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OPEN THE MODULE PM{leb

* Choose Cost Management -> Commitment COs
* This displays the Manager View for the module and shows all records in the module. Task Orders
e To search for a document to modify, use the columns to filter for the data you need. For example,

use the d # column to search for a document, then double-click to open the document. o _ p.

 Usethe to export this view to Excel for an ad hoc report.
* To create a new document, click Add.| -+

BUDGETS CONTRACTS PAYMENTS

aLs
=  PLANNING Cost Codes Contracts A/R Payments

Budgets Master Commitments A/R Payment Batches
PROJECT FORMS

Cost Ledgers Commitments A/P Payments
Forecasts CHANGE MANAGEMENT A/P Payment Batches

SCHEDULING Cost Worksheets
oOnline Change Requests
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ASSET MANAGEME... Change Events

Budget Requests
Revenue Contract COs
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..J ) Delivery M#*AH* | v‘ Projects |5240—N'\0—16—0AEN _ 160AEN - Ne| - ‘ I.I‘. E n

TOOLBOX
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ADD THE TASK ORDER INFORMATION

* Enter the Project, Commitment (Contract), Description (as shown), Category, Cause (Not Assigned), Requested By, Assigned To,
Change Order Date, Bill As (Time & Materials). Reminder: any field with an asterisk is a required field.
* Click the Save button when finished.

* Note: you must copy the text in the Description field to the description in the line item below, they must be the same.

* Note: The Category Field choices available are Task Order (for invoices previously entered in RESDB) and Task Order — Design.
The workflow for each of these categories will route to different people, so ensure you have chosen the correct one for your Task
Order entry.

G) 4010-N12-23-0CCB - 230CCB - Paterson STEAM HS > Cost Management > Change Management > COMMITMENT COS

USER DEFINED FIELDS

Project* |4010—N12—23—OCCB - 230CCB - Pater| v‘ Cause

Commitment* |GF'—OQTO—L03 - Brinkerhoff Environment:| " Requested By

Company

Commitment Type

|Brinkerhoﬁ Environmental Services, Inc.

|Site Investigation

Assigned To

Change Order Date

|v| Send to SIMS

CEO Review Reqd

Board Review Reqd

O
O
O

A

|
|
Record #* |4 ‘ Effective Date - CEOQ Review Date | -
Description |ATP - TO 2.0 Sl ‘ Days 0.00| Board Review Date | f
Post As |Re\.fised Scope | - ‘ RECAP VP Approval Date | i
Status / Revision |Draft | v| | ‘ COSTS DAYS Bill As* |Time & Materials ‘ v|
Date | ‘ QOriginal Commitment A... | $0.00| | O|
Change Request | | v‘ Prior Approved Changes | $0.0D| | O|
Category |Task Order - Design | v‘ Prior Revised Contract | $0.00| | D|
Reference | ‘ Total of This Change | $0.00| | O|
Contract to This Change | $0.00| | D|




* Click Add to enter the line item information at the bottom of the screen.

* Enter the information on the peach-colored line that displays. Enter the Description, Amount Requested, Cost
Code (as shown).

e Click the Save button when done.

* Note: you must copy the Description from the Description in the header section, they must be the same.

Drag a column header and drop it here to group by that column

/’ Edit + Add DAdd Items &’ Link CE &’ Link Change Request(s) @ Delete c Refresh u Export To Excel [f] Paste From Excel [ ] Use Units

LINE AMOUNT AMOUNT
ATTACHMETR DESCRIPTION ADJUSTMENT 1 | ADJUSTMENT 2 COST TYPE
# REQUESTED APPROVED

COST CODE

g Eﬁ.TF =TO 2.0 Si | | ‘ | $50,000.0U‘ $0.00 $0.00 $0.00 ‘ $50,000.00‘ ‘ ‘ "‘ ‘O‘]D—PDDOO‘1—SIOOD3 - Site Ii

Mo records to display.




On the SDA Data tab, click the SDA subtab, then enter CM-SDA Approval Date.
Click Update Records when done.

