Frojccts and Contracts

This manual will cover

Scott Knapp *CST Work Order entry

Administrator
of MMS )
scknapp@indiana.edu *Project Contract Entry
812-855-5826

*Contract Entry
*Change Order Proposal Entry
*Change Order Entry

*Project Contract Invoice

Bridget Gentry
Associate
Administrator
of MMS
blgentry@indiana.edu

812-856-2407
Pager: 812-337-4710

Project & Contracts 1
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To create a work order choose Work Management from the module
menu and from the Work Management menu choose Work Order.
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Above is a blank Work order screen. Click on the new icon.

Enter the description and the Requestor. To choose a requestor enter an A into the
requestor field and click on the zoom at the Organization field. If the building
information does not populate for you, and you have the property number, enter the
property number and click on the zoom at region. It should back fill. You can zoom at
property and work your way down. If you already know your project number, you can
put it in the project field. Click the green plus to add a phase.
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Fill in the shop, priority and work code. The funding source for A-CST
requests should be SHOP. Click on the green done flag when you have
finished. Click on the save icon to save the work order.
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Project Entry

& WokDek - Wincows Interned Frploner :
@\_,- O e ——— v Cetiteton | 1| ] Lic e e

& Comert v [ Select

[
|-1 h
]

W () Wordesk v B v i ov [hPage v (G Took v

FacilityMAX Hallo, BRIDGET  Logout About Help
Module |

Ef
”

=1
!
Lapitsl Panewng & Assessment
Coetract Administration
Customer Service

Envircnmental Heaith & Satety

System Administration

vascrptemenuUick] mainkeem:menu:mamChalditem: RIECTMG T, PRMG_ ) Q Intemnct | Pretected Mode Un RI0E -

From the Module menu choose Project Management and from the
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Above is a blank project screen. Click on the NEW icon in the upper right
corner.

Fill in the Project Description and Project Type. The status should populate.
Fill in the Shop and shop person.
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If you need to add any user defined fields, go to the top of the page and
click on the drop down menu. Choose User Defined fields.

Fill in any blanks that you need to and click on the green done flag.
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Next we can associate a work order. Click on the small green plus 2/3
of the way down the right side of the page.
Put in the work order number on the search and click on execute
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Click on the box beside the work order and click on the green done flag.

You can now see that the work order is at the bottom of the screen.
Click on the save icon.
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Above you will see a finished project entry
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Project - Windows Intemet Explores

From the module menu choose Contract Administration and from the
Contract Administration menu choose Project Contract.

@ Comvert = [ Selest

@\v [0 it et frm . et gscareny PROJECT_VIEW vtz 006003

v vl Coiteate b | 5[] e e '

Project & Contracts

WS 22 v | Q) Work Order 0 Proget ¥ | Q) Project %pv B) - & - pagew (Tookv
FacilityMAX Hello, BRIDGET  Logout About Hep
Modiics |Contract Admisistrations | Setup
Prolect P ] m
Sevics Contract L
Service Contract C : Qrder
|Protect Contract
Broiect Contract Change Order
Comtract € Order 58l
Y
[jvascriptmeniClick{mainFomemenemodule CNTR_Chiditem:tite projectContract]; gl'vtenet“’mts:ledmﬂe On B0k -
7. w

11



Project Contract - Windews Intemet Explorer =
g‘\ |+ O ittt rrinchens ke sighceeend WORKDESK v i Cefctefon | 2 [ ]
@ Comvert = [ Selest
| Project Cunlect Bow B - ® v page~ ([ Tooks =
FacilityMAX Helo, BRIDGET  Logout About Help
Modulew  Contract Administration.« Setupe
Froje 0 aw: BEE - 8|
Contract Number Edfr Satus
EdRDate Te
Deswipion
Method
Ratainage
Retinage Balance $0.00
Contracke Raquest Cumency 3
Address Code hwaed Csimats 5000
DBudget $0.00
Review
Award $0.00
k Change Order $0.00
S | |
Total 000
£t Inviced 5000
Teims Remaining $0.00
| Line ltems | i
b3
Dene @ Intemet | Pretected Mode On 0% -

Above is a blank contract page. Click on the NEW icon at the top right.

Fill in the description, choose the type and status. (you can use the zoom if
needed) Add your contractor and any dates you need to fill in. If you need to
add user defined fields, go to the drop down menu at the top of the page and
go to User Defined fields.
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Fill in any user defined fields that you need to and then click on the
green done flag

Next click on the small green plus sign to add a line item and associate
a project and work order.
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On the line item add your work order and phase. Enter the award

amount if you have that.

If you need to enter user defined fields for the line item, go to the top
of the page and click on User defined fields in the drop down menu.
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Fill in any user defined fields that you need to. Click on the green done
flag when you are done. That takes you back to the line item. Click on
the green done flag on the line item to get back to the main contract
page. Now click on the save icon.
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Project Contract Change Order Proposal

This is a new screen in MMS. It allows you to create a Change Order
proposal which can later be pulled into a change order when the change
order is ready to be created. Think of it as a future change order.
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To create a Change Order Proposal choose Contract Administration from
the module menu and from the Contract Administration menu choose
Project Contract Change Order Proposal.
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Above is a new change Order Proposal screen. Click on the new icon.

