art” and the “CHRO Contract
Compliance” sections, to verify that all of the question have been fully answered.

If all necessary documents are complete with the appropriate signatures, and all questions are answered
as required, proceed to the bottom of the page and select "Approve" from the dropdown list, next to the
“Take Action” button and then press the "Take Action" button. If any items are found to be incomplete or
missing from the project closeout submission, select "Revise" from the dropdown list and press the "Take
Action" button. You will be prompted to provide a comment detailing any incomplete or missing
information. Click the "Revise" button after providing your comment.

Add Comment

[ private

Check Spelling Cancel
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30.04 Closeout Package Revision (PM)

If the project closeout package submitted is deemed incomplete, the Project PM will receive an email from
TUC as notification that the Project Closeout Package requires additional information.

To access the process instance, either click on the link provided in the email or log into TUC, select the “My
Home” tab and click on the link in the “Instance” column for the subject project “Project # - Closeout
Package” from the “My Processes” section.

Process instance is in your court. To view details or take action

Processes Documents Contacts Cost  Schedule Reports Setup *

Welcome, Craig!

My Processes

Project 1% |Instance 12 | Subject T2

SR-Pl- 4 1105R BI-Q-733

BI-C5-1010 - Closeout Package

After opening the Project instance, refer to the "Comments" tab for specific requirements needed to
complete the submission. Ensure these requirements are met before proceeding.

Details || Comments (0) || Documsnts (0) Artached Proceszes (0)  Attached Forms (0) | Attached To (0]

==h

After all requirements have been met and all comments have been addressed, click the "Take Action"
button. This will prompt you to respond to any previous comments and confirm that the submission is
now complete, then click “Submit”.

Add Comment

[ private

Check Spelling m Cancel

30.05 Closeout Package Review (ADPM)

If the project closeout package is deemed complete by CSS, the Project ADPM will receive an email from
TUC as notification that the Project Closeout Package is ready for their review.

To access the process instance, either click on the link provided in the email or log into TUC, select the “My
Home” tab and click on the link in the “Instance” column for the subject project “Project # - Closeout
Package” from the “My Processes” section.

Process instance is in your court. To view details or take action,
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Processes  Documents Contacts Cost  Schedule Reports Setup *

Welcome, Craig!

My Processes

Project T4 |Instance 14 | Subject T4
SR-PI-4 T105R BI-Q-733
7950-3 BI-C5-1010 - Closeouwt Package

After opening the Project instance, refer to the "Comments" tab for specific requirements needed to
complete the submission. Ensure these requirements are met before proceeding.

Details | Comments (0) | Dooumnents (0] Attached Processes [0) Attached Forms () | Attached To (0)

Then, return to the “Details” tab to conduct your own review to verify that the project closeout package
is indeed complete and ready for further processing. To review the documents submitted, click on the
“Documents” tab.

Details | Comments (0) | Documents {0) Attached Processes (0)  Attached Forms (0) | Attached To [0)

If everything is in order, return to the “Details” tab, scroll down to the bottom of the page and select
"Approve" from the dropdown list next to the “Take Action button and then click "Take Action". If any
items are found to be incomplete or missing, or if additional information is required prior to your approval,
you can either select "Revise" from the dropdown list to return the package to the Project PM, or “CSS” to
return the package to CSS for further action, then click “Take Action”.

If either "Revise" or "CSS" is selected, you will be prompted to provide a comment where you can provide
additional direction regarding the closeout package submission. Once you have entered your comment,
click the "Revise" or "CSS" button respectively to forward the submission package to the appropriate party.

Add Comment

[ private

Check Spelling Cancel

Vendor Payment Complete Confirmation (PM)

After the ADPM has completed their review and approved the closeout submission package, the Project
PM will receive an email from TUC as notification to contact all vendors to input the date the final payment
was made on the GC/CMR contract, confirm that there are no outstanding invoices to be charged to the
project and confirm that Vendor fees are no longer being charged to the project.

