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Introduction

Purpose: To improve post-award document management (e.g. RFl,
submittals, etc) for Construction and Facility Support Contracts

What is eCMS?
e eCMS is a web-based, enterprise project collaboration tool
* Allows collaboration via a web-site (e.g. web browser and internet server)
 Allows users to manage documents (i.e. RFl, submittals, photos, daily report)
using only a web browser

eCMS involved several contract/components
e COTS software — CMIC products
: Web Cloue (S L ith loud C ey
~ACI Confi on g /
s— SPAWARsecurity-&data-exchange
e NITC Storage Cloud
* NITC System Function, Security, Data exchange and Accounts (New)
e CMIC Configuration and Training (New)
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Introduction

e What is needed to access eCMS?
e eCMS account; username and password
e Computer with internet access
* “no cost” to contractors

 Implementation Policy:
e Requirement in your contract, look for UFGS 01 31 23.13 20 Electronic
Construction and Facility Support Contract Management System
* Fully utilize on MILCON and CMP construction projects greater than S1M.
e Other projects use eCMS , as a minimum, as a shared drive.

e eCMS Training:
* Free live training on DCS/WebX is being provided by CMIC through 2020
* Free On-line previously recorded video training will be provided at
navfac.navy.mil
e User guides provided on-line
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Restrictions

« eCMS and associated devices must only be used for Unclassified Info
— Do not transmit/upload Classified information

* Personally Identifiable Information (PII)
— Do not transmit PII




What are the steps to using eCMS

NAVFAC

1. Users will fill out access request form

— COR coordinates with contractors and government staff for the preparation of the Access
Request form and then submits request to NITC.




What are the steps to using eCMS

To:
From:

Required
Required
Required
Required

Required
Required
Required
Required
Required

Required
Required
Required
Required
Required
Required
Required

Required
Required
Required
Required
Required

ecms@uat.navfac.us (system administrator) See: http://34.201.30.119:8080/ords/f?p=100:2 (if available)

We request the following changes be made in eCMS:

DESCRIPTION

INFORMATION

Component Name

Field Office (Admin Office Code)

Contract Number-Task Order (N######- - T-HitH-tHHHH)

Project Title

Contract Type (DB vs. DBB)

Project P-Number (MILCON)

Work Request Number

Prime Contractor (Firm Name)

Prime Contractor (Mailing Address)

Award Date

Award Amount

Contract Completion Date

GOV TEAM MEMBERS

FIRST NAME (Required)

INITIAL

LAST NAME (Required)

E-MAIL (required)

PHONE (if available)

USER STATUS (use pull-down)

Construction Manager (CM) / Post Award COR

Engineering Tech (ET)

Design Manager (DM) / Designer Lead / Pre Award COR

Designer (In-House)

Designer (AE), SME, and/or contracted support (add rows, if necessary)

Contract Specialist (CS)

Contracting Officer (KO)

Real Property Accountable Official (RPAO)

Public Works Facility Management Specialist (PW FMS)

Environmental Specialist (EV)

Legal Counsel

Customer Representative

Operation Assistant (OA)/Management Assistant (MA) Admin

Alternate CM

Alternate ET

Other Point of Contact (add rows, if necessary)

KTR TEAM MEMBERS

FIRST NAME (Required)

INITIAL

LAST NAME (Required)

E-MAIL (required)

PHONE (if available)

USER STATUS (use pull-down)

Project Manager

QC Manager

Site Safety Health Officer (SSHO)

Superintendent

Designer of Record (DOR2) for Design Build

Principal

Alternate QC Manager

Alternate SSHO

Other Point of Contact (add rows, if necessary)




Project Request (COR use only)

		To:        		ecms@uat.navfac.us 		(system administrator)  See:  http://34.201.30.119:8080/ords/f?p=100:2  (if available)

		From:  																Only the COR may request a project account and users to be added.

				We request the following changes be made in eCMS:

				DESCRIPTION		INFORMATION 

		Required		Component Name														Use Pull Down Menu

		Required		Field Office (Admin Office Code)														Use Pull Down Menu

		Required		Contract Number-Task Order (N#####-##-T-####-#####)

		Required		Project Title

				Contract Type (DB vs. DBB)														Use Pull Down Menu

				Project P-Number (MILCON)

				Work Request Number

		Required		Prime Contractor (Firm Name)

		Required		Prime Contractor (Mailing Address)

		Required		Award Date

		Required		Award Amount 

		Required		Contract Completion Date

				GOV TEAM MEMBERS		FIRST NAME (Required)		INITIAL		LAST NAME (Required)		E-MAIL (required)		PHONE (if available)		USER STATUS (use pull-down)

		Required		Construction Manager (CM) / Post Award COR

		Required		Engineering Tech (ET)

		Required		Design Manager (DM) / Designer Lead / Pre Award COR

		Required		Designer (In-House)

		Required		Designer (AE), SME, and/or contracted support (add rows, if necessary)

		Required		Contract Specialist (CS)

		Required		Contracting Officer (KO)

				Real Property Accountable Official (RPAO)

				Public Works Facility Management Specialist (PW FMS)

				Environmental Specialist (EV)

				Legal Counsel

				Customer Representative

				Operation Assistant (OA)/Management Assistant (MA) Admin

				Alternate CM

				Alternate ET

				Other Point of Contact (add rows, if necessary)

				KTR TEAM MEMBERS		FIRST NAME (Required)		INITIAL		LAST NAME (Required)		E-MAIL (required)		PHONE (if available)		USER STATUS (use pull-down)

		Required		Project Manager

		Required		QC Manager

		Required		Site Safety Health Officer (SSHO)

		Required		Superintendent 

		Required		Designer of Record (DOR2) for Design Build

				Principal

				Alternate QC Manager

				Alternate SSHO

				Other Point of Contact (add rows, if necessary)









mailto:ecms@uat.navfac.us

Account Request (Passive Users)

		To:        		ecms@uat.navfac.us 		(system administrator)  See:  http://34.201.30.119:8080/ords/f?p=100:2  (if available)

		From:  				

				We request the following changes be made in eCMS:

				DESCRIPTION		INFORMATION 

		Required		Component Name														Use Pull Down Menu

		Required		Field Office (Admin Office Code)														Use Pull Down Menu



				OTHERS (Select/Specify Role)		FIRST NAME (Required)		INITIAL		LAST NAME (Required)		E-MAIL (required)		PHONE (if available)		USER STATUS (use pull-down)

		Required





mailto:ecms@uat.navfac.us

Lists

		Component Name		Field Office (Admin Office Code)		Code		Description		USER STATUS (use pull-down)		Contract Type (DB vs. DBB)		OTHERS (Select/Specify Role)

		NAVFAC HQ 		E: AVIANO		EUAV		ROICC AVIANO		NEW USER		DB		PMEB Head (PMEB)/Supervisory General Engineer (SGE)

		NAVFAC LANT		E: AZORES		EUAZ		EURAFSWA AZORES ROICC		EXISTING USER		DBB		FEAD/ROICC Director

		NAVFAC PAC		E:  BAHRAIN		EUBA		PWD BAHRAIN		REPLACE (WITH NEW USER)				Design Manager Supervisor

		NCC		E: CAIRO		EUCA		ROICC CAIRO		REPLACE (WITH EXISTING USER)				Project Manager (PM)

		NAVFAC EXWC		E: CONENG		EUHC		FEC EURAFSWA		OTHER				Business Line Team Leader (BLTL)

		NAVFAC EURAFSWA		E: DJIBOUTI		EUDJ		PWD DJIBOUTI						Construction Product Line Coordinator (CI5)

		NAVFAC MIDLANT		E: ICELAND		EUHC		FEC EURAFSWA						Public Works Officer (PWO)

		NAVFAC NORTHWEST		E: IPT EURSWA		EUHC		FEC EURAFSWA						Deputy PWO

		NAVFAC SOUTHEAST		E: LA MADDALENA		EUHC		FEC EURAFSWA						Operations (OPS) Officer

		NAVFAC SOUTHWEST		E :LIVORNO		EUNI		ROICC NORTHERN ITALY						Deputy OPS

		NAVFAC WASHINGTON		E: LONDON		EUHC		FEC EURAFSWA						Report User

		NAVFAC FAR EAST		E: NAPLES		EUNA		PWD NAPLES						Other (Specify: ____________________________________________________ )

