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Important concepts to understand about the Primecontract site that has been

designed for NAVFAC:

· Primecontract has been designed to accommodate all ROICC projects for NAVFAC in an enterprise fashion. 

· The enterprise view of Primecontract gives all NAVFAC employees a read only view of all projects in NAVFAC. In other words, anyone that uses the self-registration page (see self registration slide) will be given guest rights to see any project at any ROICC within the enterprise. 

· Contractors can only see projects assigned to them and not the entire enterprise. 

· Every ROICC employee that is actually a team member for a project will be given additional rights as a member so that they can read/write and initiate workflows etc. These rights can be granted by the Project Coordinator. 

· Each ROICC Office has at least one local project coordinator assigned to them.

· Each time Primecontract is requested to load a new project, the “template” is copied down to construct all the folders and workflows for that project.

· Every ROICC process that requires a form to be routed around to various project members has a workflow. 

· The workflow tells Primecontract how to route around any particular form like a Daily Production Report, RFI, submittal etc. 

· The WebCM team developed standard workflows for every ROICC Office process. These standard workflows are stored in the “template” that is downloaded to construct all new projects.
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ACCESSING WebCM

Registration
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January 22, 2004

>
PrimeContract
Member Registration Help.

INSTRUCTIONS: To bacorne s ragistared user of PrimeCantract, plasse snter the requasted information
in the farm below. Note that fields marked with * are required.

Information that you anter il be used by the system on documents with which you are assodiated.
PrimeCantract will not publish or share this information with organizations that ars nat sssaciated ith your
contracts, or any other third parties, Without your prior approval or sssignment,

piease enter the following information: _(fields marked with * are required)

First Name* —
Last Name*  —
e  ——
Company Name*  ——
Email Address™  ——

Country * | —
Street Address* —

City or Town* ———
state® | —— |
Postal or ip Code™ —

Telephone No.* [ —— Ext.

Fax No. —
Mobile No. —





In order to log into Prime Contract you have to register first. To do this:

 Go to:   https://app.primecontract.com/app/nsua/navfac-webcm-navregister 
All NAVFAC employees (or clients with *.mil or *.gov email addresses) must self register at this page.  Using this page identifies the user to Primecontract as a NAVFAC employee or client.  NAVFAC Project Coordinators can then assign personnel (*.mil or *.gov email address) who have self registered to projects etc.  

PLEASE DO NOT USE THIS PAGE TO REGISTER CONTRACTORS.  Doing so will give them access to info that they shouldn’t see.  Please see table of contents on how to invite contractors to projects.
Logging In

Click on the URL Below or Type the URL into the Internet explorer address line as follows:
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https://app.primecontract.com/app/00_00login.jsp
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Login using your User ID and Password that you set up during registration.

HomePage
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You will see this screen once you have successfully logged in.

NAVIGATION

Folder Structure
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The WebCm folder structure is grouped by EFD,EFA, ROICC, and Contract Number.  Drill down inside the ROICC office folder to locate our office contracts
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Project View
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Each contract in WebCm contains the Project View as shown here. Each folder is designed to store Folders, Files and Forms in a logical manner to eliminate guesswork for locating documents across NAVFAC.

Personal View
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The Personal View was designed as a place for each user to set up Actions Items for themselves or others, Shortcuts to Contracts, Folders or Files, and a place to store your own personal files. 

You may also use this page to edit your Contact Information 

Action Item
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WebCm allows you to set up action items for yourself or others at NAVFAC. You will be required to assign the action to a specific person.
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Fill in Action Item info as specified. Giving your action item a due date will assist you in tracking whether the action has been completed. The Assigned To block is a required field. In order for your action to take affect, ALWAYS click Add Item when finished.
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The Action will display in your Action Items list. Click the link to the item.

 Shortcuts
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You may create shortcuts to a specific project, folder or file located in WebCm. This can be done by:

Clicking Add
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Clicking Create New Shortcut

Drill down to the specific Project, Folder, or File

Click Select – located to the far left of Project, File, or Folder
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Click Select – located to the far right of Project, File, or Folder that you want to create the shortcut to.
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The Shortcut will display in the shortcut list

Personal Folders and Files
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This section in WebCm was designed to give the user a place to store their personal files. Follow the same procedure above for adding folders and files to this section. The added item will display in the Personal Files list.
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This view allows the user to view a complete list of WebCM contracts. You may sort by clicking column headings.

ADDING A NEW PROJECT

 Transfer contract from FIS to WebCM

In order for contracts to be built in WebCM they have to be transferred from FIS first. To do this:

Go to:   http://navfacilitator.navfac.navy.mil/webcm/
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Click “Add Contract to WebCM

Log-in (first time user will be required to set up an account)
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Press “Continue”
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Enter contract info into the data entry blocks

Example:

L
N62470
00
C
3362

Example:

P
N62742
02
D
2213  for Basic Delivery Order 

P
N62742
02
D
2213 
0001  for Task Order 

Click “Add New Contract”

The contract should appear in the “Contracts to be Extended to WebCM“ list immediately.

Please Note:  you will be able to build the contract in WebCm the NEXT day.

 Build Projects in WebCM
Each ROICC office will have a specified number of Project Coordinators that will be granted rights to create/build a project in WebCm.
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To build a project that has already been transferred from FIS:

Drill down inside the ROICC office folder where you want the contract to be located.
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Once you have drilled down inside the ROICC office folder where you want the contract to be located:

Click   [image: image29.png]= ROICC |



 as shown above.
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You may search by contract # with no dashed, no spaces

 OR 

by Task Order number. You may also click View All to see a full list of contracts to select from.
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(to the left of the contract that you want to create)

Click [image: image38.png]Save




Project Coordinators

Once you have built a new project, your name will automatically display under the Project Coordinator list. Please ensure that you add LaDonna Boone and John Vogt as Project Coordinators on each contract that you build. 
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This is to ensure that we will be able to access your contract in the event that you have a problem.  

Click [image: image40.png]Add Users
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Type a portion of the person’s name in the criteria box
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Click [image: image43.bmp] for the desired employee
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PROJECT SET UP

Contractor Invitations

This section is for information only. You may need to know this process in the event a contractor is having a problem. 

Each Contractor or other non-government user will need to be invited to a project in order to participate on a project in WebCM. 

DO NOT INVITE ANYONE THAT HAS A .gov OR .mil EMAIL ADDRESS.
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The Project Coordinator will click [image: image46.png]& proiect Administration




  from the Project screen then click [image: image47.bmp] from the Project Administration screen.
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The contractor’s e-mail address will be entered for each contractor person you would like to invite to participate on this contract. Enter ALL Contractors/AEs as Members ONLY

You will be able to limit their permissions on the Roles screen

Be sure to separate each e-mail address by a comma. 