CT DAS 0175 (Rev.6.5.25) 0000 Guidance Manuals



0175 TUC Guidance Manual

Page 342 of 350
To access the process instance, either click on the link provided in the email or log into TUC, select the “My
Home” tab and click on the link in the subject project “Instance” column, under “My Processes” to access
the Process instance. (Refer to Section 27.03 for guidance diagrams).

After opening the process instance, scroll down to the “Fee Confirmation” section and complete the
section in its entirety. Upon completion, click “Take Action” . This will either direct the process instance to
the Business Office (BO) to close all Vendor POs, or if the BO has already been notified, forward the process
instance to the Associate Accounts Examiner to do an internal audit and reconcile the project financials.

Fee Confirmation ~

The date of final payment can be obtained from DCS Accounts Payable at DCS.AP@dcs.gov. Confirm with each project vendor that there are no cutstanding invoices
that are to be charged to the project.

* Final Payment: Pravide the date the final payment was made to the GC/CMR.
00122024 | R
* Outstanding Invaice Have you confirmed with each contract vendor that there are no outstanding invoices to be charged to the project?
Confirmation: |""es hd
* \lendor Fees being Are Vendor Fees still being charged to the project? DO NOT SUBMIT until such time that Vendor Fees are no longer being
charoed?: charged to the project.
| Na hd |
* Has the business office | Na

v]

been notified that all PO's
for the subject project can
be closed?:

| Submit v | |Take Action I Check Spelling Print Copy Delegate Save Cance

30.07 DAS CO Tracking (BO - Accounting)

If the final payment application has been processed and paid or the subject project has been cancelled;
and the Project PM has confirmed with all Project Vendors that there are no outstanding invoices to be
submitted for the subject project and that Vendor fees are no longer being charged to the project, BO -
Accounting will receive an email from TUC as notification to add all project vendor POs to the DAS Change
Order Tracking Sheet so that all vendor POs can be closed.

To access the process instance, either click on the link provided in the email, or log into TUC and select the

“My Home” tab and click on the link in the “Instance” column for the subject project “Project # - Closeout
Package”.

Process instance is in your court. To view details or take action

Processes Documents Contacts Cost  Schedule Reports Setup *

Welcome, Craig!

My Processes

. Project T2 | Instance T4 | Subject 13

1105R BI-Q-733

BI-C5-1010 - Closeout Package

After all vendor POs for the subject project have been added to the DAS Change Order Tracking Sheet,
scroll down to the bottom of the page and click the “Take Action” button.
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30.08 Close POs (BO - FAA)

After BO — Accounting has added all vendor POs for the subject project to the DAS Change Order Tracking
Sheet, and the PM assigned to the subject project has confirmed that Vendor Fees are no longer being
charged to the Project, the BO FAA will receive an email from TUC with copy to the BO FAQ, as notification
to close all vendor Purchase Orders (POs) associated with the project.

To access the process instance, either click on the link provided in the email or log into TUC, select the “My
Home” tab and click on the link in the subject project “Instance” column, under “My Processes” to access
the Process instance.

Process instance is in your court. To view details or take action

Processes Documents Contacts Cost Schedule

Reports

Setup *

Welcome, Craig!

My Processes

Instance

Project 12 T4 | Subject 13
BI-Q-733 - Aircraft Maintenance

Hangar ADDVALT (1 TT03R EI-Q-733

*BI-C5-1010 -

BI-C5-1010 - Closeout Package

If after reviewing the Vendor POs, you determine that there may still be some outstanding invoices
under the specified POs or any other issues that are preventing you from closing the POs, scroll down to
the bottom of the page and select “Return” from the dropdown list next to the "Take Action" button,
and click the “Take Action” button.

Fee Confirmation

Final Payment:

Outstanding Invoice
Confirmation:
Vendor Fees being
charged?:

Has the business office
been neotified that all PO's
for the subject praoject can

ke closed?:

Provide the date the final payment was made to the GC/CMR.

09.12.2024

Have you confirmed with each contract vendor that there are no outstanding invoices to be charged to the project?