		NAVFAC HAWAII		E: ROTA		EURO		PWD ROTA

		NAVFAC MARIANAS		E: SIGONELLA		EUSG		PWD SIGONELLA

				E: SOUDA BAY		EUSO		PWD SOUDA BAY

				E: VICENZA		EUNI		ROICC NORTHERN ITALY

				FE: ATSUGI		FEAT		PWD ATSUGI

				FE: CAMP BUTLER		FECB		FEAD CAMP BUTLER

				FE: CHINHAE		FECH		PWD CHINHAE

				FE: DIEGO GARC		FEDG		PWD DIEGO GARCIA

				FE: FEAD OKINAW		FEOK		PWD OKINAWA

				FE: IPT FE		FEHC		FEC FAR EAST

				FE: IWAKUNI		FEIW		FEAD IWAKUNI

				FE: MISAWA		FEMW		PWD MISAWA

				FE: SASEBO		FESA		PWD SASEBO

				FE: SINGAPORE		FESI		PWD SINGAPORE

				FE: YOKOSUKA		FEYO		PWD YOKOSUKA

				H: AE ENV AQ		HAHC		FEC HAWAII

				H: CONST AQ		HAPH		PWD JBPHH

				H: FSC AQ		HAPH		PWD JBPHH

				H: HICKAM AQ		HAPH		PWD JBPHH

				H: MCBHAQ		HAHA		FEAD MCB HAWAII

				H: NORTH AQ		HAPH		PWD JBPHH

				H: OUTLYING AQ		HAPH		PWD JBPHH

				H: SOUTH AQ		HAPH		PWD JBPHH

				H: SVC AQ		HAPH		PWD JBPHH

				HQ: NEPO		LAHC		NAVFAC LANT

				L: CI/AM		LAHC		NAVFAC LANT

				L: CRANE CENTER		LAHC		NAVFAC LANT

				L: CSACOE		LAHC		NAVFAC LANT

				L: ENV ACQ		LAHC		NAVFAC LANT

				L: GCC/HQ SUPP		LAHC		NAVFAC LANT

				L: PW		LAHC		NAVFAC LANT

				MAR: 36 CONS A		MAAN		ROICC ANDERSEN

				MAR: 36 CONS B		MAAN		ROICC ANDERSEN

				MAR: ANDERSEN		MAAN		ROICC ANDERSEN

				MAR: BOS		MAGU		PWD GUAM

				MAR: FEAD CON		MAGU		PWD GUAM

				MAR: FEAD SUP		MAGU		PWD GUAM

				MAR: FINEGAYAN		MAFI		ROICC FINEGAYAN

				MAR: FSC AQ		MAHC		FEC MARIANAS

				MAR: IPT MCON		MAHC		FEC MARIANAS

				MAR: IPT SVCS		MAHC		FEC MARIANAS

				MAR: NAVHOSP		MAHC		FEC MARIANAS

				MAR: OICC MC		MAHC		FEC MARIANAS

				ML: ALBANY		MLAL		FEAD MCLB ALBANY

				ML: AQ-A		MLHC		FEC MIDLANT

				ML: AQ-C		MLHC		FEC MIDLANT

				ML: AC-E		MLHC		FEC MIDLANT

				ML: AQ-F		MLHC		FEC MIDLANT

				ML: BEAUFORT		MLBF		FEAD BEAUFORT

				ML: BRUNSWICK		MLHC		FEC MIDLANT

				ML: CAMPLEJEUNE		MLLE		ROICC MCB CAMP LEJEUNE

				ML: CHERRYPOINT		MLCP		FEAD CHERRY POINT

				ML: CRANE		MLCR		PWD CRANE

				ML: EARLE		MLEA		PWD EARLE

				ML: GREAT LAKES		MLGL		PWD GREAT LAKES

				ML: HQAES		MLHC		FEC MIDLANT

				ML: HQCONST		MLHC		FEC MIDLANT

				ML: HQFSC		MLHC		FEC MIDLANT

				ML: HQSUPPLY		MLHC		FEC MIDLANT

				ML: IPT HMPTN R		MLHC		FEC MIDLANT

				ML: IPT MC		MLHC		FEC MIDLANT

				ML: IPT NORTH		MLHC		FEC MIDLANT

				ML: LAKEHURST		MLEA		PWD EARLE

				ML: LCREEK		MLLC		PWD JEB LC/FS

				ML: MARFORRES		MLMA		MARFORRES FACILITY SUPPORT

				ML: MECHANICSB		MLPA		PWD PENNSYLVANIA

				ML: NEW LONDON		MLNL		PWD NEW LONDON

				ML: NEWPORT		MLNE		PWD NEWPORT

				ML: NEWPRT RCHB		MLNE		PWD NEWPORT

				ML: NLON ALL		MLNL		PWD NEW LONDON

				ML: NNSY		MLPO		PWD PORTSMOUTH

				ML: NORFOLK		MLNF		PWD NORFOLK

				ML: NORTH MAINE		MLMN		PWD MAINE

				ML: NSA HR		MLHR		PWD NSA HAMPTON RDS

				ML: NSA PHILLY		MLPA		PWD PENNSYLVANIA

				ML: OCEANA		MLOC		PWD OCEANA

				ML: PARRIS		MLPI		FEAD PARRIS ISLAND

				ML: PHILLY		MLPA		PWD PENNSYLVANIA

				ML: PORTS NH		MLMN		PWD MAINE

				ML: ROME		MLPA		PWD PENNSYLVANIA

				ML: WIL GROVE		MLPA		PWD PENNSYLVANIA

				ML: YORKTOWN		MLYT		PWD YORKTOWN

				NEXWC: ACQ		LAHC		NAVFAC LANT

				NEXWC: ACQ71		LAHC		NAVFAC LANT

				NEXWC: ACQ72		LAHC		NAVFAC LANT

				NEXWC: ACQ73		LAHC		NAVFAC LANT

				NW: EVERETT		NWEV		PWD EVERETT

				NW: NBK BANGOR		NWKI		PWD KITSAP

				NW NBK BREM		NWKI		PWD KITSAP

				NW: NBK SWFPAC		NWKI		PWD KITSAP

				NW: NON REG AQ		NWHC		FEC NORTHWEST

				NW: REG SPEC AQ		NWHC		FEC NORTHWEST

				NW: SUPPORT		NWHC		FEC NORTHWEST

				NW: WHIDBEY		NWWI		PWD WHIDBEY ISLAND

				P: AE AQ		PAHC		NAVFAC PAC

				P: CONST AQ		PAHC		NAVFAC PAC

				P: ENV AQ		PAHC		NAVFAC PAC

				P: FSC AQ		PAHC		NAVFAC PAC

				P: G-AE AQ		PAHC		NAVFAC PAC

				P: G-CON AQ		PAHC		NAVFAC PAC

				P: GCSC POS AQ		PAHC		NAVFAC PAC

				P: SP PROJ AQ		PAHC		NAVFAC PAC

				P: SUPPORT AQ		PAHC		NAVFAC PAC

				P: THAILAND		PATH		ROICC THAILAND

				SE: AQ-UT		SEHC		FEC SOUTHEAST

				SE: AQAEPPV		SEHC		FEC SOUTHEAST

				SE: AQCLAIMS		SEHC		FEC SOUTHEAST

				SE: AQENV		SEHC		FEC SOUTHEAST

				SE: BRKSDALE		SEBD		ROICC BARKSDALE AFB

				SE: CHARLESTON		SECT		ROICC CHARLESTON

				SE: COE		SEHC		FEC SOUTHEAST

				SE: CONTINGENCY		SEHC		FEC SOUTHEAST

				SE: CORPUS		SECC		PWD CORPUS CHRISTI

				SE: FSC-BOS		SEHC		FEC SOUTHEAST

				SE: FTWORTH		SEFW		PWD FORT WORTH

				SE: GULFPORT		SEGP		PWD GULFPORT

				SE: IPT(GC)		SEHC		FEC SOUTHEAST

				SE: IPT(SA)		SEHC		FEC SOUTHEAST

				SE: IPT(SC)		SEHC		FEC SOUTHEAST

				SE: JAX		SEJA		PWD JACKSONVILLE

				SE: KEESLER		SEGP		PWD GULFPORT

				SE: KEYWEST		SEKW		PWD KEY WEST

				SE: KINGSBAY		SEKB		PWD KINGS BAY

				SE:KINGSVILLE		SEKV		PWD KINGSVILLE

				SE: MAYPORT		SEMY		PWD MAYPORT

				SE: MERIDIAN		SEME		PWD MERIDIAN

				SE: MIDSOUTH		SEMS		PWD MID-SOUTH

				SE: NEWORLEANS		SENO		PWD NEW ORLEANS

				SE: NSGB		SEGT		PWD GUANTANAMO

				SE: ORLANDO		SEJA		PWD JACKSONVILLE

				SE: PENSACOLA		SEPN		PWD PENSACOLA

				SE: PNMACITY		SEPC		PWD PANAMA CITY

				SE: PRA		SEHC		FEC SOUTHEAST

				SE: SHAW		SECT		ROICC CHARLESTON

				SE: WHITING		SEWF		PWD WHITING FIELD

				SW: 29PALMS		SW29		FEAD MCAGCC 29 PALMS

				SW: A76		SWHC		FEC SOUTHWEST

				SW: AQ3SCC		SWHC		FEC SOUTHWEST

				SW: BARSTOW		SWBS		FEAD MCLB BARSTOW

				SW: BRAC		SWHC		FEC SOUTHWEST

				SW: BRIDGEPORT		SW29		FEAD MCAGCC 29 PALMS

				SW: CAMPEN		SWPE		FEAD MCAS CAMP PENDLETON

				SW: CENTRAL IPT		SWHC		FEC SOUTHWEST

				SW: CHINALAKE		SWCL		PWD CHINA LAKE

				SW: CICORE		SWHC		FEC SOUTHWEST

				SW: COASTAL IPT		SWHC		FEC SOUTHWEST

				SW: CORONADO		SWCO		PWD CORONADO

				SW: DESERT IPT		SWHC		FEC SOUTHWEST

				SW: ELCENTRO		SWEC		PWD EL CENTRO

				SW: ENVCORE		SWHC		FEC SOUTHWEST

				SW: FALLON		SWFA		PWD FALLON

				SW: LEMOORE		SWLM		PWD LEMOORE

				SW: MCAS CAMPEN		SWPE		FEAD MCAS CAMP PENDLETON

				SW: MRCD SD		SWMI		FEAD MCAS MIRAMAR

				SW: MIRAMAR		SWMI		FEAD MCAS MIRAMAR

				SW: MONTEREY		SWMO		PWD MONTEREY

				SW: PPV		SWHC		FEC SOUTHWEST

				SW: PRIV		SWHC		FEC SOUTHWEST

				SW: PTLOMA		SWPL		PWD POINT LOMA

				SW: PWCORE		SWHC		FEC SOUTHWEST

				SW: SANDIEGO		SWSD		PWD SAN DIEGO

				SW: SEAL BEACH		SWSB		PWD SEAL BEACH

				SW: SFRANCISCO		SWTR		ROICC TRAVIS AFB

				SW: TRAVIS		SWTR		ROICC TRAVIS AFB

				SW: UTILITIES		SWHC		FEC SOUTHWEST

				SW: VENTURA		SWVE		PWD VENTURA

				SW: WEST IPT		SWHC		FEC SOUTHWEST

				SW: YUMA		SWYU		FEAD MCAS YUMA

				W: ANDREWS		WAAD		ROICC ANDREWS AFB

				W: AQ10		WAHC		FEC WASHINGTON

				W: AQ20		WAHC		FEC WASHINGTON

				W: AQ30		WAHC		FEC WASHINGTON

				W: AQ40		WAHC		FEC WASHINGTON

				W: BET-BRAC		WAHC		FEC WASHINGTON

				W: BLUE IPT		WAHC		FEC WASHINGTON

				W: CH1A		WAHC		FEC WASHINGTON

				W: DAHLGREN		WASP		PWD SOUTH POTOMAC

				W: DIA		WAHC		FEC WASHINGTON

				W: GOLD IPT		WAHC		FEC WASHINGTON

				W: IND HD		WASP		PWD SOUTH POTOMAC

				W: JBAB		WAAB		PWD JBAB

				W: JBABCON		WAAB		PWD JBAB

				W: JBABFSC		WAAB		PWD JBAB

				W: NDW		WAWA		PWD WASHINGTON

				W: NDWCON		WAWA		PWD WASHINGTON

				W: NDWFSC		WAWA		PWD WASHINGTON

				W: PAX CON		WAPR		PWD PATUXENT RIVER

				W: PAX FSC		WAPR		PWD PATUXENT RIVER

				W: PAX RIVER		WAPR		PWD PATUXENT RIVER

				W: PWD BETHESDA		WABE		PWD BETHESDA

				W: PWD NPOTOMAC		WAHC		FEC WASHINGTON

				W: QUANTICO		WAQU		FEAD QUANTICO

				W: USNA		WAAP		PWD ANNAPOLIS

				OTHER, Specify






To:
From:

Required
Required
Required
Required

Required
Required
Required
Required
Required

Required
Required
Required
Required
Required
Required
Required

Required
Required
Required
Required
Required

We request the following changes be 1

DESCRIPTION

Component Name

Field Office (Admin Office Code)

Contract Number-Task Order (N###iQl

Project Title

Contract Type (DB vs. DBB)

Project P-Number (MILCON)

Work Request Number

Prime Contractor (Firm Name)

Prime Contractor (Mailing Address)

Award Date

Award Amount

Contract Completion Date

GOV TEAM MEMBERS

Construction Manager (CM) / Post Aw.

Engineering Tech (ET)

Design Manager (DM) / Designer Lead

Designer (In-House)

Designer (AE), SME, and/or contractedfil

Contract Specialist (CS)

Contracting Officer (KO)

Real Property Accountable Official (RP}

Public Works Facility Management Spd

Environmental Specialist (EV)

Legal Counsel

Customer Representative

Operation Assistant (OA)/Managemen|

Alternate CM

Alternate ET

Other Point of Contact (add rows, if necess

KTR TEAM MEMBERS

Required
Required
Required
Required

Required
Required
Required
Required
Required

We request the following changes be made in eCMS:

DESCRIPTION

Component Name

Field Office (Admin Office Code)

Contract Number-Task Order (N###HH- - T- #HHHH-HitHHH)

Project Title

Contract Type (DB vs. DBB)

Project P-Number (MILCON)

Work Request Number

own)

Prime Contractor (Firm Name)

Prime Contractor (Mailing Address)

Award Date

Award Amount

Contract Completion Date

FIRST NAME (Required) INITIAL LAST NAME (Required) E-MAIL (required)

PHONE (if available)

USER STATUS (use pull-down)

Project Manager

QC Manager

Site Safety Health Officer (SSHO)

Superintendent

Designer of Record (DOR2) for Design Build

Principal

Alternate QC Manager

Alternate SSHO

Other Point of Contact (add rows, if necessary)




Project Request (COR use only)

		To:        		ecms@uat.navfac.us 		(system administrator)  See:  http://34.201.30.119:8080/ords/f?p=100:2  (if available)

		From:  																Only the COR may request a project account and users to be added.