Click [image: image49.png]Send Invitations
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The contractor will receive an e-mail. He is to register using the link in the e-mail if he has not already done so. Then he is to USE THE OTHER LINK IN THE E-MAIL TO ACCEPT PARTICIPATION on the project. Failure to do so will result in the contractor’s inability to view the project or to be assigned permissions on the project.  

When the contractor accepts the invitation, the project coordinator will receive a confirmation e-mail indicating that the contractor has accepted participation. 
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At that point the project coordinator may assign him the appropriate.  
Project Administration

Contact your office Project Coordinator to indicate:

AROICC/AREICC

Contract Specialist

Admn (Proc. Tech

QA (Construction Rep)

Contractor CM

Contractor QCM

PM

The project Coordinator will assign the appropriate permissions and roles

WEBCM FORMS

Form Structure

Non-Compliance Form

[image: image339.png]£104. Requests For Information - Mictosoft Internet Exploret N - |© 1 X |

| Fle Edt Vew Favates Toos Hep |

Jé.».@ &@@8‘%- E

B pwd | S ROt Mo | oo e G | REL E6 =
| Links || e [ €] tos/opppimecenactcom/ptnesontoccols Tanc-1echlo-507 67 ik cton=honsetsot=sabiype B
m"ﬁe&ntractu “#n NAVFAC Enterprise ‘ 4% Personal View ‘ T Projects ‘ ™ Search ‘ @_4
Blogout | Welcome, LaDonna Boone September 25, 2003

| 04. Requests For Information BN configure
Project 1

search

I Gl

Aduanced B

Enterprise View > INAVFAC Internal Training Projact 1 > 04 Requests For nformation

“lick Here to
ubmit an RFT & | |

5 INAVEAC Internal Trainin

sy
 rapars aaries | Clcreste s now foder [Add Otrer

80 rotect adrministration

& project summar, Type Info Name e Functions

@ 4.1 sschived REL: 49 Itams
@  EPANE Tusining 0 1tems
@  newFolder 0 Items
@ Uisna 0Tasks

& [ 3 [® inenet



[image: image340.png]& ]Work Package - Microsoft Internet Explorer MEIE

| Fo ES Vew Favoies Lok Hb
Al ‘ Q G P ‘ B- e

s .9 .9
Back Py Sop  Refiesh  Home | Seach Favoiles Histoy i Fiint Edt

ks || e [€7 e

et

S pimeconiocsFolo F e DSOS bt Dbrows st babipe o] (60

=
PrimeContract” # NAVEAC Enterorise | 5] Personal view: | (8 Projects | Search|
€ loout | Welcome, LaDonna Boone September 28, 2003
[
- RF1120 W Overview
B General
Cheskist
Work ftem Finished “You have received an RFIfor review. Before sending this RF| to the next person,
Overview click the links on the left to complete each of the following Work ltem sections:
General
Attachments Attachments enables you ta refarence any documents related to
commerts Attachments this RFL
Eorms To view, add, or modfy attachments, click the Attachments ik

on the lef.

Accept Assignment
Farms enables you to review and modify information related to
Don't Accept the RFI

To review and modify information in the form, click the Forms
Forms.

link on the left
Note: When you have finished modifying the fields in the form,
scroll down to the end of the form and click Save,

&1 (6 tems remaining) Dpening page htps://app primeconiract com/primeconiract/collab 7unc=work Frame T askLefttWarkiD: | [2) [ Intemet



[image: image341.png]& ]Work Package - Microsoft Internet Explorer MEIE

|
J - Al ‘ e ‘ B T
bk Fonod | Sew  Fdiwh  law | Sesch Favoies Hbow | Wd P Ea

bt DromserassatDsibpe o] 60

ks || Ao [€] astio-Terer

o
o

3Flunc3DIR260b] 4735070026

4 NAVEAC Entery ‘ “ff personal

RF20 After you have completed each of these sections, you can click on the left [~
Answer on the left to send the RF to the initiator with the answer.
Checklist Reviewer on the left to send the RF| for review to the user selected in the
Wark ftem Finished attributes area.
W Oeeniew Revise on the leftto retum the RF o the initiator for revision
& General Reject on the left to reject the RFl and send back to the initiator
Q Attachments r
© comments | Note: Instructions for all sections are listed below Ifyou need to come back o
Comments these instructions at any time, click the Overview lnik on the left. Instructions
& Forms o specific to each section also appear when you click the section links on the left
Use these links to navigate to each Work ltem section
Answer
2 Attachments
Reviewsr
Peviss In this section, dowrload and view the RFI documents
Reject
il To download and view a documernt

&10ore [ 3 [® imenet



[image: image342.png]€]NAVFAC REQUEST FOR INFORMATION- INITIATOR VIEW et o - |~ |

W Favores

J@,».

Back Py

Siop

A

Refissh  Home

Search

Q 3

Favortes

-
History i

=/

Piint Edt

ik || e [€] o trrtul=228pinocontact Z2Fole a3 3002250l 0 SOT67 ZsobpcionDbrowse 2esaDsabype =] 6o

¥ Information

Schedule Referenced:
Ves &

Specification Section:

Specification Paragraph:

RFI#: RFI Date: RFI Status:

120 28-Sep-2003 OPEN

Manual RFI #:

[RFID00T

RFI Subject: REI Type:

[Demo for Class [RFifor Govemment Reply [2]
Priority: Potential Time or Cost:
Normal = No

Specification Page:

[16301

[1561.2a

[i2

Drawing #: Drawing Detail: Drawing Sheet #:
E5 [3/A14/E5 Riser diagram 742620074

¥ Question and Contractor Proposed Solution

RFI Question/lssue:

[ nswine_iniirares a 127 % 177 ¥ 67 mulThoy_for -~ 4-S00mem in a 57 condnir

&1 bore

B
[ [5 [@ Intemet



[image: image52.png]CONSTRUCTION CONTRACT NON-COMPLIANCE NOTICE
N NAVFAC 4330/36 (Rev. 7/02)
(Modified for the Web)

Ezpand/Collapse All
¥ Instructions

» Contract Information

¥ Non-Compliance Detail

Contractor/Responsible Individual:

Notice #: Date: Contractor Reply By Date:
31 [ 20-Jan-2004 [ 25-Jan-2004

Specification Paragraph and/or Drawing #:

Reference (Shop Drawing, Certification, COC Report #, etc):

Deficiency in Workmanship and/or Material:

Navy OA Representative





              Final Closeout PCC Form
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All WebCm forms are set up the same way. Each form contains an Expand/Collaspe link, Instruction Icon, Contract Information Icon, Form Data Icon(defaults to the EXPAND position). 

Gov’t forms contained in WebCm are:

Form Name






Folder No.

Quality Assurance
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2. Daily Reports
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You may add folders in almost all folders that have the [image: image56.png]


 icon. Click the icon.
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Name the folder, then click [image: image58.png]Add tem
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The Folder will appear with a [image: image60.bmp] beside the title to indicate that it is a new item.