Yes

Are Vendor Fees still being charged to the project? DO NOT SUBMIT until such time that Vendor Fees are no longer being
charged to the project.

Mo

Na

I-— Please select an action -- VI I I Check Spelling Print Copy Delegate Save |

After clicking “Take Action”, you will be prompted to provide a comment to notify DAS Accounting of the
discrepancy. Click the “Return” button, after adding comments, to process the submission.

Add Comment

[ private

Check Spelling Cancel
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After DAS Accounting has prepared a response, the process instance will be returned to your attention
under this process step. Please refer to the "Comments" tab for the response provided.

Details Documents {13} Attached Processes (0) | Attached Forms (0) | Attached To (0}

Expand All | Collapse Al
General Instructions

Please note that the final payment application for the subject project has been processed and paid or the project has been cancelled; the DAS/RECS PM assigned to the project
has confirmed that Vendor fees are no longer being charged to the project; and the DAS Business Office has added all subject project Vendor POs to the DAS Change Order
Tracking Sheet to be closed. Please close all vendor POs for the subject project.

If after reviewing the Vendor POs, you determine that there may still be some outstanding invoices under the specified POs or any other issues that are preventing you from
closing the POs, scroll down to the bottom of the page and select "Return” from the dropdown list next to the *Take Action” button, and click the "Take Action” button. After
clicking “Take Action®, you will be prompted to provide a comment to notify the Project PM of the discrepancy. After the PM has resclved the discrepancy, the process instance
will be returned to your attention under this process step. Please refer to the "Comments" tab for corrective action taken.

After all vendor POs have been closed, scroll down to the bottom of the page and select "Submit” from the dropdown list and click the "Take Action” button to farward the
submission to the DAS Associate Accounts Examiner to reconcile the project financials.

After all Vendor POs for the subject project have been closed, select “Submit” from the dropdown list
and click “Take Action” to forward the submission to the DAS Associate Accounts Examiner to reconcile
the project financials.

30.09 Financial Review/Internal Audit (CSS Associate Accounts Examiner)

The CSS Associate Accounts Examiner (AAE) will receive an email from TUC as notification that the
DAS/REC PM has submitted the required closeout documentation, and the BO has been notified to close
all vendor POs on the subject Project. The AAE should now conduct its review of the project financials to
reconcile with CORE CT.

To access the process instance, either click on the link provided in the email or log into TUC, select the
“My Home” tab and click on the link in the subject project “Instance” column, under “My Processes” to

access the process instance.

Process instance is in your court. To view details or take actinn,

Processes  Documents Contacts Cost  Schedule Reports Setup

Welcome, Craig!

My Processes

Project T% | Instance T2 | Subject T4

SR-FI - 4 1105R BI-Q-733

BI-C5-1010 - Closeout Package

After opening the process instance, click on the “Comments” tab to review all previous correspondence
regarding the subject Project Closeout Package. Once complete, begin working on reconciling the project
financials.

Details I Comments (0 I Documents () I Attached Processes (0)  Attached Forms (0) | Attached To (0]
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After completing your initial review, if it is determined that additional information is needed from the
PM to complete the reconciliation process, and you want to include documentation for the PM to review
as part of this process, click on the “Documents” tab and drag and drop said documents into the space

provided.
Details | Comments (2} Documents (13) Attached Processes (0) | Attached Forms (0) | Attached To (0}
‘ [ Show Thumbnails [] Show File Description Download Attach Documents Remove Documents
Seq #
. Attached
[J| File Name l Attached By | Date Attached « | - Step To ache
Name
Russell, Craig
(Department
‘E—L (version 2) [Deleted) de 10.03.2024 9:59 | 1-

(1.1MB) | | Undelete | Remove | B " aM Start

Russell, Craig
{Department

0 TL| 01_BI-2B-438 - 7150 Certificate Of Compliance - Part Il Construction Phase {007).pdf (version 1)
Properties | Download (183.0KB) | Redline | Stamp | Remove

10.03.2024 10:15 | 1 -
AM Start

After performing the drag and drop, Click the “Select” button to complete the upload to the
“Documents” tab and the “Project Closeout Docs — Default” file folder.