				We request the following changes be made in eCMS:

				DESCRIPTION		INFORMATION 

		Required		Component Name														Use Pull Down Menu

		Required		Field Office (Admin Office Code)														Use Pull Down Menu

		Required		Contract Number-Task Order (N#####-##-T-####-#####)

		Required		Project Title

				Contract Type (DB vs. DBB)														Use Pull Down Menu

				Project P-Number (MILCON)

				Work Request Number

		Required		Prime Contractor (Firm Name)

		Required		Prime Contractor (Mailing Address)

		Required		Award Date

		Required		Award Amount 

		Required		Contract Completion Date

				GOV TEAM MEMBERS		FIRST NAME (Required)		INITIAL		LAST NAME (Required)		E-MAIL (required)		PHONE (if available)		USER STATUS (use pull-down)

		Required		Construction Manager (CM) / Post Award COR

		Required		Engineering Tech (ET)

		Required		Design Manager (DM) / Designer Lead / Pre Award COR

		Required		Designer (In-House)

		Required		Designer (AE), SME, and/or contracted support (add rows, if necessary)

		Required		Contract Specialist (CS)

		Required		Contracting Officer (KO)

				Real Property Accountable Official (RPAO)

				Public Works Facility Management Specialist (PW FMS)

				Environmental Specialist (EV)

				Legal Counsel

				Customer Representative

				Operation Assistant (OA)/Management Assistant (MA) Admin

				Alternate CM

				Alternate ET

				Other Point of Contact (add rows, if necessary)

				KTR TEAM MEMBERS		FIRST NAME (Required)		INITIAL		LAST NAME (Required)		E-MAIL (required)		PHONE (if available)		USER STATUS (use pull-down)

		Required		Project Manager

		Required		QC Manager

		Required		Site Safety Health Officer (SSHO)

		Required		Superintendent 

		Required		Designer of Record (DOR2) for Design Build

				Principal

				Alternate QC Manager

				Alternate SSHO

				Other Point of Contact (add rows, if necessary)









mailto:ecms@uat.navfac.us

Account Request (Passive Users)

		To:        		ecms@uat.navfac.us 		(system administrator)  See:  http://34.201.30.119:8080/ords/f?p=100:2  (if available)

		From:  				

				We request the following changes be made in eCMS:

				DESCRIPTION		INFORMATION 

		Required		Component Name														Use Pull Down Menu

		Required		Field Office (Admin Office Code)														Use Pull Down Menu



				OTHERS (Select/Specify Role)		FIRST NAME (Required)		INITIAL		LAST NAME (Required)		E-MAIL (required)		PHONE (if available)		USER STATUS (use pull-down)

		Required





mailto:ecms@uat.navfac.us

Lists

		Component Name		Field Office (Admin Office Code)		Code		Description		USER STATUS (use pull-down)		Contract Type (DB vs. DBB)		OTHERS (Select/Specify Role)

		NAVFAC HQ 		E: AVIANO		EUAV		ROICC AVIANO		NEW USER		DB		PMEB Head (PMEB)/Supervisory General Engineer (SGE)

		NAVFAC LANT		E: AZORES		EUAZ		EURAFSWA AZORES ROICC		EXISTING USER		DBB		FEAD/ROICC Director

		NAVFAC PAC		E:  BAHRAIN		EUBA		PWD BAHRAIN		REPLACE (WITH NEW USER)				Design Manager Supervisor

		NCC		E: CAIRO		EUCA		ROICC CAIRO		REPLACE (WITH EXISTING USER)				Project Manager (PM)

		NAVFAC EXWC		E: CONENG		EUHC		FEC EURAFSWA		OTHER				Business Line Team Leader (BLTL)

		NAVFAC EURAFSWA		E: DJIBOUTI		EUDJ		PWD DJIBOUTI						Construction Product Line Coordinator (CI5)

		NAVFAC MIDLANT		E: ICELAND		EUHC		FEC EURAFSWA						Public Works Officer (PWO)

		NAVFAC NORTHWEST		E: IPT EURSWA		EUHC		FEC EURAFSWA						Deputy PWO

		NAVFAC SOUTHEAST		E: LA MADDALENA		EUHC		FEC EURAFSWA						Operations (OPS) Officer

		NAVFAC SOUTHWEST		E :LIVORNO		EUNI		ROICC NORTHERN ITALY						Deputy OPS

		NAVFAC WASHINGTON		E: LONDON		EUHC		FEC EURAFSWA						Report User

		NAVFAC FAR EAST		E: NAPLES		EUNA		PWD NAPLES						Other (Specify: ____________________________________________________ )