Files
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You may add a file to any folder that has an [image: image62.png]| dd Files



 icon. Click the icon.
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Click Single document or Add Multiple File upload. 

Name the file as you would like it displayed in your Personal List

Give a brief Description of the file.
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 to located and upload the file.
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Drawings
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You may add small or large drawings to the Contract Drawings folder in WebCM. 

Note:  ALL contract drawings should be in this folder. To do this:

Click [image: image67.png]B Add Single Drawing



 to add a single drawing

Name the file as you would like it displayed

Give a brief Description of the file.

Click [image: image68.bmp] to located and upload the file.
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The file will display with a [image: image71.bmp]  beside the name to indicate it is a new item.  The drawing will also be identified under the Functions heading by having the 
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  link beside the download link.
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Give your report a name. Remember this is a report/notification for all contracts.

Click the Enable e-mal delivery of this report. 

Set the day or days of the week that you would like to be notified.

Set the hour of the day that you would like to be notified..

NOTE: The hours displayed above are Greenwich Mean Time (GMT). Add five hours for Eastern Standard Time (EST).
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Please remember these items are Global. You may want to limit your selections to 
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 pulldown to indicate the report name you want the notification on.
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Folder Alerts

In order to set an alert to be notified when an item has been placed in a folder click on the [image: image87.bmp]beside any folder.
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 pull down, select Set Notification
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  pull down. Select the report name that you want the notification to be posted on. IF you have not modified the settings for the days and hours that you want the report to be emailed to you, see 
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Give your report a name. Remember this is a report/notification for all contracts.

Click the Enable e-mal delivery of this report. 

Set the day or days of the week that you would like to be notified.

Set the hour of the day that you would like to be notified..

NOTE: The hours displayed above are Greenwich Mean Time (GMT). Add five hours for Eastern Standard Time (EST).
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Click[image: image95.png]



Please remember these items are Global. You may want to limit your selections to 
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 pulldown to indicate the report name you want the notification on.
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Folder Alerts

In order to set an alert to be notified when an item has been placed in a folder click on the [image: image99.bmp]beside any folder.
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Click the [image: image101.png]Function.



 pull down, select Set Notification
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Under the[image: image103.png]Notify me when...



 list click on the

[image: image104.png]An ltem is added <None> v,



  pull down. Select the report name that you want the notification to be posted on. IF you have not modified the settings for the days and hours that you want the report to be emailed to you, see 
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REDLINING DRAWINGS AND DOCUMENTS 
Drawings
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Locate the drawing file you want to redline (See how to add a drawing on the previous page).

Click on file name and the Brava application will launch
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Use Redline tools to mark up the drawing.

Click [image: image108.bmp]
Click New (the redline toolbar will appear).

You may save layers, 

Turn layers on and off by clicking [image: image109.png]List of all availahle versions.




 above.

Adding Attachments to XREFS and Redlines 
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You may attach documents to your marked up drawing. This could include any Microsoft word, excel, PowerPoint, PDF, bitmap, or jpeg document.

Locate the drawing file that has XREFS and Redlines .

Click on the XREFS and Redlines link next to the drawing file name.
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Click the Add Files link to upload/attach a Single File, Single Document or multiple files to. Browse your computer to locate the files then click Add Item.
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The file(s) will be listed with a [image: image114.bmp] to indicate it is a new item.

Viewing XREF Attachments

Locate the drawing file that you’ve added XREFS and Redline files to.

Click on XREFS and Redlines link next to the drawing file name
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Click [image: image117.bmp]  Info icon
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Click Function, select download
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You will then be prompted to either Open or Save to your computer

Once you make a selection, click OK
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The Correspondence folder is set up to allow the user to keep track of incoming and outgoing correspondence on your project. You may set up subfolders within each folder to further organize your correspondence. You may also restrict access to the subfolders that you create.
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The NAVFAC correspondence Received folder and the NAVFAC correspondence Sent folder should hidden from view. If you open the correspondence folder and can see these folders contact the Project Coordinator. 
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The project Coordinator should hide all existing folders. 
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Click [image: image124.png]B configure Display
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Set each folder to [image: image126.png]Hidden



  by clicking the radio button

Click [image: image127.png]Update



 at the bottom of this screen to save screen changes then
The following screen will appear.
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Click update on this screen to save your changes to the folder. 

The Project Coordinator should then add two new folders using the [image: image129.png]Create a new folder



 instructions in the previous section.

 Name the folders as follows:
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You may create subfolders within these folders to facilitate organization and to customize Alerts for your specific correspondence. 

DAILY REPORTS

Production Reports
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The daily report folder was designed to manage daily reports.  
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Because of Primavera’s timeout policy, the daily report forms have been broken down into several forms. When the contractor logs on he will see all forms above except Non Compliance and QA Reports.
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When the contractor submits a Production Report you will receive a Task in your Task list as an indication that a  production report has been received for your review.  Click on the task to open the report.
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Three options1) Accept as presented  2) Acknowledged (Not used often)  3) Qc needs to resubmit.  After review changes need to be made or something was left off.  Click on forms next
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Please note that the form cannot be changed by the Government. Need to check for attachments and comments as normal.  Can send for review if needed i.e. supervisor need to see it or the AROICC. The contractor is informed if resubmission is required.
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To view an archived Production report click on 2.1
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Click on the Production Report Template Form link. 

Please note that attachments to the Production Reports are listed separately

Example:  Standard Production Report Template Form –7 will have a Workflow Attachments –7 . 
QC Report
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When the contractor sends a QC report you will receive a task in your Task List. Click on the task.
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Three options1) Accept as presented  2) Acknowledged (Not used often)  3) Qc needs to resubmit.  After review changes need to be made or something was left off.  Click on forms next
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On this form the CONREP can make comments in the Government QA Remarks block. You will need to check for attachments and comments as normal.  He also can send for review if needed; i.e. supervisor need to see it or the AROICC.   

The contractor is informed by receiving a task in their Task List if resubmission is required.  If you add comments be sure to hit save and remember the contractor can see your remarks!  If you add comments you must hit the SAVE button.
[image: image383.png]€]
Ele Edt View Favoites Ioos Hep |

I &
aack Fowad | Stp  Rehesh Home 2

Seach  Favartes His Piint -
Links || Address [ ion=E dittrestui="2Fprinecontract’2Fcollab33F func 3DIP<26obi 35070061 % 2BabiActior <aDbrowse>26sartz3Dsubype =] 6o

¥ Funds Received

Pending Change #: Prepared Date: Pending Change Status:
38 27-Sep-2003

e Exteion

Amount:

-

Pending Change #: Prepared Date: Pending Change Status:
38 27-Sep-2003

Amount: i ion i

e Exteion

@ Submit this PC.
o

future PC's.