Fill in the description, select the contract, choose a reason code, enter
the change order amount. Refresh your totals to see the proposed total.
Click on Save.

& Project Contract Change Order Proposal - Windows Internet Explorer =n e -ﬁ-l
@‘\_/ “ ‘Q httpe://test fims.indiana.edu/mms-stq/screen/PROJECT_CONTRACT_CHANGE_ORDER_PROF ~ i/ Certificate Error |*}| A ‘ ‘ Live L~
&;Convert ~ [3] Select
»

W gt |25~ | € Project Contract Chang... % | (3 Project Contract Change ... f v B v & v 5k Page = Tools ~
FacilityMAX Hello, BRIDGET ~ Logout About Help
Module,  Contract Administration Setup v

Project Contract Change Crder Proposal

Amendment 1001 Editor BLGENTRY Processed No

Edit Date Jul 22, 2009 07:42 PM Reason Q
Description CHANGE ORDER DESCRIPTION GOES HERE - 0

Change Order

Totals
Change Amount 58,652.00
CurentEnd  [Feb 17,2011 Tz L 1

Date

Line Group & TaxRebate ]
New End Dat - il
SwEndbsts |:| :4 Proposed Total $8,652.00

Contract CONTRACT993 | & Created

Review

Contract Line

(c) 2009 AssetWorks Inc.

Done & Internet | Protected Mode: On H10% -




Change Order

& Project - Windows Intemnet Explorer

=l sl
(% - |03 nttps/itestfimsindiana.edu/mms-stg/screen/PROJECT VIEW ~ (21 Centficate Emor |4 | )] | Live Search o -
) PS
&;Convert ~ [3] Select
W R |85~ | € Project Contract Q3 Project
FacilityMAX

fi v B v @ - [page~ (Tooks >

Hello, BRIDGET  Logout About Help
Moame-\ Work Management Setupy  Reports, MMS TRAINING MAHUALS l

Work Management

e Select M ~
Accounts Payable

Asset Management

Capital Planning & Assessment

|Contract Administration

Customer Service

Environmental Health & Safety
Estimating

Einance

Human Resources
Inventory

Key & Access Control

Key Performance Indicators
Lease

Preventive Maintenance
Project Management
Property

Burchasing

Space Management
Time Management

Utility Management

System Administration

L I

javascriptmenuClick('mainForm:menu:mainChilditem: CONTRACT','_CNTR_; & Internet | Protected Mode: On H100% -

To enter a Change Order, choose Contract Administration from the
module menu. Then from the Contract Administration menu choose
Project Contract Change Order
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Above you will see a blank change order screen. Click on the new ICON.
Rename your change order with the contract number — change order
number. Enter your description. Choose the contract. You can either load
a change order proposal or Click on the green plus sign to add line item.
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Let’s try loading a proposal. Click on the load proposals icon beside the
green plus.

You will see the change order proposal that we created earlier. Check
the box and click on the green done flag. If there are several proposals,
you will only need to check the box of the proposal you want to roll into
a change order. Click the green done flag.
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The change order proposal has rolled into the change order as line item
one. If you have any user defined fields for the change order, you will still
need to enter those by going to the User defined fields screen on the drop
down menu at the top of the screen.
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Fill in any user defined fields that you need to and click on the green done
flag. Once you are back to the Change order screen click on the save icon.
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Let’s look at creating a Change Order with out a contract proposal. Click
on the green plus.

Click on Adjust contract line. (We only do one contract line for each
contract so we do not want to add, only adjust.) Click the green flag.
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Enter 1 for the contract line and validate by clicking the zoom icon. Enter
the change order amount. Lets look at the reason code now.
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In the picture above, | have clicked on the Reason code zoom icon. This shows
the choices for reason code. Choose your reason code. You can now click on the
done flag. You should now be at the change order screen and can click on save.
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To do a Project Contract Invoice, choose Accounts Payable from the

module menu and choose Project Contract Invoice from the Accounts
Payable menu.
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Above is a new project contract invoice. Click on the new icon.

Enter the contract number and click on the zoom icon at the contractor
field. The contractor and address code will populate. Enter the invoice
number and invoice date. Now click on the load contract line items icon.

& Project Contract Invoice - Windows Internet Explorer =n e -S!-I
{5 - | O nitps//testfimsindians.edu/mms-stg/screen/PC_INVOICE_EDIT ~ 3 Centificate Error | %3 | x| | Live o~
N P
&;Convert ~ [3] Select
vd dRf 55|+ | £ Project Contract Invoice £} Project Contract Invoice f v B v & v 5k Page = Tools ~ .
FacilityMAX Hello, BRIDGET ~ Logout About Help
Module,  Accounts Payable Setup~  Reports .y
Project Contract Invoice e Select -
View:
Transaction 5004 Editor BLGENTRY Status 10-ENTERED a
EditDate  |Jul 22,2009 08:30 PM
Description description goes here -

Contractor Q Invoice Number Currency usD
e e Sub Total $0.00
. = Retainage $0.00
- Invoice Date Tax $0.00
e Markup $0.00
Terms Total $0.00

Line ltems =
r Sequence Description Contract Line Line Group Sub Total Retained Retainage Paid Tax  Line Total

(c) 2009 AssetWorks Inc.