		NAVFAC HAWAII		E: ROTA		EURO		PWD ROTA

		NAVFAC MARIANAS		E: SIGONELLA		EUSG		PWD SIGONELLA

				E: SOUDA BAY		EUSO		PWD SOUDA BAY

				E: VICENZA		EUNI		ROICC NORTHERN ITALY

				FE: ATSUGI		FEAT		PWD ATSUGI

				FE: CAMP BUTLER		FECB		FEAD CAMP BUTLER

				FE: CHINHAE		FECH		PWD CHINHAE

				FE: DIEGO GARC		FEDG		PWD DIEGO GARCIA

				FE: FEAD OKINAW		FEOK		PWD OKINAWA

				FE: IPT FE		FEHC		FEC FAR EAST

				FE: IWAKUNI		FEIW		FEAD IWAKUNI

				FE: MISAWA		FEMW		PWD MISAWA

				FE: SASEBO		FESA		PWD SASEBO

				FE: SINGAPORE		FESI		PWD SINGAPORE

				FE: YOKOSUKA		FEYO		PWD YOKOSUKA

				H: AE ENV AQ		HAHC		FEC HAWAII

				H: CONST AQ		HAPH		PWD JBPHH

				H: FSC AQ		HAPH		PWD JBPHH

				H: HICKAM AQ		HAPH		PWD JBPHH

				H: MCBHAQ		HAHA		FEAD MCB HAWAII

				H: NORTH AQ		HAPH		PWD JBPHH

				H: OUTLYING AQ		HAPH		PWD JBPHH

				H: SOUTH AQ		HAPH		PWD JBPHH

				H: SVC AQ		HAPH		PWD JBPHH

				HQ: NEPO		LAHC		NAVFAC LANT

				L: CI/AM		LAHC		NAVFAC LANT

				L: CRANE CENTER		LAHC		NAVFAC LANT

				L: CSACOE		LAHC		NAVFAC LANT

				L: ENV ACQ		LAHC		NAVFAC LANT

				L: GCC/HQ SUPP		LAHC		NAVFAC LANT

				L: PW		LAHC		NAVFAC LANT

				MAR: 36 CONS A		MAAN		ROICC ANDERSEN

				MAR: 36 CONS B		MAAN		ROICC ANDERSEN

				MAR: ANDERSEN		MAAN		ROICC ANDERSEN

				MAR: BOS		MAGU		PWD GUAM

				MAR: FEAD CON		MAGU		PWD GUAM

				MAR: FEAD SUP		MAGU		PWD GUAM

				MAR: FINEGAYAN		MAFI		ROICC FINEGAYAN

				MAR: FSC AQ		MAHC		FEC MARIANAS

				MAR: IPT MCON		MAHC		FEC MARIANAS

				MAR: IPT SVCS		MAHC		FEC MARIANAS

				MAR: NAVHOSP		MAHC		FEC MARIANAS

				MAR: OICC MC		MAHC		FEC MARIANAS

				ML: ALBANY		MLAL		FEAD MCLB ALBANY

				ML: AQ-A		MLHC		FEC MIDLANT

				ML: AQ-C		MLHC		FEC MIDLANT

				ML: AC-E		MLHC		FEC MIDLANT

				ML: AQ-F		MLHC		FEC MIDLANT

				ML: BEAUFORT		MLBF		FEAD BEAUFORT

				ML: BRUNSWICK		MLHC		FEC MIDLANT

				ML: CAMPLEJEUNE		MLLE		ROICC MCB CAMP LEJEUNE

				ML: CHERRYPOINT		MLCP		FEAD CHERRY POINT

				ML: CRANE		MLCR		PWD CRANE

				ML: EARLE		MLEA		PWD EARLE

				ML: GREAT LAKES		MLGL		PWD GREAT LAKES

				ML: HQAES		MLHC		FEC MIDLANT

				ML: HQCONST		MLHC		FEC MIDLANT

				ML: HQFSC		MLHC		FEC MIDLANT

				ML: HQSUPPLY		MLHC		FEC MIDLANT

				ML: IPT HMPTN R		MLHC		FEC MIDLANT

				ML: IPT MC		MLHC		FEC MIDLANT

				ML: IPT NORTH		MLHC		FEC MIDLANT

				ML: LAKEHURST		MLEA		PWD EARLE

				ML: LCREEK		MLLC		PWD JEB LC/FS

				ML: MARFORRES		MLMA		MARFORRES FACILITY SUPPORT

				ML: MECHANICSB		MLPA		PWD PENNSYLVANIA

				ML: NEW LONDON		MLNL		PWD NEW LONDON

				ML: NEWPORT		MLNE		PWD NEWPORT

				ML: NEWPRT RCHB		MLNE		PWD NEWPORT

				ML: NLON ALL		MLNL		PWD NEW LONDON

				ML: NNSY		MLPO		PWD PORTSMOUTH

				ML: NORFOLK		MLNF		PWD NORFOLK

				ML: NORTH MAINE		MLMN		PWD MAINE

				ML: NSA HR		MLHR		PWD NSA HAMPTON RDS

				ML: NSA PHILLY		MLPA		PWD PENNSYLVANIA

				ML: OCEANA		MLOC		PWD OCEANA

				ML: PARRIS		MLPI		FEAD PARRIS ISLAND

				ML: PHILLY		MLPA		PWD PENNSYLVANIA

				ML: PORTS NH		MLMN		PWD MAINE

				ML: ROME		MLPA		PWD PENNSYLVANIA

				ML: WIL GROVE		MLPA		PWD PENNSYLVANIA

				ML: YORKTOWN		MLYT		PWD YORKTOWN

				NEXWC: ACQ		LAHC		NAVFAC LANT

				NEXWC: ACQ71		LAHC		NAVFAC LANT

				NEXWC: ACQ72		LAHC		NAVFAC LANT

				NEXWC: ACQ73		LAHC		NAVFAC LANT

				NW: EVERETT		NWEV		PWD EVERETT

				NW: NBK BANGOR		NWKI		PWD KITSAP

				NW NBK BREM		NWKI		PWD KITSAP

				NW: NBK SWFPAC		NWKI		PWD KITSAP

				NW: NON REG AQ		NWHC		FEC NORTHWEST

				NW: REG SPEC AQ		NWHC		FEC NORTHWEST

				NW: SUPPORT		NWHC		FEC NORTHWEST

				NW: WHIDBEY		NWWI		PWD WHIDBEY ISLAND

				P: AE AQ		PAHC		NAVFAC PAC

				P: CONST AQ		PAHC		NAVFAC PAC

				P: ENV AQ		PAHC		NAVFAC PAC

				P: FSC AQ		PAHC		NAVFAC PAC

				P: G-AE AQ		PAHC		NAVFAC PAC

				P: G-CON AQ		PAHC		NAVFAC PAC

				P: GCSC POS AQ		PAHC		NAVFAC PAC

				P: SP PROJ AQ		PAHC		NAVFAC PAC

				P: SUPPORT AQ		PAHC		NAVFAC PAC

				P: THAILAND		PATH		ROICC THAILAND

				SE: AQ-UT		SEHC		FEC SOUTHEAST

				SE: AQAEPPV		SEHC		FEC SOUTHEAST

				SE: AQCLAIMS		SEHC		FEC SOUTHEAST

				SE: AQENV		SEHC		FEC SOUTHEAST

				SE: BRKSDALE		SEBD		ROICC BARKSDALE AFB

				SE: CHARLESTON		SECT		ROICC CHARLESTON

				SE: COE		SEHC		FEC SOUTHEAST

				SE: CONTINGENCY		SEHC		FEC SOUTHEAST

				SE: CORPUS		SECC		PWD CORPUS CHRISTI

				SE: FSC-BOS		SEHC		FEC SOUTHEAST

				SE: FTWORTH		SEFW		PWD FORT WORTH

				SE: GULFPORT		SEGP		PWD GULFPORT

				SE: IPT(GC)		SEHC		FEC SOUTHEAST

				SE: IPT(SA)		SEHC		FEC SOUTHEAST

				SE: IPT(SC)		SEHC		FEC SOUTHEAST

				SE: JAX		SEJA		PWD JACKSONVILLE

				SE: KEESLER		SEGP		PWD GULFPORT

				SE: KEYWEST		SEKW		PWD KEY WEST

				SE: KINGSBAY		SEKB		PWD KINGS BAY

				SE:KINGSVILLE		SEKV		PWD KINGSVILLE

				SE: MAYPORT		SEMY		PWD MAYPORT

				SE: MERIDIAN		SEME		PWD MERIDIAN

				SE: MIDSOUTH		SEMS		PWD MID-SOUTH

				SE: NEWORLEANS		SENO		PWD NEW ORLEANS

				SE: NSGB		SEGT		PWD GUANTANAMO

				SE: ORLANDO		SEJA		PWD JACKSONVILLE

				SE: PENSACOLA		SEPN		PWD PENSACOLA

				SE: PNMACITY		SEPC		PWD PANAMA CITY

				SE: PRA		SEHC		FEC SOUTHEAST

				SE: SHAW		SECT		ROICC CHARLESTON

				SE: WHITING		SEWF		PWD WHITING FIELD

				SW: 29PALMS		SW29		FEAD MCAGCC 29 PALMS

				SW: A76		SWHC		FEC SOUTHWEST

				SW: AQ3SCC		SWHC		FEC SOUTHWEST

				SW: BARSTOW		SWBS		FEAD MCLB BARSTOW

				SW: BRAC		SWHC		FEC SOUTHWEST

				SW: BRIDGEPORT		SW29		FEAD MCAGCC 29 PALMS

				SW: CAMPEN		SWPE		FEAD MCAS CAMP PENDLETON

				SW: CENTRAL IPT		SWHC		FEC SOUTHWEST

				SW: CHINALAKE		SWCL		PWD CHINA LAKE

				SW: CICORE		SWHC		FEC SOUTHWEST

				SW: COASTAL IPT		SWHC		FEC SOUTHWEST

				SW: CORONADO		SWCO		PWD CORONADO

				SW: DESERT IPT		SWHC		FEC SOUTHWEST

				SW: ELCENTRO		SWEC		PWD EL CENTRO

				SW: ENVCORE		SWHC		FEC SOUTHWEST

				SW: FALLON		SWFA		PWD FALLON

				SW: LEMOORE		SWLM		PWD LEMOORE

				SW: MCAS CAMPEN		SWPE		FEAD MCAS CAMP PENDLETON

				SW: MRCD SD		SWMI		FEAD MCAS MIRAMAR

				SW: MIRAMAR		SWMI		FEAD MCAS MIRAMAR

				SW: MONTEREY		SWMO		PWD MONTEREY

				SW: PPV		SWHC		FEC SOUTHWEST

				SW: PRIV		SWHC		FEC SOUTHWEST

				SW: PTLOMA		SWPL		PWD POINT LOMA

				SW: PWCORE		SWHC		FEC SOUTHWEST

				SW: SANDIEGO		SWSD		PWD SAN DIEGO

				SW: SEAL BEACH		SWSB		PWD SEAL BEACH

				SW: SFRANCISCO		SWTR		ROICC TRAVIS AFB

				SW: TRAVIS		SWTR		ROICC TRAVIS AFB

				SW: UTILITIES		SWHC		FEC SOUTHWEST

				SW: VENTURA		SWVE		PWD VENTURA

				SW: WEST IPT		SWHC		FEC SOUTHWEST

				SW: YUMA		SWYU		FEAD MCAS YUMA

				W: ANDREWS		WAAD		ROICC ANDREWS AFB

				W: AQ10		WAHC		FEC WASHINGTON

				W: AQ20		WAHC		FEC WASHINGTON

				W: AQ30		WAHC		FEC WASHINGTON

				W: AQ40		WAHC		FEC WASHINGTON

				W: BET-BRAC		WAHC		FEC WASHINGTON

				W: BLUE IPT		WAHC		FEC WASHINGTON

				W: CH1A		WAHC		FEC WASHINGTON

				W: DAHLGREN		WASP		PWD SOUTH POTOMAC

				W: DIA		WAHC		FEC WASHINGTON

				W: GOLD IPT		WAHC		FEC WASHINGTON

				W: IND HD		WASP		PWD SOUTH POTOMAC

				W: JBAB		WAAB		PWD JBAB

				W: JBABCON		WAAB		PWD JBAB

				W: JBABFSC		WAAB		PWD JBAB

				W: NDW		WAWA		PWD WASHINGTON

				W: NDWCON		WAWA		PWD WASHINGTON

				W: NDWFSC		WAWA		PWD WASHINGTON

				W: PAX CON		WAPR		PWD PATUXENT RIVER

				W: PAX FSC		WAPR		PWD PATUXENT RIVER

				W: PAX RIVER		WAPR		PWD PATUXENT RIVER

				W: PWD BETHESDA		WABE		PWD BETHESDA

				W: PWD NPOTOMAC		WAHC		FEC WASHINGTON

				W: QUANTICO		WAQU		FEAD QUANTICO

				W: USNA		WAAP		PWD ANNAPOLIS

				OTHER, Specify






What are the steps to using eCMS

To:
From:

Required
Required
Required
Required

Required
Required
Required
Required
Required

Required
Required
Required
Required
Required
Required
Required

Required
Required
Required
Required
Required

ecms@uat.navfac.us (system administrator) See: http://34.201.30.119:8080/ords/f?p=100:2 (if available)

We request the following changes be made in eCMS:

DESCRIPTION

INFORMATION

Component Name

Field Office (Admin Office Code)

Contract Number-Task Order (N######- - T-HitH-tHHHH)

Project Title

Contract Type (DB vs. DBB)

Project P-Number (MILCON)

Work Request Number

Prime Contractor (Firm Name)

Prime Contractor (Mailing Address)

Award Date

Award Amount

Contract Completion Date

GOV TEAM MEMBERS

Construction Manager (CM) / Post Award COR

Engineering Tech (ET)

Design Manager (DM) / Designer Lead / Pre Aw|

Designer (In-House)

Designer (AE), SME, and/or contracted support

Contract Specialist (CS)

Contracting Officer (KO)

Real Property Accountable Official (RPAO)

Public Works Facility Management Specialist (P]

Environmental Specialist (EV)

Legal Counsel

Customer Representative

Operation Assistant (OA)/Management Assistaf

Alternate CM

Alternate ET

Other Point of Contact (add rows, if necessary)l

KTR TEAM MEMBERS

Project Manager

QC Manager

Site Safety Health Officer (SSHO)

Superintendent

Designer of Record (DOR2) for Design Build

Principal

Alternate QC Manager

Alternate SSHO

Other Point of Contact (add rows, if necessary),

Required
Required
Required
Required
Required

KTR TEAM MEMBERS

Project Manager

QC Manager

Site Safety Health Officer (SSHO)

Superintendent

Designer of Record (DOR2) for Design Build

Principal

Alternate QC Manager

Alternate SSHO

Other Point of Contact (add rows
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Project Request (COR use only)

		To:        		ecms@uat.navfac.us 		(system administrator)  See:  http://34.201.30.119:8080/ords/f?p=100:2  (if available)

		From:  																Only the COR may request a project account and users to be added.

				We request the following changes be made in eCMS:

				DESCRIPTION		INFORMATION 

		Required		Component Name														Use Pull Down Menu

		Required		Field Office (Admin Office Code)														Use Pull Down Menu

		Required		Contract Number-Task Order (N#####-##-T-####-#####)

		Required		Project Title

				Contract Type (DB vs. DBB)														Use Pull Down Menu

				Project P-Number (MILCON)

				Work Request Number

		Required		Prime Contractor (Firm Name)

		Required		Prime Contractor (Mailing Address)

		Required		Award Date

		Required		Award Amount 

		Required		Contract Completion Date

				GOV TEAM MEMBERS		FIRST NAME (Required)		INITIAL		LAST NAME (Required)		E-MAIL (required)		PHONE (if available)		USER STATUS (use pull-down)

		Required		Construction Manager (CM) / Post Award COR

		Required		Engineering Tech (ET)

		Required		Design Manager (DM) / Designer Lead / Pre Award COR

		Required		Designer (In-House)

		Required		Designer (AE), SME, and/or contracted support (add rows, if necessary)

		Required		Contract Specialist (CS)

		Required		Contracting Officer (KO)

				Real Property Accountable Official (RPAO)

				Public Works Facility Management Specialist (PW FMS)

				Environmental Specialist (EV)

				Legal Counsel

				Customer Representative

				Operation Assistant (OA)/Management Assistant (MA) Admin

				Alternate CM

				Alternate ET

				Other Point of Contact (add rows, if necessary)

				KTR TEAM MEMBERS		FIRST NAME (Required)		INITIAL		LAST NAME (Required)		E-MAIL (required)		PHONE (if available)		USER STATUS (use pull-down)

		Required		Project Manager

		Required		QC Manager

		Required		Site Safety Health Officer (SSHO)

		Required		Superintendent 

		Required		Designer of Record (DOR2) for Design Build

				Principal

				Alternate QC Manager

				Alternate SSHO

				Other Point of Contact (add rows, if necessary)









mailto:ecms@uat.navfac.us

Account Request (Passive Users)

		To:        		ecms@uat.navfac.us 		(system administrator)  See:  http://34.201.30.119:8080/ords/f?p=100:2  (if available)

		From:  				

				We request the following changes be made in eCMS:

				DESCRIPTION		INFORMATION 

		Required		Component Name														Use Pull Down Menu

		Required		Field Office (Admin Office Code)														Use Pull Down Menu



				OTHERS (Select/Specify Role)		FIRST NAME (Required)		INITIAL		LAST NAME (Required)		E-MAIL (required)		PHONE (if available)		USER STATUS (use pull-down)

		Required





mailto:ecms@uat.navfac.us

Lists

		Component Name		Field Office (Admin Office Code)		Code		Description		USER STATUS (use pull-down)		Contract Type (DB vs. DBB)		OTHERS (Select/Specify Role)

		NAVFAC HQ 		E: AVIANO		EUAV		ROICC AVIANO		NEW USER		DB		PMEB Head (PMEB)/Supervisory General Engineer (SGE)

		NAVFAC LANT		E: AZORES		EUAZ		EURAFSWA AZORES ROICC		EXISTING USER		DBB		FEAD/ROICC Director

		NAVFAC PAC		E:  BAHRAIN		EUBA		PWD BAHRAIN		REPLACE (WITH NEW USER)				Design Manager Supervisor

		NCC		E: CAIRO		EUCA		ROICC CAIRO		REPLACE (WITH EXISTING USER)				Project Manager (PM)

		NAVFAC EXWC		E: CONENG		EUHC		FEC EURAFSWA		OTHER				Business Line Team Leader (BLTL)

		NAVFAC EURAFSWA		E: DJIBOUTI		EUDJ		PWD DJIBOUTI						Construction Product Line Coordinator (CI5)

		NAVFAC MIDLANT		E: ICELAND		EUHC		FEC EURAFSWA						Public Works Officer (PWO)

		NAVFAC NORTHWEST		E: IPT EURSWA		EUHC		FEC EURAFSWA						Deputy PWO

		NAVFAC SOUTHEAST		E: LA MADDALENA		EUHC		FEC EURAFSWA						Operations (OPS) Officer

		NAVFAC SOUTHWEST		E :LIVORNO		EUNI		ROICC NORTHERN ITALY						Deputy OPS

		NAVFAC WASHINGTON		E: LONDON		EUHC		FEC EURAFSWA						Report User

		NAVFAC FAR EAST		E: NAPLES		EUNA		PWD NAPLES						Other (Specify: ____________________________________________________ )