Submit

& [ 3 [® inenet





[image: image384.png]& ]Work Package - Microsoft Internet Explorer
File  Edt View Favoites Tools Help
- B 7
Back  fovsd | Sup  Reish  Home | Seach Favates Moy | Wsl P Edr
Links ]| Address[21 B FoolaZaFtanc Dol 2bobilonDbrowse 2sotcDsubype o] P60
s .
#in NAVEAC Enterprise Personal View  Projects  Search

PrimeContract

Tog out Welcome, LaDonna Boone September 28, 2003
-PC38 @ Send for Review
©  The General package provides you with useful information about this Workflow Step. Click
Checkist
here for General instructions.
Work e Finished
WA Oveniew
B General Step Name: - PC38 Lnitiate Receved: 01/25/2004 06:44 PM.
A Attachments r Manager  Exic Turcotte Step DusDate None
& Comments (u} Startedt 01/25/2004 0644 PM  Workflow DueDate:  None
B Forms (m) Action: Choose User. Chaose Sub-map.
Send On Copyright @ 2003 - Pimavara Sy, . 4]
Q@ Sendfor Review,
2] ]
E10one [ B [® reret




Once again you can see the archived form by drilling into Folder 2.2.  
Preparatory Checklist
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When the contractor sends an Initial Checklist you will receive a task in your Task List. Click on the task. Can be more than one per day.
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Three options1) Accept as presented  2) Acknowledged (Not used often)  3) Qc needs to resubmit.  After review changes need to be made or something was left off.  Click on forms next

[image: image387.png]&]Work Package - Microsoft Intemnet Explorer

Fle Edi View Favoes

Tools

Help

&

(]
s

-
i Piint

Back  Fovad El
ik || Addes |23 z Foolo DV 25 0T 5 25t cion Dormos et ipe ] 6o
-PC38 Initiate - Review VA Overview

Checklist

Work ftem Finished

WA Oveniew
B General
N Attachments (m)
& Comments u)
[ Foms u)

Send On

B General
review and send on with recommendation.
2 Attachments

Inthis section, download the PCO documents, andfor add a new documents to

PrimeContract.
To download a document:

1. Tothe right of the document, click Download
2. Select a location to save the document on your hard drive.

3. Openthe PCO document as you normally would on your computer to view
it

Modify and save this document, then follow these steps to add a news version of

the document to PrimeContract

Eiooe

[ 3 [® imenet




Please note that the Government cannot change the form.  Need to check for attachments and comments as normal.  Can send for review if needed i.e. supervisor need to see it or the AROICC.   The contractor is informed if resubmission is required.
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Open 2.3 to view archived checklists.
Initial Checklist
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When the contractor sends a Preparatory Checklist you will receive a task in your Task List. Click on the task. Can be more than one per day
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Three options1) Accept as presented  2) Acknowledged (Not used often)  3) Qc needs to resubmit.  After review changes need to be made or something was left off.  Click on forms next
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Like the others you can send for review Accept or send back for revisions. Click on accept reports.  The file will then be archived and view as before
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Once again you can see the archived form by drilling into Folder 2.4.  
REWORK
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The rework list will be a separate form and workflow. The QC Rep will enter in a rework item with the date identified and fill in the detail information on the form to identify the item properly. 
The task will stay with the QC Rep until the rework item is completed. At that time the status will be Rework Item Corrected and the date the item was corrected will be captured. Once completed, users can be alerted via cc:, alerts, or process step functionality in the workflow.
The contractor will click on the task in the Task List
[image: image394.png]& ]Form - Microsoft Internet Explorer
| Fo Edt Vew Favoies ook Hep

MEIE

J@,@,@

A

Back Py Sop  Refiesh  Home

Q 3

Search

Favortes

History

B R

i Piint Edt

ik || e [€] e trrtul=228pinocontact Z2Foole a3 300225l DS 181 2P Dbromse 2esaDabype =] 6o

¥ Safety Audit Checklist Detail

31

Safety Audit Creator:
LaDonna Boone

Report#: Report Date:
28-Sep-2003

Date Created:
28-5ep-2003

Checklist Element

Met Requirements

ment

¥ Personal Protection Equ

Hard Hats- All construction contracts
Safety glasses where required by hazard analysis.
Safety shoes where required by hazard analysis

Comment

<None> |3
<None> |3
<None> |3

¥ Job Site Constraints

P Hazard Material Storage

100
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When it is complete you can click on Send ON
QA REPORT
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¥ Job Site Constraints

Hard hats area signs required on all construction sites MNone> =

i

Job site delineation (fencing). <None> |3

Comments:

¥ ! Hazard Material Storage

Flammable liuid controls and containment [one 5
Fuel dums have containment, rain water dainage, and grounding

(for refueling squipment). Nene> 5]
Refueling nozzles have auto closing valves [ 5
Only approved el cans o site (metal with grounding) [ 5
Comment

-
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Once initiated, the QA report goes straight to archive.  Alerts can be set by others in the office to be notified when QA reports are done for each project.  The contractor does not see QA reports.
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¥ Hazard Material Waste

Oils, lubricants, solvents adhesives, etc. and contaminated material <None> ]
(containers, rags, etc.) shall be collected, stored, and disposed of in accordance with Federal,

State, and Activity requirements.

Comments:

Y Electiical

GF receptacles for hand taols, saws, etc [<Nane> =]
Hazardous Energy Control Plan developed, *Lock-out Tag-out" procedures in place. [<Nane> =]
Daily inspection by contractor. [<Nane> =]
Comments:

¥ Excavation

¥ Fall Prote
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Non Compliance Form
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¥ Excavation

Daily inspection by cormpetent person, after every rain, etc MNone> =
Protection from water (Ground water may be Hazardous Waste). o> =

Safe access - Over 4 feet deep must have a ramp, ladder, etc. o> =

Ji

Comments:

Y Fall Protection

Provide fall protection for all open edges aver 6 feet AFF. [<Nene> =]
Al floor and roof openings must be covered. [<Nene> =]
All edge barriers and opening covers shall be capable of resisting a force of 200 pounds in any [<Nene> =]
direction

Comments:
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¥ Scaffolding
Top (244), middle rails (1XB), and toe boards (1X4) provided <None> ]
Comments:

¥ Housekeeping

Daily inspection by Contractor, recorded in daily reports [<None> =]
Regular procedure established for site clean-up [<None> =]
Material storage requirements (lumber, piping, bricks, steel, tc.) [<None> =]
Comments:

¥ Confined Spaces.
¥ Cranes





The Non-compliance is a separate form and workflow process. The AROICC/AREICC will send the appropriate information on the violation to the contractor. 

The AROICC/AREICC will have the opportunity to send the Non-Compliance Form internally for review if needed. The form will be archived upon completion of the workflow for reference and research purposes. No duration will be calculated during any task of the workflow
Either the Conrep or the AROICC can initiate the non-compliance notice.

Fill in data as required.  Default date for contractor reply is 5 days. Selecting the calendar and then selecting a new date can change this.
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Clicking [image: image133.bmp] here starts the workflow process. 
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This screen will display. Follow the directions in the gray area.  Click on each link in the checklist, then click [image: image134.bmp]. This will send the workflow to the person in the first step of the workflow.