@ 4010-N12-23-0CCB - 230CCB - Paterson STEAM HS > Cost Management > Change Management > COMMITMENT COS > 4 - ATP - TO 2.0 SI

éE g |4 - 230CCB - Paterson STEAM HS - 4| v | +|v @]’ = -

MAIN ADJUSTMENTS NOTES ATTACHMENTS WORKFLOW NOTIFICATIONS

Update Records ® Cancel

SIMS Data

SDA Related to ClaimSettlement O

CO Originated in SIMS(Check for Yes) O

Approver Comments

L3
ey
.

CM-SDA Approval Date 05-30-2024 ’

Anticipated Board Date




/" ADD ADDITIONAL NOTES I

* Click Add on the Notes tab to add additional notes as needed. Click the Save button after each entry.

:E 9 |16OAEN - NewGrade 7 to 9 School (L‘ V| ‘ + - ]ﬁ'[ 1 6 | - :

MAIN SDA DATA ATTACHMENTS NOTIFICATIONS
Drag a colum rpaddads @mcirop it here to group by that column
# Edit + add [l Delete ¥ Refresh EEH Layouts
‘ ITEM ‘ DESCRIPTION CREATED BY CREATED DATE EDITED BY EDITED DAT

\ No records to display. J
4 »

ADD ATTACHMENTS

* Drag-and-drop your desired attachment(s) in the middle section of the screen. You can add any type of document. Repeat the
process for all additional attachments. Click the Save button when finished.

‘;E 9 ‘WGOAEN - NewGrade 7 to 9 School (L‘ v| ‘ l-;q + | - @ ‘ 6 ‘ v :

MAIN SDA DATA NOTES NOTIFICATIONS

- Add

Drop files here or click the Add button




INITIATING THE WORKFLOW

Click the Workflow tab and click the Submit button. This document will be reviewed for correctness by the parties identified in the workflow process.
Those parties involved in the workflow review are established on a project-by-project basis. Add Comments as needed and click the Save button.
Individuals who are part of the workflow approval will receive a notification to log in the system and review the workflow for approval. After document
receives final approval, it will be submitted for processing by the SDA’s Central Processing Unit team.

Details SDA Data Notes Attachments Workflow

[ workflow Actions

Actions Email Preview Instructions
Subject Comments
Submit
Email Body Details SDA Data Notes Attachments Workflow
5] Workflow Actions
Actions Email Preview
Subject PMWeb Approval Request: Online Change Requests 001/ Comments
I e | Email Body
Y A document has been Submitted for approval by

Cancel Jennifer Irizarry.

Workflow Document
Information:

Add CC

- Document type: Online
Change Requests
- Project Name: 130ACL -
Camden H.S. M

Add CC




REPORTING

To run prepared reports, click the printer icon in the header section and select Bl Reporting. Any report with “SDA” in front of the report name is a
report we have customized based on staff needs. Select your desired report, then Print to PDF, export to Excel, or click the eye to view the report.

%E '9 |‘I60AEN - NewGrade 7 to @ School (L| v| + | v @] ﬁ | e ¥ | M ;

(e Te D Do st i nfﬂ

MAIN SDA DATA NOTES ATTAC COLLABORATE OTIFICATIONS

| BI Reporting |

Drag a celumn header and drop it here to group by that celumn

# edit = add [i] De

Bl Reporting

PMwWeb Word

REPORTS PREVIEW

AT Stare o New Jersey

REPORT RECORD TYPE DEFAULT (8 SCHOOLS DEVELOPMENT AUTHORITY
Online Change Request Form

Online Change Request Online Change Request Prejeotiiams : JEOAEN. Moo Tio S 5choct Dule Resaived: Worktiow sz : o
comact s MiNmenDwyEs  Campay Do, e Gommamant co:

Online Change Request Form Online Change Request Foare: ot Favinian - [ Chence Event -
Decaription : Underground Storaga Tank. Raquactss Dass 05222073 Cause - [:2E-

SDA_OnlineChangeRequestForm Online Change Request J Cattgory: =
[C e T T T T e e
1 Unssrgra Storage W omm mm 320 cozont-
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