@ Internet | Protected Mode: On #100% -




@ Project Contract Transactions - Windows Internet Explorer =N \&/‘
L~

@\J - |03 https://test fims.indiana.edu/mms-stg/screen/PC_LOAD_TRANSACTIONS ~ I Certificate En

&;Convert ~ [3] Select

»
e 4Rt (29 + | ¥ Project Contract Transa... £} Project Contract Invoice > z¢ Page ¥ (5 Taols ~
FacilityMAX Hello, BRIDGET ~ Logout About Help
Module,  Accounts Payable v Setupy  Reports.
Project C

I~ Contract Number Contract Line Description Line Group ‘Work Order Phase Original Amount  Change Order

[#  CONTRACTS8S 1 833883 002 $58,302.00 50.00

(c) 2009 AssetWorks Inc.

Done & Internet | Protected Mode: On H10% -

Click on the contract line box and click the green done flag.
Notice the contract line is now filled in.
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Now you need to fill in the user defined fields. From the drop down menu
at the top of the page, choose User defined fields. The red boxes are the
required fields. Fill in the information that you have and click on the green
done flag.
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User Defined Fields
Transaction 5004

BLGENTRY
Jul 22,2009 08:30 PM

Editor

Edit Date

Description DESCRIPTION GOES HERE.

Payment Number

Amount to contractor

Retainage to bank

Retainage released

Final Pay App?
I

Contractor Approver

Caontractor date apprvd. l:l - l:lal
ArchiEngr approver l:l
AJE date approved I:l - l:l J'
Project Manager approver I:l
Prj.Mgr. date approved l:l - l:l =

Team | aadar annrover
———
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Transaction 5004

A Select

BLGENTRY Status 10-ENTERED Y

Jul 22,2009 08:30 PM

Editor

Edit Date

Description DESCRIPTION GOES HERE it

Contractor 35160810000P Q Invoice Number 5478546INY Currency uso
Sub Total $58,302.00
Retainage $0.00
Address Code
Invoice Date Tax $0.00
conac EommcTse ]
T CONTRACT999 Markup $0.00
Terms Total $58,302.00
Line ltems Load Contract Line ltems
r Sequence Description ContractLine  Line Group Sub Total Retained Retainage Paid  Tax Line Total
r 2 1 558,302.00 $0.00 50.00 $58,302.00
(c) 2009 AssetWorks Inc.
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If you need to make any adjustments to the line click on the line
sequence 1. Make changes and refresh totals. Then click on the green
done flag.
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Line 1 Editor BLGENTRY Transaction 5004
Edit Date Jul 22, 2009 08:41 PM D
Description ‘
Retainage Release No
L Verify Punch List No
Retainage Balance $0.00
ContractLine |1 Amaount 552,302.00 Amount 558,302.00
Retained Amount 0.00% $0.00 | | REM@INed Amount 0.00% $0.00
Line Group
) Retainage Paid $0.00
Retainage Paid $0.00
Tax1 _SSD 0o
Project 20063544 Tax 1 5000
BRARY 044 - BLACK F Tax2 50.00
Waork Order ¥ Tax Rebate (5000 )
44 FILM Tax Rebate _
$0.00 Markup 0.00% $0.00
Phase 002
C -VPS Invoiced Total $58,302.00 | | Line Total $58,302.00
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Project Contract Invoice view: [ @
Transaction 5004 Editor BLGENTRY Status 40-APP REQ a
EditDale  |Jul 22,2009 09:03 PM
Description DESCRIPTION GOES HERE B

Contractor 35160810000P Q Invoice Number 5478546INY Currency uso
- Sub Total $58,302.00
Retainage $0.00
Address Code
Invoice Date Tax $0.00
conac EommcTse ]
T CONTRACT999 Markup $0.00
Terms Total $58,302.00
Line ltems Load Contract Line ltems
r Sequence Description ContractLine  Line Group Sub Total Retained Retainage Paid  Tax Line Total
r 2 1 558,302.00 $0.00 50.00 50.00 $58,302.00
(c) 2009 AssetWorks Inc.
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That will take you to the project contract invoice, change your status

and save.
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Project Contract Invoice view: [ WL =
Transaction 5004 Editor BLGENTRY Status 40-APP REQ
Edit Date Jul 22,2009 09:03 PM

Description DESCRIPTION GOES HERE.

Contractor 35160810000P Invoice Number 5478546INV Currency uso
P H RE Sub Total $58,302.00
Retainage $0.00
Address Code 01
Invoice Date Jul 16, 2009 Tax $0.00
Contract CONTRACT999
Markup $0.00
Ui Total $58,302.00
Line ltems
Sequence Description Contract Line  Line Group Sub Total Retained Retainage Paid  Tax Line Total
1 1 556,302.00 50.00 50.00 50.00 $58,302.00
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