You may add attachments as needed.
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You may add comments to the Noncompliance notice. The contractor can SEE THEM!
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Once you click initiate you cannot change the next person in the step will receive a task in their Task List. Accept the task.
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Click comments to add AROICC or ConRep comments
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After reviewing form and comments you may determine to send it forward on either route as appropriate.

SUBMITTALS

Submittal Register
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This process in WebCm is used for managing the submittal process. There are two types of submittals: Contractor Reviewed and Government Reviewed submittals. The Submittal process is a two-fold process. First, the submittal register must go through an approval process. After the register has been approved, it will be imported into WebCm. Submittals will then be submitted through WebCm based on the register. WebCm will track the status of any submittal at any given time.

Uploading the register
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AROICCs obtain Submittal Register in CSV file format from SpecInTact  

Click [image: image137.png]


 icon
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Upload submittal register obtained from SpecInTact to the Submittal Register folder using the [image: image139.png]


 icon.

The Contractor must [image: image140.png]


 the SpecInTact Submittal Register CSV file from the Submittal Register folder.

The Contractor will then enter their schedule dates. Save the file. Ensure the file remains in the CSV format.

The Contractor will then click  [image: image141.png]“+ Submittal Register
Spprosal
Worktlow &



 to submit the register into the approval workflow. He will then use the attachments link to attach the register. He will then click Initiate.
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The AROICC will receive a task in his task list. Click the Task List link.
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You will have to option to Accept Assignment on this register or Don’t Accept.
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Once you accept the task, you will then download the register to your computer.

The AROICC  will review the register. If it is unacceptable he will select [image: image142.png]


. Otherwise he will select [image: image143.png]Register Seved



.The AROICC will then upload the approved register into the Submittal Register Folder using the [image: image144.png]


 icon.

Importing your submittal register

IMPORTANT NOTES PRIOR TO IMPORT

It’s critical to have the file in exactly the correct format before attempting to import.

AROICCs should make sure to have dates in all columns. Especially the last column (column H). Enter an arbitrary date if necessary.

AROICC my give the contractor an excel spreadsheet in exact format  Then

convert to CSV format (using excel) and import. 

On initial import only use G for government review and blank for contractor review. 

When adding a new submittal to the register, use the classification G for government, V for variation and D for Designer of Record. Leave the classification blank if contractor,. 

There is no disapproved code (reflecting the new 1330 specs requirements). Please use “revise and resubmit” or “reject” code for disapprove.
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Once the Submittal Register is uploaded, click [image: image146.bmp] to import the register
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Click [image: image148.png]


 to drill down to Submittal Register folder
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Click [image: image150.png]JSelect
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Click [image: image152.png]Import.
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Once the Submittal Register has been imported, you may initiate submittal process. The contractor may then open the register, click [image: image154.bmp], located to the left of each submittal.

Approving Submittals
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When a contractor submits a submittal from his approved submittal register, the AROICC will receive a task in his Task List.

Click the item in the Task List
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The AROICC should follow the instructions in the gray Overview section. 

Ensure that you review the actual submittal by clicking attachments, then download. (The contractor should have attached the PDF copy of the submittal for your review.)

Click[image: image155.png]Revise/Resubmit



 when sending Submittal package to the Contractor to revise and re-submit this report form and/or attachments (same as disapprove)
Click [image: image156.png]Approve



when the Submittal package is accepted with no disagreement on the contents in the form and attachments.

Click [image: image157.png]Approve as Noted



 when the Submittal package is accepted with notes provided back to the Contractor by comment.  Summarize all comments and markup done on attachments in the comments.
Click [image: image158.png]Receipt Acknowledged



 when the Submittal package is acknowledge as being received by the Government and the specification requires no approval from the Government
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Click [image: image159.png]


 to send to A/E or any reviewing personnel. If you want submittal to go to multiple participants, set up a group and send to group. 

[image: image424.png]rosoft Internet Explorer provided by LANTNAVFAC = =18] x|
Fe £ Ven Fovics Took b [

ok - = - D [ 4| Qserch (ravones 3| By b [ - 5 [ ks >

Address [] httpsfapp primecortract confprimecantract/colabfunc=lEobjld=50701025abjAction=browsetsort=name | @

Pr"i%‘e(pntract“ 2l personal view | (3 proiects | &, search | @)
& logout ‘Welcome, NAVFAC WEBCM2 December 17, 2003

[ INAVFAC Internal Training Project 2 B conngue

& searh
<] | enterprize view > NAVFAC Intemal Training Project2

Aduanced

Reuork Item
5 INAVEAC Internal Training

e Srmpisted
Reports

&R project Summary.

@ NAVFAC Enterprise Folder

a
paaries | O3 creste a new foder Add Otrer
Type Info Name Size_Functions

S ohcomsmmondencs 7 tears
© oz valsRepars 15 sams
P — < eams
@  04. Requests For Information » 3 Items
© 5 Inueicasfpaurllfiabor tterass 16 tems

Eloore T 15 @ e
dstart || 1] @ £ [B] »||[EImavrac mternal Train. K8

234 FM




Click [image: image160.png]Choose User.



 to select a user or group to forward the package to.
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Click [image: image161.png]Revise/Resubmit



 to return the Submittal package with recommendation to revise and re-submit this report form and/or attachments.
Click [image: image162.bmp] to return package with recommendation for Approval.  Submittal is accepted with no disagreement on the contents in the form and attachments.
Click [image: image163.png]Approve as Noted



 to return package with recommendation as accepted with notes provided back to the Contractor by comment.  Summarize all comments and markup done on attachments in the comments.
The person reviewing here could [image: image164.png]


 again to another party.  
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When reviewers are complete, the AROICC will receive a task in his Task List.
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Again, the AROICC/AREICC has the opportunity after reviewers to provide final disposition on submittal. He could “Send for Review” again to get other opinions.
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After all “send for reviews” are complete, the submittal register shows final disposition of submittals.

 Add a New Submittal To The Register
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The contractor may add additional submittals to your submittal log. This can be done by clicking [image: image166.png]


.
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Enter new submittal information. Fields annotated by and asterisk (*) are required fields and must be filled in prior to saving. You may  [image: image168.bmp] the submittal without initiating a workflow OR Immediately [image: image169.png]


.

The AROICC will receive an item in his Task List indicating there is a submittal waiting.

RFIs
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The Request for Information folder will allow the user to submit an RFI. The RFI will be routed to users in the workflow, then may be sent back to the contractor as an RFP and later archived.

Instructions for completing the RFI form are at the top of the form.
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basis for additional payment or time. If you are in disagreement with this Notice, notify the

Contracting Officer immediately in writing.

DISTRIBUTION
Original - QC Manager or Superintendent (Original)
Copies to- Contractor's Home Office, Navy QA Representative, Contract File

Return to Previous Page
i — (|
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Pressing Continue here starts the workflow process.
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The user should follow the instructions in the gray area. Review the form, attach files, and/or add comments.