		NAVFAC HAWAII		E: ROTA		EURO		PWD ROTA

		NAVFAC MARIANAS		E: SIGONELLA		EUSG		PWD SIGONELLA

				E: SOUDA BAY		EUSO		PWD SOUDA BAY

				E: VICENZA		EUNI		ROICC NORTHERN ITALY

				FE: ATSUGI		FEAT		PWD ATSUGI

				FE: CAMP BUTLER		FECB		FEAD CAMP BUTLER

				FE: CHINHAE		FECH		PWD CHINHAE

				FE: DIEGO GARC		FEDG		PWD DIEGO GARCIA

				FE: FEAD OKINAW		FEOK		PWD OKINAWA

				FE: IPT FE		FEHC		FEC FAR EAST

				FE: IWAKUNI		FEIW		FEAD IWAKUNI

				FE: MISAWA		FEMW		PWD MISAWA

				FE: SASEBO		FESA		PWD SASEBO

				FE: SINGAPORE		FESI		PWD SINGAPORE

				FE: YOKOSUKA		FEYO		PWD YOKOSUKA

				H: AE ENV AQ		HAHC		FEC HAWAII

				H: CONST AQ		HAPH		PWD JBPHH

				H: FSC AQ		HAPH		PWD JBPHH

				H: HICKAM AQ		HAPH		PWD JBPHH

				H: MCBHAQ		HAHA		FEAD MCB HAWAII

				H: NORTH AQ		HAPH		PWD JBPHH

				H: OUTLYING AQ		HAPH		PWD JBPHH

				H: SOUTH AQ		HAPH		PWD JBPHH

				H: SVC AQ		HAPH		PWD JBPHH

				HQ: NEPO		LAHC		NAVFAC LANT

				L: CI/AM		LAHC		NAVFAC LANT

				L: CRANE CENTER		LAHC		NAVFAC LANT

				L: CSACOE		LAHC		NAVFAC LANT

				L: ENV ACQ		LAHC		NAVFAC LANT

				L: GCC/HQ SUPP		LAHC		NAVFAC LANT

				L: PW		LAHC		NAVFAC LANT

				MAR: 36 CONS A		MAAN		ROICC ANDERSEN

				MAR: 36 CONS B		MAAN		ROICC ANDERSEN

				MAR: ANDERSEN		MAAN		ROICC ANDERSEN

				MAR: BOS		MAGU		PWD GUAM

				MAR: FEAD CON		MAGU		PWD GUAM

				MAR: FEAD SUP		MAGU		PWD GUAM

				MAR: FINEGAYAN		MAFI		ROICC FINEGAYAN

				MAR: FSC AQ		MAHC		FEC MARIANAS

				MAR: IPT MCON		MAHC		FEC MARIANAS

				MAR: IPT SVCS		MAHC		FEC MARIANAS

				MAR: NAVHOSP		MAHC		FEC MARIANAS

				MAR: OICC MC		MAHC		FEC MARIANAS

				ML: ALBANY		MLAL		FEAD MCLB ALBANY

				ML: AQ-A		MLHC		FEC MIDLANT

				ML: AQ-C		MLHC		FEC MIDLANT

				ML: AC-E		MLHC		FEC MIDLANT

				ML: AQ-F		MLHC		FEC MIDLANT

				ML: BEAUFORT		MLBF		FEAD BEAUFORT

				ML: BRUNSWICK		MLHC		FEC MIDLANT

				ML: CAMPLEJEUNE		MLLE		ROICC MCB CAMP LEJEUNE

				ML: CHERRYPOINT		MLCP		FEAD CHERRY POINT

				ML: CRANE		MLCR		PWD CRANE

				ML: EARLE		MLEA		PWD EARLE

				ML: GREAT LAKES		MLGL		PWD GREAT LAKES

				ML: HQAES		MLHC		FEC MIDLANT

				ML: HQCONST		MLHC		FEC MIDLANT

				ML: HQFSC		MLHC		FEC MIDLANT

				ML: HQSUPPLY		MLHC		FEC MIDLANT

				ML: IPT HMPTN R		MLHC		FEC MIDLANT

				ML: IPT MC		MLHC		FEC MIDLANT

				ML: IPT NORTH		MLHC		FEC MIDLANT

				ML: LAKEHURST		MLEA		PWD EARLE

				ML: LCREEK		MLLC		PWD JEB LC/FS

				ML: MARFORRES		MLMA		MARFORRES FACILITY SUPPORT

				ML: MECHANICSB		MLPA		PWD PENNSYLVANIA

				ML: NEW LONDON		MLNL		PWD NEW LONDON

				ML: NEWPORT		MLNE		PWD NEWPORT

				ML: NEWPRT RCHB		MLNE		PWD NEWPORT

				ML: NLON ALL		MLNL		PWD NEW LONDON

				ML: NNSY		MLPO		PWD PORTSMOUTH

				ML: NORFOLK		MLNF		PWD NORFOLK

				ML: NORTH MAINE		MLMN		PWD MAINE

				ML: NSA HR		MLHR		PWD NSA HAMPTON RDS

				ML: NSA PHILLY		MLPA		PWD PENNSYLVANIA

				ML: OCEANA		MLOC		PWD OCEANA

				ML: PARRIS		MLPI		FEAD PARRIS ISLAND

				ML: PHILLY		MLPA		PWD PENNSYLVANIA

				ML: PORTS NH		MLMN		PWD MAINE

				ML: ROME		MLPA		PWD PENNSYLVANIA

				ML: WIL GROVE		MLPA		PWD PENNSYLVANIA

				ML: YORKTOWN		MLYT		PWD YORKTOWN

				NEXWC: ACQ		LAHC		NAVFAC LANT

				NEXWC: ACQ71		LAHC		NAVFAC LANT

				NEXWC: ACQ72		LAHC		NAVFAC LANT

				NEXWC: ACQ73		LAHC		NAVFAC LANT

				NW: EVERETT		NWEV		PWD EVERETT

				NW: NBK BANGOR		NWKI		PWD KITSAP

				NW NBK BREM		NWKI		PWD KITSAP

				NW: NBK SWFPAC		NWKI		PWD KITSAP

				NW: NON REG AQ		NWHC		FEC NORTHWEST

				NW: REG SPEC AQ		NWHC		FEC NORTHWEST

				NW: SUPPORT		NWHC		FEC NORTHWEST

				NW: WHIDBEY		NWWI		PWD WHIDBEY ISLAND

				P: AE AQ		PAHC		NAVFAC PAC

				P: CONST AQ		PAHC		NAVFAC PAC

				P: ENV AQ		PAHC		NAVFAC PAC

				P: FSC AQ		PAHC		NAVFAC PAC

				P: G-AE AQ		PAHC		NAVFAC PAC

				P: G-CON AQ		PAHC		NAVFAC PAC

				P: GCSC POS AQ		PAHC		NAVFAC PAC

				P: SP PROJ AQ		PAHC		NAVFAC PAC

				P: SUPPORT AQ		PAHC		NAVFAC PAC

				P: THAILAND		PATH		ROICC THAILAND

				SE: AQ-UT		SEHC		FEC SOUTHEAST

				SE: AQAEPPV		SEHC		FEC SOUTHEAST

				SE: AQCLAIMS		SEHC		FEC SOUTHEAST

				SE: AQENV		SEHC		FEC SOUTHEAST

				SE: BRKSDALE		SEBD		ROICC BARKSDALE AFB

				SE: CHARLESTON		SECT		ROICC CHARLESTON

				SE: COE		SEHC		FEC SOUTHEAST

				SE: CONTINGENCY		SEHC		FEC SOUTHEAST

				SE: CORPUS		SECC		PWD CORPUS CHRISTI

				SE: FSC-BOS		SEHC		FEC SOUTHEAST

				SE: FTWORTH		SEFW		PWD FORT WORTH

				SE: GULFPORT		SEGP		PWD GULFPORT

				SE: IPT(GC)		SEHC		FEC SOUTHEAST

				SE: IPT(SA)		SEHC		FEC SOUTHEAST

				SE: IPT(SC)		SEHC		FEC SOUTHEAST

				SE: JAX		SEJA		PWD JACKSONVILLE

				SE: KEESLER		SEGP		PWD GULFPORT

				SE: KEYWEST		SEKW		PWD KEY WEST

				SE: KINGSBAY		SEKB		PWD KINGS BAY

				SE:KINGSVILLE		SEKV		PWD KINGSVILLE

				SE: MAYPORT		SEMY		PWD MAYPORT

				SE: MERIDIAN		SEME		PWD MERIDIAN

				SE: MIDSOUTH		SEMS		PWD MID-SOUTH

				SE: NEWORLEANS		SENO		PWD NEW ORLEANS

				SE: NSGB		SEGT		PWD GUANTANAMO

				SE: ORLANDO		SEJA		PWD JACKSONVILLE

				SE: PENSACOLA		SEPN		PWD PENSACOLA

				SE: PNMACITY		SEPC		PWD PANAMA CITY

				SE: PRA		SEHC		FEC SOUTHEAST

				SE: SHAW		SECT		ROICC CHARLESTON

				SE: WHITING		SEWF		PWD WHITING FIELD

				SW: 29PALMS		SW29		FEAD MCAGCC 29 PALMS

				SW: A76		SWHC		FEC SOUTHWEST

				SW: AQ3SCC		SWHC		FEC SOUTHWEST

				SW: BARSTOW		SWBS		FEAD MCLB BARSTOW

				SW: BRAC		SWHC		FEC SOUTHWEST

				SW: BRIDGEPORT		SW29		FEAD MCAGCC 29 PALMS

				SW: CAMPEN		SWPE		FEAD MCAS CAMP PENDLETON

				SW: CENTRAL IPT		SWHC		FEC SOUTHWEST

				SW: CHINALAKE		SWCL		PWD CHINA LAKE

				SW: CICORE		SWHC		FEC SOUTHWEST

				SW: COASTAL IPT		SWHC		FEC SOUTHWEST

				SW: CORONADO		SWCO		PWD CORONADO

				SW: DESERT IPT		SWHC		FEC SOUTHWEST

				SW: ELCENTRO		SWEC		PWD EL CENTRO

				SW: ENVCORE		SWHC		FEC SOUTHWEST

				SW: FALLON		SWFA		PWD FALLON

				SW: LEMOORE		SWLM		PWD LEMOORE

				SW: MCAS CAMPEN		SWPE		FEAD MCAS CAMP PENDLETON

				SW: MRCD SD		SWMI		FEAD MCAS MIRAMAR

				SW: MIRAMAR		SWMI		FEAD MCAS MIRAMAR

				SW: MONTEREY		SWMO		PWD MONTEREY

				SW: PPV		SWHC		FEC SOUTHWEST

				SW: PRIV		SWHC		FEC SOUTHWEST

				SW: PTLOMA		SWPL		PWD POINT LOMA

				SW: PWCORE		SWHC		FEC SOUTHWEST

				SW: SANDIEGO		SWSD		PWD SAN DIEGO

				SW: SEAL BEACH		SWSB		PWD SEAL BEACH

				SW: SFRANCISCO		SWTR		ROICC TRAVIS AFB

				SW: TRAVIS		SWTR		ROICC TRAVIS AFB

				SW: UTILITIES		SWHC		FEC SOUTHWEST

				SW: VENTURA		SWVE		PWD VENTURA

				SW: WEST IPT		SWHC		FEC SOUTHWEST

				SW: YUMA		SWYU		FEAD MCAS YUMA

				W: ANDREWS		WAAD		ROICC ANDREWS AFB

				W: AQ10		WAHC		FEC WASHINGTON

				W: AQ20		WAHC		FEC WASHINGTON

				W: AQ30		WAHC		FEC WASHINGTON

				W: AQ40		WAHC		FEC WASHINGTON

				W: BET-BRAC		WAHC		FEC WASHINGTON

				W: BLUE IPT		WAHC		FEC WASHINGTON

				W: CH1A		WAHC		FEC WASHINGTON

				W: DAHLGREN		WASP		PWD SOUTH POTOMAC

				W: DIA		WAHC		FEC WASHINGTON

				W: GOLD IPT		WAHC		FEC WASHINGTON

				W: IND HD		WASP		PWD SOUTH POTOMAC

				W: JBAB		WAAB		PWD JBAB

				W: JBABCON		WAAB		PWD JBAB

				W: JBABFSC		WAAB		PWD JBAB

				W: NDW		WAWA		PWD WASHINGTON

				W: NDWCON		WAWA		PWD WASHINGTON

				W: NDWFSC		WAWA		PWD WASHINGTON

				W: PAX CON		WAPR		PWD PATUXENT RIVER

				W: PAX FSC		WAPR		PWD PATUXENT RIVER

				W: PAX RIVER		WAPR		PWD PATUXENT RIVER

				W: PWD BETHESDA		WABE		PWD BETHESDA

				W: PWD NPOTOMAC		WAHC		FEC WASHINGTON

				W: QUANTICO		WAQU		FEAD QUANTICO

				W: USNA		WAAP		PWD ANNAPOLIS

				OTHER, Specify






What are the steps to using eCMS

To:
From:

Required
Required
Required
Required

Required
Required
Required
Required
Required

Required
Required
Required
Required
Required
Required
Required

Required
Required
Required
Required
Required

We request the following ch|

DESCRIPTION

Component Name

Field Office (Admin Office C

Contract Number-Task Orde|

Project Title

Contract Type (DB vs. DBB)

Project P-Number (MILCON)f

Work Request Number

Prime Contractor (Firm Nam

Prime Contractor (Mailing A

Award Date

Award Amount

Contract Completion Date

GOV TEAM MEMBERS

Construction Manager (CM)

Engineering Tech (ET)

Design Manager (DM) / Desidd
Designer (In-House)

Designer (AE), SME, and/or ¢

Contract Specialist (CS)

Contracting Officer (KO)

Real Property Accountable g

Public Works Facility Managg

Environmental Specialist (EV|

Legal Counsel

Customer Representative

Operation Assistant (OA)/MJ

Alternate CM

Alternate ET

Other Point of Contact (add

KTR TEAM MEMBERS

Project Manager

QC Manager

Site Safety Health Officer (S

Superintendent

Designer of Record (DOR2) f|

Principal

Alternate QC Manager

Required
Required
Required
Required
Required
Required
Required

GOV TEAM MEMBERS

FIR

Construction Manager (CM) / Post Award COR

Engineering Tech (ET)

Design Manager (DM) / Designer Lead / Pre Award COR

Designer (In-House)

Designer (AE), SME, and/or contracted support (add rows, if necess

ary)

Contract Specialist (CS)

Contracting Officer (KO)

Real Property Accountable Official (RPAQ)

Public Works Facility Management Specialist (PW FMS)

Environmental Specialist (EV)

Legal Counsel

Customer Representative

Operation Assistant (OA)/Management Assistant (MA) Admin

Alternate CM

Alternate ET

Other Point of Contact (add rows, if necessary)

Alternate SSHO

Other Point of Contact (add rows, if necessary)
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Project Request (COR use only)

		To:        		ecms@uat.navfac.us 		(system administrator)  See:  http://34.201.30.119:8080/ords/f?p=100:2  (if available)

		From:  																Only the COR may request a project account and users to be added.