Select Destination Folder

Documents / 10 SC and Closecut Phase / Project Closeout Docs [Default]

After the document(s) have been uploaded, return to the “Details” tab, scroll down to the bottom of the
page and select "PM" from the dropdown list next to the "Take Action" button and click "Take Action".
After clicking “Take Action”, a prompt will appear to provide a "Comment" with instructions to the PM
on what will be required to complete the reconciliation. If you require confirmation from the PM that
DAS Fees are no longer being charged to the project, include that information in your comment.

||-- Please seiect an action -- V||| | CheckSpelling

Add Comment

[ private

Check Spelling Cancel

Note: If the process instance was sent to the PM, when they submit their response, it will be returned to
this step. Refer to the “Comments” tab to see comments provided by the PM and refer to the
“Documents” tab to see additional documents that may have been uploaded by the PM to complete the
process.
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If additional information is required from the BO to complete the reconciliation, scroll down to the
bottom of the page and select "BO Hold" from the dropdown list next to the "Take Action" button and
click "Take Action". Acquire the information from the BO to complete the reconciliation process using
the methods that are currently in place outside of TUC to obtain such information. The information
provided by the BO will then be uploaded to the "Documents" tab as part of the BO Hold Step.

If the reconciliation is complete and the project can be closed in TUC, upload a copy of the final
reconciliation to the "Final Reconciliation" field and upload any other relevant reconciliation
documentation to the "Documents" tab. Then, select "Complete" from the dropdown list and click "Take
Action".

Final Reconciliation

Final Reconciliation: Drag and drop file here or  Browse e-Builder Browse Computer

Details | Comments (0) | Doouments (0] Attached Processzes [0) Attached Forms (0) | Attached To (0]

30.10 Reconciliation Review (PM)

If the CSS AAE is unable to reconcile the project financials for the subject Project, the PM will receive an
email from TUC as notification that additional information or documentation is required to complete the
financial reconciliation.

To access the process instance, either click on the link provided in the email or log into TUC, select the “My
Home” tab and click on the link in the subject project “Instance” column, under “My Processes” to access
the process instance (Refer to Section 27.03 for guidance diagrams).

After opening the process instance, click the "Comments" tab to review the requirements to complete the
financial reconciliation and, if applicable, click on the “Documents” tab to review any documents the CSS
Accounts Examiner forwarded to your attention for review.

I Details | Comments (0)  Doouments (0] I Attached Processzes [0) Attached Forms (0) | Attached To (0]

If the AAE requires confirmation that DAS Fees are no longer being charged to the project, scroll down to
the "Fee Confirmation" section and answer the "DAS Fees Charged" question and provide the date for the
"Pay period last charged".

Fee Confirmation

Vendor Fees being charged?: Are Vendor Fees still being charged to the project? 00 NOT SUBMIT until such time that Vendor Fees are no longer being charged to the project.
Outstanding Invoice Hawve you confirmed with each contract vendor that there are no outstanding invoices o be charged to the project?
Confirmation:

Has the business office been
netified that all PO's for the
subject project can be closed?:

DAS Fees Charged: Are DAS Fees still being charged to the project? DO NOT SUBMIT until such time that DAS Fees are no longer being charged to the project.
|-- Please select an option -- i |
Pay pericd last charged: nput the end date that the PM |ast charged to the project.

=]

Once you have completed your review and taken corrective action, scroll down to the bottom of the page
and click the "Take Action" button.
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You will then be prompted to provide a comment to explain the corrective actions taken to complete the
financial reconciliation.