The user will click the initiate button to initiate the workflow. You will receive a confirmation on the screen indicating that you have successfully initiated the RFI.
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If you are the user in the RFI workflow roles, you will receive a task in our Task List. Click the task List Item to proceed with the workflow.
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If more than one person is assigned to a role at any given step, you will be asked to accept or decline the role. Once you accept, you will see the screen below.
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Follow the instructions in the gray area, then select whether you are going to Answer, Send to a Reviewer, Send back to the initiator to revise, or Reject the RFI all together and send back to the initiator. 

INVOICES
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The Invoice folder has been designed to hold invoice data by month. Each month’s folder has been set up for you. 

The contractor post a copy of the invoice in it’s corresponding  folder for the specified month. 

Click on the link to complete your portion of the invoice route sheet. Click SAVE. This will generate an invoice workflow.   
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ALWAYS click SAVE. This will start the workflow process
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Follow the invoice instructions in gray area . Attach the invoice to be routed with the Invoice Route Sheet Form. Click Initiate here to start the workflow process. You will see a screen that will indicate that you have successfully initiated the Invoice.
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The person in the first step of the invoice workflow process will receive a task in their Task List. 

Click the task list item.
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If more than one person is assigned in a workflow role, both will receive a task. The first to open the task will be given the option to accept or decline assignment to the invoice.
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The person that accepts the assignment will receive this screen. Follow the instructions in the gray area to the right. To review the Actual invoice, click attachments, then click download. 

You may add comments either on the form, or you may add offline comments by clicking the [image: image179.png]E? Comments



 icon in the Checklist on the left. 

Do not forget to click [image: image180.png]B Forms



 to open the route sheet to add data that you are responsible for adding.  Ensure that you click [image: image181.png]Save



 if you make any additions or changes to the form
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You may then send the invoice form for review to anyone in that is registered in WebCM by clicking the [image: image183.png]& Send for Review.



 icon. 
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When you are ready for the invoice to proceed to the next person in the workflow click [image: image185.png]Send On



.
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The Contract Specialist will be the last person in workflow to receive the Route sheet form an invoice attachment. You will receive the window above indicating that you may now pay the invoice. At the point OPEN THE FORM…
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Enter the date process (date sent to the paying office). SAVE the form then click [image: image188.bmp]. This will Archive the form. 

SCHEDULES
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The Schedules folder has been set up to hold any type of schedule that you may want others to view. 
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The schedules can be uploaded in any format you desire, however PDF and Native version folders have been set up for you to assist in organization. You may add new folders and files as needed.

SAFETY/ENVIRONMENTAL
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The Safety Audits will be used to capture the information gathered during the on-site safety inspections. The information gathered shall be used to make sure that all safety guidelines for on-site work are being met and may be used for reference if a Non-Compliance Form or Stop Work Order needs to be issued.


Click on [image: image192.png]create a Safety
Audit &



 link to create a new Safety Checklist.  Note environmental folder is an electronic filing cabinet.  Contractor cannot see folder 7.3


Click [image: image193.png]Save



 to start Safety Audit workflow.

[image: image194.png]<proj_info_01>
B Tt
ey | @oneral
Before initiating this Safety Audit Checklist process, clickthe links on the left to complete each of the following
Work ltem sections:

W Overview

Cheskist
Worktem  Finished
W Qreniew Aftachments enables you ta reference any documents related to this Safety Audit Checklist
B ool Attachments process
N - To view, add, or modfy attachments, click the Attachments link on the Ief
achments
EP Comrments I P Atributes enables you to select a reviewer for this process,
B Atrbutes n To set attibutes, click the Attibutes ink on the Ieft
B F r
= — Comments enables you to review or add relevant comments related to this Safety Audit Checkist
Comments process
Iniete Ta review or add comments, click the Comments link on the lef.
Forms enables you to enter informaion related ta the Safety Audit Checkist process
To enter information in the form, click the Forms link on the left
Forms Note: When you have finished entering the fieds in the form, scroll down to the end of the form and
click Save,

After you complete each of these sections, click the Initiate button on the left.

Note: Instructions for all sections are listed below. If you need to come back to these instructions at any time,
clickthe Overview linlk on the left. Instructions specific to each section also appear when you click the section
links on the left. Use these links to navigate to each Work ftem section





After following the instructions in the gray area, click [image: image195.bmp] to send the Safety audit to archive automatically. 
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You new Safety Audit will display with a [image: image197.bmp] beside the title. Once archived you will only be able to view form by clicking on the link. 

PHOTOS



All photos should be stored in photos folder. Folder 8.1 is where ALL photos are to be uploaded. You may then organized your photos as you wish, 

with  the exception…. 

Folder 8.2 is to have ONLY one photo. This photo will be used to populate the Hotlist report.

CLAIMS


The claims folder was set up to store all claim related items.


You may set up additional folders to further organize claim documents. You may also add files and photos as necessary. 

To set up a new a new claim click [image: image198.png]Click here to
modify t
Claims
information




.


The Claim form screen is set up a little differently than some other form screens in WebCM in that you have the ability to have more than one claim form displayed at one time. Unlike some other forms the data is static(you can close the claim, when it is re-opened the data will continue to display without hitting a save button. )


CONTINUED ON NEXT PAGE


COMMISSIONING
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The commissioning folder has been set up to hold all documents related to commissioning.
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You may add additional folders and files as needed.

CLOSEOUT
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The Closeout folder contains folders for holding contract warranty documents, Contractor and A/E evaluations and Closeout Checklist forms.

The AECC, FSCC and PCC checklist forms are all identical to  the NAVAC closeout form. All data fields are reportable.

To update a work item, click on the Item Completed checkbox next to the specific work item(your username and today's date will be automatically entered into the Completed By Name and Date Complete fields). You may change the item date by clicking the date icon, scroll to and click on the correct date.  

Once the item date has been entered, you may select an Action Code. Click on the drop down menu and select the appropriate Action Code.

After you have made your changes to the form, click on the [image: image202.bmp]  button at the bottom of the page. 




CONTRACT ITEMS


The Contract Items folder was intended to be used to contain items such as Insurance documents, Pass Requests, Permits, Service Requests, subcontracting plan, and any contract item folders that you choose to add.


CONTRACT DRAWINGS
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The Contract drawings folder was designed to hold all drawings. See the Redlining Drawings section for instructions on how to mark up drawings. 
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You may add folders and files as needed by clicking the [image: image205.png]


 and 

the [image: image206.png]


icons.

CONTRACT SPECIFICATIONS


WebCm has placed the Contract Specifications folder to allow the user to place a copy of the contract specification.


This folder may also contain amendments to the spec or additional documents pertaining to the spec as needed. You may also add new folders for further organization.

MODIFICATIONS
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The Modifications folder is designed to assist in routing potential changes and tracking PC and basic Mod information. 