				We request the following changes be made in eCMS:

				DESCRIPTION		INFORMATION 

		Required		Component Name														Use Pull Down Menu

		Required		Field Office (Admin Office Code)														Use Pull Down Menu

		Required		Contract Number-Task Order (N#####-##-T-####-#####)

		Required		Project Title

				Contract Type (DB vs. DBB)														Use Pull Down Menu

				Project P-Number (MILCON)

				Work Request Number

		Required		Prime Contractor (Firm Name)

		Required		Prime Contractor (Mailing Address)

		Required		Award Date

		Required		Award Amount 

		Required		Contract Completion Date

				GOV TEAM MEMBERS		FIRST NAME (Required)		INITIAL		LAST NAME (Required)		E-MAIL (required)		PHONE (if available)		USER STATUS (use pull-down)

		Required		Construction Manager (CM) / Post Award COR

		Required		Engineering Tech (ET)

		Required		Design Manager (DM) / Designer Lead / Pre Award COR

		Required		Designer (In-House)

		Required		Designer (AE), SME, and/or contracted support (add rows, if necessary)

		Required		Contract Specialist (CS)

		Required		Contracting Officer (KO)

				Real Property Accountable Official (RPAO)

				Public Works Facility Management Specialist (PW FMS)

				Environmental Specialist (EV)

				Legal Counsel

				Customer Representative

				Operation Assistant (OA)/Management Assistant (MA) Admin

				Alternate CM

				Alternate ET

				Other Point of Contact (add rows, if necessary)

				KTR TEAM MEMBERS		FIRST NAME (Required)		INITIAL		LAST NAME (Required)		E-MAIL (required)		PHONE (if available)		USER STATUS (use pull-down)

		Required		Project Manager

		Required		QC Manager

		Required		Site Safety Health Officer (SSHO)

		Required		Superintendent 

		Required		Designer of Record (DOR2) for Design Build

				Principal

				Alternate QC Manager

				Alternate SSHO

				Other Point of Contact (add rows, if necessary)









mailto:ecms@uat.navfac.us

Account Request (Passive Users)

		To:        		ecms@uat.navfac.us 		(system administrator)  See:  http://34.201.30.119:8080/ords/f?p=100:2  (if available)

		From:  				

				We request the following changes be made in eCMS:

				DESCRIPTION		INFORMATION 

		Required		Component Name														Use Pull Down Menu

		Required		Field Office (Admin Office Code)														Use Pull Down Menu



				OTHERS (Select/Specify Role)		FIRST NAME (Required)		INITIAL		LAST NAME (Required)		E-MAIL (required)		PHONE (if available)		USER STATUS (use pull-down)

		Required





mailto:ecms@uat.navfac.us

Lists

		Component Name		Field Office (Admin Office Code)		Code		Description		USER STATUS (use pull-down)		Contract Type (DB vs. DBB)		OTHERS (Select/Specify Role)

		NAVFAC HQ 		E: AVIANO		EUAV		ROICC AVIANO		NEW USER		DB		PMEB Head (PMEB)/Supervisory General Engineer (SGE)

		NAVFAC LANT		E: AZORES		EUAZ		EURAFSWA AZORES ROICC		EXISTING USER		DBB		FEAD/ROICC Director

		NAVFAC PAC		E:  BAHRAIN		EUBA		PWD BAHRAIN		REPLACE (WITH NEW USER)				Design Manager Supervisor

		NCC		E: CAIRO		EUCA		ROICC CAIRO		REPLACE (WITH EXISTING USER)				Project Manager (PM)

		NAVFAC EXWC		E: CONENG		EUHC		FEC EURAFSWA		OTHER				Business Line Team Leader (BLTL)

		NAVFAC EURAFSWA		E: DJIBOUTI		EUDJ		PWD DJIBOUTI						Construction Product Line Coordinator (CI5)

		NAVFAC MIDLANT		E: ICELAND		EUHC		FEC EURAFSWA						Public Works Officer (PWO)

		NAVFAC NORTHWEST		E: IPT EURSWA		EUHC		FEC EURAFSWA						Deputy PWO

		NAVFAC SOUTHEAST		E: LA MADDALENA		EUHC		FEC EURAFSWA						Operations (OPS) Officer

		NAVFAC SOUTHWEST		E :LIVORNO		EUNI		ROICC NORTHERN ITALY						Deputy OPS

		NAVFAC WASHINGTON		E: LONDON		EUHC		FEC EURAFSWA						Report User

		NAVFAC FAR EAST		E: NAPLES		EUNA		PWD NAPLES						Other (Specify: ____________________________________________________ )