Add Comment

(O Private

Check Spelling Cancel

30.11 BO Hold Step (Associate Accounts Examiner)

The Associate Accounts Examiner (AAE) has sent correspondence to the BO, using methods that are
currently in place outside of TUC, to request corrective action on outstanding issues, which may include
deficit fees, an unexpended fund balance, or other outstanding issues as defined by the AAE. This step will
serve as a “Hold Step” until such time that the BO has responded to the request, using the methods that
are currently in place outside of TUC, of the corrective action taken and the AAE is satisfied that no further
corrective action is required.

Upon receipt of the final corrective action correspondence, the AAE should open the process instance, by
either clicking on the link provided in the email or by logging into TUC, selecting the “My Home” tab and
clicking on the link in the subject project “Instance” column, under “My Processes” (Refer to Section 27.06
for guidance diagrams). After opening the process instance, the AAE should upload a copy of the corrective
action correspondence between the AAE and the BO to the "Documents" tab within this process instance
step.

Details | Comments (0) Docurnents {0) Attached Processes [0) Attached Forms () | Attached To (0)

If the reconciliation is complete and the project can be closed in TUC, the AAE should also upload any other
relevant reconciliation documentation to the "Documents" tab and then return to the “Details” tab and
upload a copy of the final reconciliation to the "Final Reconciliation" field. Upon completion, scroll down
to the bottom of the page and select "Complete" from the dropdown list and click "Take Action".

Final Reconciliation

Final Reconciliation: I Drag and drop file here or  Browse e-Builder Browse Computer

30.12 Asset Value Memorandum (PM)

After the final financial reconciliation has been completed, the PM assigned to the project will receive an
email from TUC as notification to complete the Asset Value Memo.

At this time, the PM should fill out the "Asset Valuation Memo (7950)" and forward it to the Business Office
for sign off using the methods that are currently in place outside of TUC.

After the BO has completed and returned the Asset Value Memo, the PM should open this process
instance, by either clicking on the link provided in the email or by logging into TUC, selecting the “My
Home” tab and clicking on the link in the subject project “Instance” column, under “My Processes” to

CT DAS 0175 (Rev.6.5.25) 0000 Guidance Manuals



0175 TUC Guidance Manual

Page 348 of 350
access the process instance (Refer to Section 27.03 for guidance diagrams). After opening the process
instance, scroll down to the “Project Closeout Documents” section and upload a copy of the Asset Value
Memo to the subject field with the same name. Upon completion, click the “Take Action” button.

Project Closeout Documents -

7900 Document Checklist:

7810 Substantial If the Substantial Completion Form was completed in eBuilder, click the "Leckup” link to find the process instance and click on the
Completion: instance link to add the completed form to the closecut package.
* fzcet Valuation Memo Upload a copy of Form 7950 - Asset Valuation Memorandum to the subject field.
(7os0:@ I Drag and here tIr Browse e-Builder Browse Computer
Archival Data for Project If the Archival Data for Project Documents Farm was completed in eBuilder, click the "Lookup” link to find the process instance
ccuments (7995): and click on the instance link to add the completed form to the closeout package.

30.13 Final Review (CSS)

CSS will receive an email from TUC as notification that the project reconciliation is complete, and the
project can be closed out in TUC.

To access the process instance, either click on the link provided in the email or log into TUC, select the “My
Home” tab and click on the link in the “Instance” column for the subject project “Project # - Closeout
Package” from the “My Processes” section.

Process instance is in your court. To view details or take action

Processes Documents Contacts Cost  Schedule Reports Setup

Welcome, Craig!

My Processes

Project T4 |Instance 14 | Subject T4

BI-Q-73

Hangar

ircraft Maintenance | _, . -0
DD/ALT (MILCON) SR-PI-4 1105R BI-Q-733

*BI-C5-1010 - DAS Test Project

BI-C5-1010 - Closeouwt Package

CSS should now provide data input for all questions in the "Project Closeout Complete" section, if said data
has not been infilled automatically. Upon completion, scroll down to the bottom of the page and click
"Take Action".