The Potential Change form allows the user to track PC information, description and justification information, PCO CWE data, Fund Reservation Information, Gov't Est, Ktr Proposal, PNP and PNR dates.  Required fields are indicated by an asterisk(*)..

Once the PCO is initiated click [image: image208.png]& Submit this PC.



, then click [image: image209.bmp] icon. 



You may save basic PCO information that will pre-populate subsequent PC forms that you generate


Once you have submitted the PC, the workflow process will start. Please review and follow the instructions in the gray area, then press the Initiate button.

You will see a confirmation screen stating that you have successfully initiated the PCO.


If more than one user has been assigned in a step of a workflow, a user has to accept the assignment of that role in order for the PCO to continue along the workflow.


You may then review the PCO, add attachments and or comments and Send On to the next person in the Workflow

or

You may Send for Review to another user:

Click choose User


You will receive an item in your task list. Clicking the item will take you to the task.


Review and update the form as necessary by clicking Forms in the left section of the screen. You may attach documents and/or add comments prior to sending on.
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In order to create a Mod, click the [image: image211.png]


 icon. 
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One you have added some Mod information you may save and submit the modification. 

[image: image214.png]<proj_info_01>

Checklist

Work ftem Finished

WA Oveniew
B General
N Attachments

-
[ Comments r
-

B Forms

Initiate.

WA Overview
B General

“You are initiate a Modification for review. Before sending this Modification to the next person, click the links on
the left to complete each of the following Work Item sections:

Attachments enables you to reference any documents related to this Modification

AR To view, add, or modify attachments, click the Attachments link on the lefl

Forms enables you to review and modify information related to the Modification.

To review and modify infarmation in the form, click the Forms link on the left

Note: When you have finished madifying the fields in the form, scrall down to the end of the form and
click Save.

Forms

Comments enables you ta review or add relevant comments related to this Modification.

Gonmnents To review or add comments, click the Comments link on the left

Once you have completed all sections, click the Initiate button on the left

Note: Instructions for all sections are listed below. If you need to come back to these instructions at any time,
clickthe Overview linlk on the left. Instructions specific to each section also appear when you click the section
links on the left. Use these linlks to navigate to each Work ftem section

2 Attachments

In this section, add any documents related to this Modification from your local computer to PrimeContract





Once you click submit, you will be taken to the screen here. Follow the instructions in the gray area. After you have reviewed the form click [image: image215.bmp] to start the workflow process. This process The first person in the workflow process will receive a task in their Task List.   
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Click the task.
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If more than one user has been assigned in a step of a workflow, a user has to accept the assignment of that role in order for the PCO to continue along the workflow.
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You may then review the Mod, add attachments and or comments and Send On to the next person in the Workflow

or

You may Send for Review to another user:
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Click choose User
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Once the reviewer sends the Mod back to the initiator. The initiator may  [image: image221.bmp]. This step sends the mod to the Archived Mods folder. 

CONTRACT INFORMATION

[image: image222.png]Type Info Name

1. Conespondence ©
02. Daily Reports

03, Submittals

04, Requests For Information
05, Insices/psurolls/Lsbor Intenisus
06, Schedules

07, SsfetufEnvironmentsl

08, Photos

09, Claims

10 Constructability Reviews

11, Cormmizsioning

12, Clossout

13 Reports

14, Contract Iterms

15. Contract Dravings ©

16. Contract Specfications

17. Modfications

18, Mizcellansous ©

19, Contract/Cantact Information
20, Precuard

21, Mesting Minutes

22 Coordinator Folder

EFANE Trsining Folder

Q00000 Q000ORRQR0CCR00Q





The Contract /Contact Information folder was designed to capture various types of information that will be utilized in generating reports. Like the claim form the data is static(when the form is closed, then reopened, the data that will remain visible once the SAVE button is clicked).





PRE AWARD
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The Pre Award folder was designed to hold all Pre-Award documentation. 
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You may add folders and files to further organized this folder.

REPORTS OVERVIEW
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The new PrimeContract reporting system for NAVFAC allows NAVFAC users to run or schedule reports on a single project, many projects, across a ROICC Office, across an EFD or even across NAVFAC.  The new reports system uses criteria files to tell PrimeContract which contracts to select for running each report.  Any NAVFAC user can run a report, schedule a report or build a criteria file.  

You will have the capability to create and save search criteria. Subfolders for criteria files and scheduled reports have been set up for you in each ROICC office folder and at the enterprise level.  Here are a few important points to remember:

· The WebCM team is recommending that users schedule reports as much as possible.  Running live reports will usually be very slow since PrimeContract will need to do some significant calculations in many of the reports.  Users can schedule reports to be delivered at an early hour which would make them available prior to the beginning of the workday.

· Scheduled reports should only be stored at the ROICC Office or EFD level as appropriate.  They should not be stored in the reports folder at the NAVFAC level.  This folder would obviously become cluttered with hundreds of scheduled reports if all users put them in this location.  The WebCM team will periodically delete any scheduled reports that are being stored in reports folder location at the NAVFAC level in order to keep it clean.

· Criteria files should also only be stored at the ROICC Office or EFD level as appropriate.  Again, criteria files should not be stored in the reports folder at the NAVFAC level.  The WebCM team will periodically delete any criteria files that show up in reports folder location at the NAVFAC level in order to keep it clean.

The WebCM team now has the capability to write new reports using Actuate’s eRD Pro product.  We will therefore be posting new reports periodically.

Currently there are 30 different reports that can be run in WebCM. They can be run on a Single Project or on Multiple Projects. You will have the option of running the multiple project reports across a single ROICC, EFA, or EFD. 

Creating Criteria Files
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To create a criteria file, navigate through the EFD to get to your ROICC office level. Criteria files MUST be created at the ROICC Office level or EFD level. 
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Click [image: image228.png]Reports - Criteria Files
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Click [image: image230.png]Select Action
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Click [image: image232.png]Create Report Criteria
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Ensure that you give your new Criteria File a very good name to identify it’s use.

Enter search criteria fields based on the tables and fields listed in the Table and Field pull down menus. 

You may filter your criteria by placing conditions on the fields that you have selected using the Conditions pull down menu and the Value field.

Click [image: image234.png]Add Row



 to add an additional line to your criteria. 

To delete a criteria row click [image: image235.bmp]  located on the right end of the criteria row.
Click [image: image236.png]Verify



 to ensure the criteria you created is valid.

Click [image: image237.bmp] to use this criteria at a later time.
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The new criteria will be added at the ROICC Office level “Reports - Criteria Files” folder.
RUNNING REPORTS
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Click [image: image240.png]E3 Reports
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There are three types of reports that you may run: Criteria Reports, Enterprise Reports, and Single Project Reports. 

Criteria reports - are run against criteria that you have saved in your Reports – Criteria  Files folder.

Enterprise Folder reports - do not need criteria and are run against an entire enterprise folder or a single project.