		NAVFAC HAWAII		E: ROTA		EURO		PWD ROTA

		NAVFAC MARIANAS		E: SIGONELLA		EUSG		PWD SIGONELLA

				E: SOUDA BAY		EUSO		PWD SOUDA BAY

				E: VICENZA		EUNI		ROICC NORTHERN ITALY

				FE: ATSUGI		FEAT		PWD ATSUGI

				FE: CAMP BUTLER		FECB		FEAD CAMP BUTLER

				FE: CHINHAE		FECH		PWD CHINHAE

				FE: DIEGO GARC		FEDG		PWD DIEGO GARCIA

				FE: FEAD OKINAW		FEOK		PWD OKINAWA

				FE: IPT FE		FEHC		FEC FAR EAST

				FE: IWAKUNI		FEIW		FEAD IWAKUNI

				FE: MISAWA		FEMW		PWD MISAWA

				FE: SASEBO		FESA		PWD SASEBO

				FE: SINGAPORE		FESI		PWD SINGAPORE

				FE: YOKOSUKA		FEYO		PWD YOKOSUKA

				H: AE ENV AQ		HAHC		FEC HAWAII

				H: CONST AQ		HAPH		PWD JBPHH

				H: FSC AQ		HAPH		PWD JBPHH

				H: HICKAM AQ		HAPH		PWD JBPHH

				H: MCBHAQ		HAHA		FEAD MCB HAWAII

				H: NORTH AQ		HAPH		PWD JBPHH

				H: OUTLYING AQ		HAPH		PWD JBPHH

				H: SOUTH AQ		HAPH		PWD JBPHH

				H: SVC AQ		HAPH		PWD JBPHH

				HQ: NEPO		LAHC		NAVFAC LANT

				L: CI/AM		LAHC		NAVFAC LANT

				L: CRANE CENTER		LAHC		NAVFAC LANT

				L: CSACOE		LAHC		NAVFAC LANT

				L: ENV ACQ		LAHC		NAVFAC LANT

				L: GCC/HQ SUPP		LAHC		NAVFAC LANT

				L: PW		LAHC		NAVFAC LANT

				MAR: 36 CONS A		MAAN		ROICC ANDERSEN

				MAR: 36 CONS B		MAAN		ROICC ANDERSEN

				MAR: ANDERSEN		MAAN		ROICC ANDERSEN

				MAR: BOS		MAGU		PWD GUAM

				MAR: FEAD CON		MAGU		PWD GUAM

				MAR: FEAD SUP		MAGU		PWD GUAM

				MAR: FINEGAYAN		MAFI		ROICC FINEGAYAN

				MAR: FSC AQ		MAHC		FEC MARIANAS

				MAR: IPT MCON		MAHC		FEC MARIANAS

				MAR: IPT SVCS		MAHC		FEC MARIANAS

				MAR: NAVHOSP		MAHC		FEC MARIANAS

				MAR: OICC MC		MAHC		FEC MARIANAS

				ML: ALBANY		MLAL		FEAD MCLB ALBANY

				ML: AQ-A		MLHC		FEC MIDLANT

				ML: AQ-C		MLHC		FEC MIDLANT

				ML: AC-E		MLHC		FEC MIDLANT

				ML: AQ-F		MLHC		FEC MIDLANT

				ML: BEAUFORT		MLBF		FEAD BEAUFORT

				ML: BRUNSWICK		MLHC		FEC MIDLANT

				ML: CAMPLEJEUNE		MLLE		ROICC MCB CAMP LEJEUNE

				ML: CHERRYPOINT		MLCP		FEAD CHERRY POINT

				ML: CRANE		MLCR		PWD CRANE

				ML: EARLE		MLEA		PWD EARLE

				ML: GREAT LAKES		MLGL		PWD GREAT LAKES

				ML: HQAES		MLHC		FEC MIDLANT

				ML: HQCONST		MLHC		FEC MIDLANT

				ML: HQFSC		MLHC		FEC MIDLANT

				ML: HQSUPPLY		MLHC		FEC MIDLANT

				ML: IPT HMPTN R		MLHC		FEC MIDLANT

				ML: IPT MC		MLHC		FEC MIDLANT

				ML: IPT NORTH		MLHC		FEC MIDLANT

				ML: LAKEHURST		MLEA		PWD EARLE

				ML: LCREEK		MLLC		PWD JEB LC/FS

				ML: MARFORRES		MLMA		MARFORRES FACILITY SUPPORT

				ML: MECHANICSB		MLPA		PWD PENNSYLVANIA

				ML: NEW LONDON		MLNL		PWD NEW LONDON

				ML: NEWPORT		MLNE		PWD NEWPORT

				ML: NEWPRT RCHB		MLNE		PWD NEWPORT

				ML: NLON ALL		MLNL		PWD NEW LONDON

				ML: NNSY		MLPO		PWD PORTSMOUTH

				ML: NORFOLK		MLNF		PWD NORFOLK

				ML: NORTH MAINE		MLMN		PWD MAINE

				ML: NSA HR		MLHR		PWD NSA HAMPTON RDS

				ML: NSA PHILLY		MLPA		PWD PENNSYLVANIA

				ML: OCEANA		MLOC		PWD OCEANA

				ML: PARRIS		MLPI		FEAD PARRIS ISLAND

				ML: PHILLY		MLPA		PWD PENNSYLVANIA

				ML: PORTS NH		MLMN		PWD MAINE

				ML: ROME		MLPA		PWD PENNSYLVANIA

				ML: WIL GROVE		MLPA		PWD PENNSYLVANIA

				ML: YORKTOWN		MLYT		PWD YORKTOWN

				NEXWC: ACQ		LAHC		NAVFAC LANT

				NEXWC: ACQ71		LAHC		NAVFAC LANT

				NEXWC: ACQ72		LAHC		NAVFAC LANT

				NEXWC: ACQ73		LAHC		NAVFAC LANT

				NW: EVERETT		NWEV		PWD EVERETT

				NW: NBK BANGOR		NWKI		PWD KITSAP

				NW NBK BREM		NWKI		PWD KITSAP

				NW: NBK SWFPAC		NWKI		PWD KITSAP

				NW: NON REG AQ		NWHC		FEC NORTHWEST

				NW: REG SPEC AQ		NWHC		FEC NORTHWEST

				NW: SUPPORT		NWHC		FEC NORTHWEST

				NW: WHIDBEY		NWWI		PWD WHIDBEY ISLAND

				P: AE AQ		PAHC		NAVFAC PAC

				P: CONST AQ		PAHC		NAVFAC PAC

				P: ENV AQ		PAHC		NAVFAC PAC

				P: FSC AQ		PAHC		NAVFAC PAC

				P: G-AE AQ		PAHC		NAVFAC PAC

				P: G-CON AQ		PAHC		NAVFAC PAC

				P: GCSC POS AQ		PAHC		NAVFAC PAC

				P: SP PROJ AQ		PAHC		NAVFAC PAC

				P: SUPPORT AQ		PAHC		NAVFAC PAC

				P: THAILAND		PATH		ROICC THAILAND

				SE: AQ-UT		SEHC		FEC SOUTHEAST

				SE: AQAEPPV		SEHC		FEC SOUTHEAST

				SE: AQCLAIMS		SEHC		FEC SOUTHEAST

				SE: AQENV		SEHC		FEC SOUTHEAST

				SE: BRKSDALE		SEBD		ROICC BARKSDALE AFB

				SE: CHARLESTON		SECT		ROICC CHARLESTON

				SE: COE		SEHC		FEC SOUTHEAST

				SE: CONTINGENCY		SEHC		FEC SOUTHEAST

				SE: CORPUS		SECC		PWD CORPUS CHRISTI

				SE: FSC-BOS		SEHC		FEC SOUTHEAST

				SE: FTWORTH		SEFW		PWD FORT WORTH

				SE: GULFPORT		SEGP		PWD GULFPORT

				SE: IPT(GC)		SEHC		FEC SOUTHEAST

				SE: IPT(SA)		SEHC		FEC SOUTHEAST

				SE: IPT(SC)		SEHC		FEC SOUTHEAST

				SE: JAX		SEJA		PWD JACKSONVILLE

				SE: KEESLER		SEGP		PWD GULFPORT

				SE: KEYWEST		SEKW		PWD KEY WEST

				SE: KINGSBAY		SEKB		PWD KINGS BAY

				SE:KINGSVILLE		SEKV		PWD KINGSVILLE

				SE: MAYPORT		SEMY		PWD MAYPORT

				SE: MERIDIAN		SEME		PWD MERIDIAN

				SE: MIDSOUTH		SEMS		PWD MID-SOUTH

				SE: NEWORLEANS		SENO		PWD NEW ORLEANS

				SE: NSGB		SEGT		PWD GUANTANAMO

				SE: ORLANDO		SEJA		PWD JACKSONVILLE

				SE: PENSACOLA		SEPN		PWD PENSACOLA

				SE: PNMACITY		SEPC		PWD PANAMA CITY

				SE: PRA		SEHC		FEC SOUTHEAST

				SE: SHAW		SECT		ROICC CHARLESTON

				SE: WHITING		SEWF		PWD WHITING FIELD

				SW: 29PALMS		SW29		FEAD MCAGCC 29 PALMS

				SW: A76		SWHC		FEC SOUTHWEST

				SW: AQ3SCC		SWHC		FEC SOUTHWEST

				SW: BARSTOW		SWBS		FEAD MCLB BARSTOW

				SW: BRAC		SWHC		FEC SOUTHWEST

				SW: BRIDGEPORT		SW29		FEAD MCAGCC 29 PALMS

				SW: CAMPEN		SWPE		FEAD MCAS CAMP PENDLETON

				SW: CENTRAL IPT		SWHC		FEC SOUTHWEST

				SW: CHINALAKE		SWCL		PWD CHINA LAKE

				SW: CICORE		SWHC		FEC SOUTHWEST

				SW: COASTAL IPT		SWHC		FEC SOUTHWEST

				SW: CORONADO		SWCO		PWD CORONADO

				SW: DESERT IPT		SWHC		FEC SOUTHWEST

				SW: ELCENTRO		SWEC		PWD EL CENTRO

				SW: ENVCORE		SWHC		FEC SOUTHWEST

				SW: FALLON		SWFA		PWD FALLON

				SW: LEMOORE		SWLM		PWD LEMOORE

				SW: MCAS CAMPEN		SWPE		FEAD MCAS CAMP PENDLETON

				SW: MRCD SD		SWMI		FEAD MCAS MIRAMAR

				SW: MIRAMAR		SWMI		FEAD MCAS MIRAMAR

				SW: MONTEREY		SWMO		PWD MONTEREY

				SW: PPV		SWHC		FEC SOUTHWEST

				SW: PRIV		SWHC		FEC SOUTHWEST

				SW: PTLOMA		SWPL		PWD POINT LOMA

				SW: PWCORE		SWHC		FEC SOUTHWEST

				SW: SANDIEGO		SWSD		PWD SAN DIEGO

				SW: SEAL BEACH		SWSB		PWD SEAL BEACH

				SW: SFRANCISCO		SWTR		ROICC TRAVIS AFB

				SW: TRAVIS		SWTR		ROICC TRAVIS AFB

				SW: UTILITIES		SWHC		FEC SOUTHWEST

				SW: VENTURA		SWVE		PWD VENTURA

				SW: WEST IPT		SWHC		FEC SOUTHWEST

				SW: YUMA		SWYU		FEAD MCAS YUMA

				W: ANDREWS		WAAD		ROICC ANDREWS AFB

				W: AQ10		WAHC		FEC WASHINGTON

				W: AQ20		WAHC		FEC WASHINGTON

				W: AQ30		WAHC		FEC WASHINGTON

				W: AQ40		WAHC		FEC WASHINGTON

				W: BET-BRAC		WAHC		FEC WASHINGTON

				W: BLUE IPT		WAHC		FEC WASHINGTON

				W: CH1A		WAHC		FEC WASHINGTON

				W: DAHLGREN		WASP		PWD SOUTH POTOMAC

				W: DIA		WAHC		FEC WASHINGTON

				W: GOLD IPT		WAHC		FEC WASHINGTON

				W: IND HD		WASP		PWD SOUTH POTOMAC

				W: JBAB		WAAB		PWD JBAB

				W: JBABCON		WAAB		PWD JBAB

				W: JBABFSC		WAAB		PWD JBAB

				W: NDW		WAWA		PWD WASHINGTON

				W: NDWCON		WAWA		PWD WASHINGTON

				W: NDWFSC		WAWA		PWD WASHINGTON

				W: PAX CON		WAPR		PWD PATUXENT RIVER

				W: PAX FSC		WAPR		PWD PATUXENT RIVER

				W: PAX RIVER		WAPR		PWD PATUXENT RIVER

				W: PWD BETHESDA		WABE		PWD BETHESDA

				W: PWD NPOTOMAC		WAHC		FEC WASHINGTON

				W: QUANTICO		WAQU		FEAD QUANTICO

				W: USNA		WAAP		PWD ANNAPOLIS

				OTHER, Specify
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1 Getting Started

1.1 Purpose and Background

NAVFAC is developing an Electronic Construction and Facility Support Contract Management
System (eCMS). This effort will streamline complex processes; use best practices and techniques to
manage costs, schedules, execution efficiency; and deliver services that fully meet the Command’s
readiness requirements. This manual serves as a reference for NAVFAC Users.

eCMS will offer:

e Alocalized platform to submit, review, and respond to Requests for Information (RFIs)
and Submittals for NAVFAC Construction and NAVFAC Facilities Support Contracts
(FSC)

e An easy system to track project management and team members
e A place to store documents and files related to an RFI or Submittal
e Alist of Action Items and a Calendar to help team members stay organized

e A system to capture the communications, decisions, and information related to the
lifecycle of a project

eCMS will be used by both NAVFAC personnel and contractors.

1.1.1 UFGS Section 01 31 23.13 20

UFGS Section 01 31 23.13 20 “Electronic Construction and Facility Support Contract Management
System” covers the requirements for the Navy use of NAVFAC's web-based eCMS. It establishes
that “eCMS is the designated means of transferring technical documents between the Contractor and
the Government.” Further, “the Contractor will be provided access to eCMS,” and “Project roles and
system roles will be established to control each user's menu, application, and software privileges...”
Refer to Section 01 31 23.13 20 for further requirements regarding the use on eCMS.

1.2 Users

1.2.1 Active and Passive Users

Different users will have different permissions and responsibilities within the eCMS System. NAVFAC
Users and Contractors will have different screens. NAVFAC will have active users and passive users.
Active Users are actively working on the project. Passive Users will have read- only access.
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1.2.2 Contractor (KTR) Active Roles

KTR personnel will be Active Users within eCMS. All correspondence to the Government (GOV) will
be through (initiated by) the KTR and only KTR personnel will have access to the platform.
Subcontractors and vendors will have to submit items to the KTR for issuance to the GOV. No KTR
passive roles are currently anticipated.

To access and work within the program, KTR active users must be assigned a ‘project role’ that will
establish the permissions and responsibilities within the system. The five primary project roles are:

e Project Manager

e QC Manager

e Site Safety Health Officer (SSHO)

e Superintendent

e Designer of Record (DOR2) for Design Build

Multiple personnel can be assigned to a project role. While it is anticipated that the KTR Project
Manager will be the primary conduit for submitting project documentation to the GOV, initially all KTR
project roles will have similar permissions and responsibilities and will have the capacity to submit
items and view status.

1.2.3 Logging In

UFGS Section 01 31 23.13 20 requires the KTR to provide a list of personnel requiring access to
eCMS within “20 calendar days of contract award.” Provide the list to the GOV Contracting Officer’s
Representative (COR) or Construction Manager (CM). The minimum information required is First
Name, Last Name, E-Mail Address, Project Role (as defined above), and Phone Number (if
available). Any personnel additions, deletions, or changes throughout the project will require a
resubmission of the list for GOV approval. A System Administrator will provide the KTR with a URL,
User Name, and Temporary Password for initial access to eCMS.

When visiting the URL that has been provided to access eCMS, a login screen will appear.

eCMS Processes and Procedures - Contractor User Getting Started o 3
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CM:.C

CONSTRUCTION SOFTWARE.EVOLVED

prod Sign In

Password

Sign In

Having trouble logging in?

Type your User Name and Password in the blank fields and click the yellow [Sign In] button. This will
open the home screen of the system.

Project Management @
MY ACTIONS

Project: UAT Testing (UATTEST) UAT Testing

» Communication Management

GROUP BY TYPE

b Site Management ® Overdue (7}

» Document Management B Today (0)

Ho Actions
» File Maintenance

£ Tomorrow (0)
Action Item Dashboard No Actions
® This Week (1)

@® Following Week (1)

@ Next 30 Days {0}

1.2.3.1 Changing Password

Upon first login, please change your password immediately. To do this, please refer to Section 1.2.3.2
System Contact Info.

If you have forgotten your password, click the “Having trouble logging in?” link on the login screen.
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CM.C

CONSTRUCTION SOFTWARE.EVOLVED

=

prod Sign In

Password

Sign In.

o Having trouble logging in?

Then, enter your e-mail address in the textbox, and click the [Reset Password] button.

C I u I ; C
CONSTRUCTION SOFTWARE.EVOLVED
Forget your password?

Enter your email address below and we'll send you
instructions on how to reset your password.

Email Address

You will receive an e-mail from accounts@cmic.ca with the link to change your password. Click on
the link, enter your User ID and new password and click on [Change Password] button.
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CM.C

CONSTRUCTION SOFTWARE.EVOLVE

Change your password

User ID

New Password

Confirm New Password

Change Password

o

The DOD password standards are as follows:

Must be at least 14 characters in length.
Must contain at least:

0 Two uppercase letters [A-Z]

0 Two lowercase letters [a-z]

o Two digits [0-9]

0 Two special characters [e.g.: |@#$&*]
A new password should differ from the changed password by at least 4 characters.
A password cannot contain your network account name, username or display name.
A password cannot be changed to any of the most recent 24 passwords.
Must be changed no less frequently than every 60 days.

Cannot be changed more frequently than once per day.

1.2.3.2 System Contact Info

Each user will have an individual profile created prior to their first login to eCMS. To change your
password, go to the Navigation Pane on the left column of the screen and open the Communication
Management folder (If you do not see this folder, please refer to Section 1.3.1 Navigation Pane). Click
Project Contact Directory.

6 e Getting Started
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Project: UAT Testing (UATTEST)
4 Communication Management
RFls
Submittals
Transmittals
Communications
Issues_Internal Routing
Project Calendar
My Actions
Distribution Lists
Meeting Minutes

Project Partner Directory

Project Contact Directory

Submittal Packages

This will open a screen with contact information for everyone on the project team. Scroll to your name
and click on the name under the Contact Name column. If any changes need to be made to your User
Profile, contact to COR or CM of the project, and they will be able to make the necessary changes.

: Project Contact Directory Filtered View

Search... [ Export_ To CSV_R12
Dra olumn header and drop it here to group by that column

< | Contact Code i Contact Name i Contact Title i | Email : Phone

< DA Database Administrator = G

<

£ | u u

< | QDo QA Documentation

< |'mm u

€ 1Z5 I Zachary Shnier I I 1

< > i
Show All 1 - 35 of 35 items
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This will open your User Profile for the project. At the bottom of your record is a User ID field. Click
the pencil icon (?‘) next to this field to change your password.

CONTACT INFORMATION

Work Phone Preferred Contact Method MAIL
Home Phone 2nd E-mail
Mobile Pager
Main Fax Web Page
2nd Fax Other Info

Use Alternate O

Fax Method Fax Prefix Fax Suffix

| # UseriD ZSHNIER |

A pop-up box will open with the option to change the password. Click on the pencil icon next to the
Password field. Change and confirm your new password and click the [Save] button.

If you need to update any other part of your User Profile, you will need to contact the COR or
Construction Manager (CM) of the project and request the changes. Once all updates have been
made, click [Save].

1.2.3.3 E-mail Notifications

eCMS allows users to set their notification preferences to receive e-mails when information or
changes are added to the system. To do this, start from your User Profile screen in the Project
Contact Directory. To edit e-mail notification settings, select the E-mail Notifications tab.