Project Closeout Complete

Closeout Complete: -- Please select an option -- il
Closeout Completion Date: E|

Project Status: -- Please select an option -- v

DAS Project Status: -- Please select an option -- v

Project Status Summarny:

Project Status Type: -- Please select an option -- hl

CT DAS 0175 (Rev.6.5.25) 0000 Guidance Manuals



0175 TUC Guidance Manual

Page 349 of 350

Section 31: Reports

31.01 Navigating to the Reports Module and Accessing Reports

To access and use the Reports module:

1. Click on the Reports tab to access the Reports module.

2. Inthe Reports module, reports can be accessed easily by typing part or all of the report name
in the search block and clicking enter. The search will return a list of reports fitting the search
criteria. See step 28.02 for how to open project-specific reports.

3. Users may also wish to browse the list of generally-available pre-built reports. Click on the
arrow to the left of each section to open or close the list of reports in each. Click on the name
of the report to open each.

4. Users are also able to build their own reports or save-as their own modified copies of existing
reports. These reports are only available to the user creating them, and there is flexibility
about the datasets to be searched, filter criteria and formatting.

& e-Builder

My Home Dashboard Projects Processes  Documents Contacts Cost Reports Setup  eee

c Reports

CONNECTICUT Filter

£s

Folder: [ All Report Folders v | Edit | Add New Folder
Report: ‘ 2 Clear 4

Expand All | Collapse Al 3 Reorder Folders Add Report Copy User Reports

| ¥ My Personal Reports (38)
~ Unfiled Account Reports (61)
|l Archive (5)

¥ Agency Administered Projects Report (2)

31.02 Searching for and Opening Project-Specific Report Data

In the example, below, the user searched for the word “submittal”. The search returned a list of
reports, including a number built by TUC. The two at the bottom are reports built by DAS.

Filter

Folder; | All Report Folders

Report: ISubmittaII Clear

Submittal Module Reports (7)

Edit | Delete | Export | Histery  Pending Outstanding Submittals from Contractor

Edit | Delete | Export | Histery  Pending| Outstanding Submittals in Review

Edit | Delete | Export | Histery  Pending|Submittals - All Open
Edit | Delete | Export | Histery  Pending|Submittals Due in 3 days
Edit | Delete | Export | Histery  Pendingubmittals Overdue by 2 weeks

Edit | Delete | Export | Histery | Submittal Log 100

Edit | Delete | Export | Histery | Submittal Log 101
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When the user clicks on “Submittal Log 100”, for example, that report opens. However, this is report
for project-specific information, so it does not show any data until the user uses the “Select a project”
pull-down menu to select a project.

RepOI’t ReSUItS | Select a project... v |

Report Options

Columns: | Create Date v | S
Duration: | Custom o |
Dates: Start Date: i3]
Clear
End Date: HH

This shows the report on the screen in TUC. Also note that there is an “Export” button that allows the
user to download the data from the report in Excel or other data formats. (There is no option to
generate a PDF report.)

Report RESU|tS ‘B-—SS—WES—T}“:\S\;;',ESI v
Report Options Re-Run Report
Columns: Create Date v Sorting: [ Number v
. Reset @ Ascending O Descending
Duration: Custom v
\ v|
Dates: Start Date: == : @® Ascending O Descending
End Date: i ‘ v |

® Ascending O Descending

Submittal Log 100 Hide Details  Print View Send Edit Save | SaveAs

c Filter By:

Project Name equals BI-3B-123 - This is a test

CONNECTICUT Package Number has a value

Number | _. = Revision Date Due Submit For | Date Submitted For Date Due Review Consultant Respond
Title Spec Section Status 3 3
- Number Review Review Complete By Date

Package Number: 1-09 01 00-0 (2 records)

090100-
Approved As =
4 09 0100 - This new item 1 Maintenance 0 IPpIoveAs. 06.07.2024 06.07.2024 06.06.2024
S Noted
of Finishes
090100-
5 09 01 00 - This new item 2 Maintenance 0 Revise & Resubmit 06.07.2024 06.07.2024 06.06.2024
of Finishes

Package Number: 1-09 01 00-1 (1 records)
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