Single Project reports - allow you to select one project to be displayed on a report.

Criteria Reports

Once criteria has been created and stored at the ROICC Office level, you may run specific Criteria reports.
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Click [image: image243.png]B3 Criteria Reports
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Click the desired report that you want to run.
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Click [image: image246.png]select.
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Drill down to your ROICC

Click Reports – Criteria Files Folder
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If you or someone in your ROICC have saved criteria, a list of ROICC criteria files will be displayed. 

Click [image: image251.bmp] to choose the criteria that you desire.
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The criteria file name will display on the Report Filter criteria line.
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 is a valuable option that would let the user see which projects will be displayed by criteria that has been selected.  If the list has the wrong set of projects, the criteria file is likely incorrect.
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At the bottom of the run reports screen you may run your report, schedule your report to run at a later time, or cancel the report request. The WebCM team recommends using schedule report as much as possible because of the time that it takes to run reports live.  

Run Report
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Click [image: image256.png]Run Report



 to see the desired report that you have selected and/or have created criteria for. 

The WebCM team recommends using schedule report as much as possible because of the time that it takes to run reports live.

Report Display Screen
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At the top of the report display screen you will have the option to [image: image258.png]Printfrom PDF



 or [image: image259.bmp] your report.
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 sends your report to Adobe’s Print window.

Click [image: image262.bmp] , your report will print.
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The Adobe window will display. You will have some Adobe capabilities. 
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You may save the report to your hard drive as an Adobe PDF

Click[image: image265.bmp]
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To gain full Adobe capabilities, open the report that you saved to your hard drive.
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[image: image268.bmp] will give you the option to download to a PDF or Excel spreadsheet.

Click [image: image269.bmp]

You will have options to save ALL or specific pages of your report to Adobe. 

You will also have the option to Export your report to Excel 

or 

Export tabular and listing reports as a table.

Sample Report

[image: image270.png]Naval Medical Center (PNMC)

N ROICC NORFOLK NAVAL SHIPYARD, VA~Naval Medical Center (PNMC)

Project Report Friday, March 12, 2004
CONTRACT NO.  No2470-59-C-9154

PROJECT TITLE

RENOVATE BLDG 215
Scope:

Renavtion of 15 story medical center with varoius exterior
repairs

Contract Typs

Design-gid-Build

Contracting Vehicle: ot Applicable
AROICC/AREICC: John vogt
QA Rep: Bill Tryhard
CNT Spe IMA HRD Worker
Customer: PORTSMOLITH VIRGINIA

A/E of Recos

W. . Hradly





[image: image271.png][me Fontractor

Contract Data:

. A Jones

Award Date 20-Mar-00
Start Date! 14-Feb-02
Duration 1593
Elapsed Time! 1453 Days / 91 %
Planned % complete (BL Schedule) 85 %
Actual % Complete 84 %
Award CCD: 08-3an-04
Current CCD 3020l-04
Anticipated CCD: 303ul-04

Actual UCD:

Award Price -
Madification Value
Current Price:

Planned Cast Grawth;
Unplanned Cost Growth:

$40,724,000.00
$9,292,727.00
$50,016,727.00
%

%

Time Grawth: 146%
WIP Invaiced to Date: $48,321,105.91
WIP % Invoiced to Date 96.6 %
Catal fumber of & 4

lurnber Cancelled

urnber awajting rezervation of fund

umpber Confarmed

lumber Awaiting Proposals

lumber between Proposal & Modfication I
No. of RFI's s
Answered RFI's 4
Non-Compliance Notices Issued 1
Safety violation Notices Issued - 1
Lost Time Aceidents 1

Remark:

Ongoing Activitie:
Wow are we behinl!

Current Issues:

Project is moving along slowly None at trs tineNione st tis fineContractor
is not alowing fo biterial malficationshe better proposels fasterdob ha
had ZERO scolderts





Scheduled Reports
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Click [image: image273.png]Schedule Report
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Enter a good descriptive name for your Scheduled Report

Select the Time Zone for which you want the report to run.

Select whether you want the report to be scheduled once or 

whether you want it to be a recurring report. 

Indicate the date and time you want the report to run.

Give your output document a good descriptive name.
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Drill down to the [image: image276.png]


 folder in your ROICC office folder
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Example: 

Click [image: image278.png]NAVFAC Enterprise
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Click [image: image282.bmp]
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The save location will be displayed in the [image: image284.png]Save In”™



 line

Make sure to add “NAVFAC Org” group for viewing rights.  That way, all clients, EFD team members and other NAVFAC Org members can see report.  Otherwise the report will be run and only one person in all of NAVFAC (the participate name listed) will be able to see output.

Click [image: image285.bmp]  or [image: image286.bmp] to allow the report to be viewed by additional WebCM registered users. 




Click [image: image287.bmp] 

Click [image: image288.bmp] 

Click [image: image289.bmp]  beneath the [image: image290.png]View Permissions on Output Fi



  section on the Scheduled Report criteria screen.

When a project has been completed, it is important to unschedule reports.
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To unscheduled a report click [image: image292.png]Manage Scheduled Reports



 .

Enterprise Reports 
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Enterprise Reports work very similar to Criteria reports. To run an enterprise report click [image: image294.png](3 Enterprise Folder Reports
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Click the desired report you want to run.
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Click [image: image297.png]select...”
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In order to run a report for the NAVFAC corporation:

Click [image: image299.bmp] on the [image: image300.png]NAVFAC Enterprise



 level.

In order to run a report for an entire EFD:

Click [image: image301.bmp] on the specific EFD
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In order to run a report across a specific ROICC drill down to the specific ROICC.

Click [image: image303.bmp] to the left of the specific ROICC.
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The selected EFD or ROICC name will appear on the Enterprise Folder select line

At the bottom of the run reports screen you may run your report, schedule your report to run at a later time, or cancel the report request. 

The WebCM team recommends using schedule reports as much as possible because of the time that it takes to run reports live.  

Follow the procedures above (in the previous section) to run or schedule a report.

Single Project Reports
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Single Project Reports work similar to Enterprise and Criteria reports

Click[image: image306.png]3 Single Project Reports.
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Click the desired report

[image: image308.png]%Set ReportFilters -

Hotlist - Single Project

Project Name*
PhotoName

ProjectName
glAwardAmt
glProjectid

<none>

Run Report Schedule Report Cancel

select...
(String)
(String)
(Double)
(

(nteger)




Click [image: image309.png]select.
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You may search for your specific project. 
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Enter the contract number (no spaces or dashes)

 Click [image: image312.png]Search
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Click [image: image314.bmp]
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The project name will display in the Project name select line

At the bottom of the Single report filter screen you may run your report, schedule your report to run at a later time, or cancel the report request. 

The WebCM team recommends using schedule as much as possible because of the time that it takes to run reports live.  

Follow the procedures above (in the previous section) to run or schedule a report.
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