User Profile E-mail Notifications

To: Cc All
Object Description

New Mod Note Att New Mod Note Att New Mod Note Att
Communication O O ] ] ] O O ] O
Daily Report O
Field Work Directives [m] O O O O O O O O O O O
Issue | O O | | O ] O O O O O
Meeting O O O O O O [m] O O O [m] O
Notice O O O O O O O O O O O O
Punch List O O O O O O O O O O o O
Punch List ltem O O | | O ] O O O O O
Request For Information O Oans O O [m} O Oans O ] O O Oans O ] O

O O O
Submitial O O O O ] O O ] O
Actions Actions Actions

Transmittal O O O

On this screen, you will see three columns at the top for To, CC, and All. These represent your role in
one of the fields listed under the Object Description column, such as Communications, Daily Reports,
or Requests for Information. Under each column, there are boxes next to each object description
field. For example, under the “To” column, if you check the box under New for Notice, you will receive
an e-mail notification whenever a Notice is created where you are listed as the recipient in the “To”
column. You also have the option of receiving natifications for changes to fields listed under the
object descriptions where you are in the CC distribution or for All changes.
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If you want to always receive an e-mail notification when a Punchlist is sent to you in eCMS, check
the box in the column labeled New under the To heading. You would check the ‘Mod’ box to receive
an e-mail every time a modification is made to Punchlists submitted to you. You would check the
‘Note’ box to get an e-mail every time a note is added to a Punchlist in that project, and the ‘Att’ box
to receive e-mails when attachments are added to Punchlists. After you have selected your
preferences, click the [Save] button in the top, right corner of the screen.

To:
Object Description
New Mod Note Att

Communication O [l O
Daily Report [

Field Work Directives - [ (] O
Issue 0 1] | O
Meeting - [ (] O
Motice [l ] [l O
Punch List S

Punch List Item [l | ] O

Request For Information [ ans (=] &) O
Submittal [l [l O
Transmittal O

E-mail notifications must be set for each new project. If you are getting too many natifications, this is
also the screen to turn them off.
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1.3 System Features

1.3.1 Navigation Pane

Project: UAT Testing (UATTEST)

b Communication Management
b Site Management
b Document Management

Action Item Dashboard

The Navigation Pane or Treeview is found on the far left of the screen. The folder structure may vary
from project to project.

Click on the gray arrow next to each folder to see the pages for each grouping.

To change project views, click on the name of the project at the top of the menu. This will open a

drop-down menu with the last 10 projects viewed by the user. Click the Search icon ( Q) next to this
list to open a pop-up of all projects the user is assigned to.

This will open a pop-up screen with a list of available projects to view.

UAT Testing Q b El https:/fecms.navfac.navy.mil/cmicpred/SdMenu/ShowProjectList do?functionToCall=submit... — O x>

A Not secure kttps://ecms.navfac.navy.mil/cmicprod/SdMenu/ShowProjectList.do...
Project: UAT Testing (UATTEST) | ! vy proc/-cveny/ )

Vil % 0 0se
» Communication Management
. Prev Se 1-50of 3005 e
p Site Management
[ show Closed Frojects
b Document Management N
Company Code | Project Code | Project Name Address Customer Name
Action Item Dashboard N33
P230 Combined Camp Lemonnier HQ 3:5:ITN§I'TT?EECAM
NAV 28199149 and CJTF-HOA Joint Operations P LEK’IONNIIIER
Center (JOC) Facility
! DJIBOUTI
UIC:NG8469
UNIT_TITLE:NAV
. MRL-210 Remove/Replace Halon AL SUPPORT
LEY S22 Systems ACTIVITY WASH
DISTRICT OF
COLUMEBIA
Construction Action for Firing Bay
y UIC:N4TE09
renovation. 8(a) GENERAL
NAV 3855911 UNIT_TITLE:NAW
E:[%r;STRUCTION It MACCGROUP S CHINA LAKE .

1.3.2 Required Fields

In each form, there will be fields that are required and fields that offer added information. If the user
leaves a required field blank, the user will not be able to submit the form.

Users can find required fields by looking for the asterisk in the corner next to the label. In the example
below, Type, For, and Action Code are required fields. Status is not required.
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ADD ACTION ITEM

Check Spelling Save Save & New Cancel

Type® @ shared O Private O Public

For * TESTKTRPM TESTKTRPM

Action
Code* Q Status Q

1.4 Technical Support and Feedback

If you have questions, concerns, or suggestions to provide, there are two ways to contact the eCMS
User Support Team. The first is to navigate to the Forums project to submit an Issue.

Once logged in, select the current Project at the top of the file tree.

Project: Forums (FORUMS)

Issues

4 Documents

FAQs

LANT - EURAFSWA Forms

This will open a drop-down list of the last ten projects the user has viewed. To view all of the projects
the user is assigned to, select the arrow next to the Search bar at the top of the Navigation Pane.
Select Forums.

The second way to reach the Support team is to email ecmssupport@caci.com.

1.4.1 Download Training Manuals

After opening the Forums project, use the Navigation Pane to select Documents, and then Training
Manuals.

eCMS Processes and Procedures - Contractor User Getting Started o 11
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Project: Forums (FORUMS)

Issues

4 Documents
FAQs
LANT - EURAFSWA Forms
LANT - MIDLANT Forms
LANT - Northwest Forms
LANT - Southeast Forms
LANT - Southwest Forms
LANT - Washington Forms
LANT Forms
PAC - Far East Forms
PAC - Hawaii Forms
PAC - Marianas Forms

PAC Forms

Training Manuals

This will open a list of training documents available. Training documents available will include
PowerPoint training lessons created to initiate new users, PDF Training Manuals for Contractors and
NAVFAC employees, and an assortment of videos on specific lessons within the system. Select a file
to view by clicking on the number next to it.

From the Navigation Pane, you can also select the FAQs for cheat sheets on how to resolve
Frequently Asked Questions or select the Forms for your region to find frequently used forms.

1.4.2 Submit an Issue for Help or Feedback

If you are having technical difficulty or would like to offer feedback on either the system or the training
manuals, use the Issues application in the Forums project.

12 e Getting Started eCMS Processes and Procedures - Contractor User
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Project: Forums (FORUMS)

Issues

4 Documents

FAQs

From the Issues screen, select [Add Issue] from the top, right of the screen.

The Issue Detail screen will open. The From field will already be completed. In the To field, select
Database Administrator.

To: | Database Administrator Q

Type a Subject, such as “Feedback: Change to Training Manual.” If your issue is time-sensitive,
select a Due Date to set the deadline; otherwise leave it as is. Select the Severity level of the issue
from the drop-down. Next, select the Type of issue, such as Documentation Issue, Question, or
Feedback.

Subject | Feedback: Change to Training Manual Date | 2020-06-26 F2 Customer Issue
Type | Feedback Severity  Low b Due Date | 2020-07-03 B2 Activity Q
Status | New v

Internal Issue

In the Description section, explain the issue to the team.

Issues will be reviewed in the order in which they are received. NAVFAC strives to respond to all
Issues within two working days of receipt.

1.4.3 Connectivity Issues and Clearing the Cache

The system was upgraded on Dec 8, 2018 and it is recommended that users clear their browser’s
history and cache to clear out the old system data from the browser. Over the period, the internet
browser holds onto information which can cause issues with logging in and affects the page load
time. Hence it is recommended that users clear the browser history, cache, and cookies on a regular
basis.

Google Chrome

e Click on the Three-Dot menu at the upper right corner.

* 0 9@«‘
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e Hover over “More Tools”.
e Select “Clear browsing data”.
e Click on the “Basic” Tab.

e Select all options (Browsing History, Cookies and other site data, and Cached images
and files).

e Set the “Time range” to All Time.

e Click on “Clear data”.

Firefox

e Click on the Hamburger menu at the upper right corner.

A ) ﬁj@ﬂ

e Click on “Options”.

e On the left-hand side, select “Privacy & Security”.

e Scroll to the History section and click “clear your recent history”.
e Select all selection in History section.

e Setthe “Time range to clear” to Everything.

e Click on “Clear Now".

Internet Explorer

e Click on the Tools menu at the upper right corner.

O

e Select “Internet options”.
e Under the Browsing History section, click the “Delete” button.
e Select all options.

e Click “Delete” and click “OK”.

1.5 Frequently Asked Questions

How do | download the PDF attachment on my local drive?

e To download files from eCMS, please refer to Section 5.4.2 Downloading Attachments.
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Who should | contact if | have any questions about the system?

e Please e-mail eCMS Support at ecmssupport@caci.com.

How do | request access to the system?

e Only the GOV Contracting Officer's Representative (COR) or Construction Manager (CM)
can request access to the system for everyone in the project. The Project Access
Request Form can be found on the internal NAVFAC Portal.

Is there a knowledge library on commonly asked question or issues?

e Users can find commonly asked questions and find solutions to common issue in the
Issues section of the Forums Project.

Where can | find training guides and documents?

e Users can find FAQs, User Guides, Cheat Sheets, and Live training video at following
location of the Forums project.

o0 FAQs: Forums — Documents — FAQs

0 Training Documents: Forums — Documents — Training Manuals

How do | change my password? How do | reset my password?

e Please refer to Section 1.2.3.1 Changing Password.

What are the password requirements?
e Must be at least 14 characters in length.
e Must contain at least:
0 Two uppercase letters [A-Z]
o0 Two lowercase letters [a-Z]
o Two digits [0-9]
o Two special characters [e.g.: | @#$&*]
e A new password should differ from the changed password by at least 4 characters.
e A password cannot contain your network account name, username or display name.
e A password cannot be changed to any of the most recent 24 passwords.
e Must be changed no less frequently than every 60 days.

e Cannot be changed more frequently than once per day.
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Can | share my login information with others?

e No. Users must not share their login information with anyone.

Can | use shared mailbox as my e-mail address?

e No. Because of the privacy and system accountability, shared mailbox cannot be used.

Can | use eCMS for Pre-Award project?

e At this time, users can only use the system for Post Award activities/tasks. Pre-Award
functionality will be rolled up in the future releases.

Can | upload files containing PII (Personally identifiable information) to the system?

e No. Users must not upload any files that contain Pll (Personally identifiable information).

| recently received confirmation that | am part of an eCMS project. However, | cannot see the project.
How can | access my project?

e To navigate to your eCMS projects, refer to Section 1.3.1 Navigation Pane.
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2 Dashboards and Reporting

The Action Item Dashboard, displayed below, is the default landing page and can be accessed by all
users. This dashboard displays a variety of interactive gauges, charts and tables that use real-time
data directly from a user’'s eCMS system. The dashboard visualizations can be used to monitor and
track performance and progress of a project’'s RFls, Submittals, and Action Items.

NAVFAC DASHBOARD

Q a

32 1.0 \ ] I\ 21 10

Froject Object Type Actian ftem 10 Action ttem Descsigtion

1
Nl

] |
i
-

Submittal (D Spec Sectian Submittal Hame Due Date Leunch
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If you navigate to another assigned project, the dashboard will update to reflect the outstanding RFIs
and Submittals of the newly navigated project. The Project field and the Responsible Contact field
can also be used to filter the data by project or responsible contact.

NAVFAC DASHBOARD

Project Responsible Contact

UATTEST - UAT Testing Q Q

If the Action Item Dashboard does not load properly, please click Action Iltem Dashboard on the
treeview.

Project: UAT Testing (UATTEST)
b Communication Management
b Site Management

b Document Management

Action tem Dashboard

2.1 RFl and Submittal Bar Graphs

On the left side of the User Dashboard, you will find bar graphs for the outstanding RFIs and
Submittals. Please note that the dashboard alternates the colors of the bars depending on how many
are displayed. At this time, the bar(s) will display as follows:

1 bar Blue

2 bars Blue and Green

3 bars Blue, Green and Yellow

4 bars Blue, Green, Yellow, and Orange

Therefore, it is important to pay attention to the legend/key on the right side of the graph to see the
number of RFIs/Submittal each bar represents.

If you are having trouble seeing or clicking the bars, click the title of the graph.

Once the title is highlighted, click the Maximize button on the right-hand side to enlarge the bar graph.
When enlarged, click the Restore/Minimize button to go back to the dashboard.
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To Maximize: @ To Restore/Minimize: O

To see details about a specific metric, click its corresponding bar on the graph.

@ -

Both the bar graph and log will update to show only the information for that bar. To navigate back to
the dashboard, click the Back button on the upper-right hand corner of the graph as shown in the
picture.

<>

2.2 RFl and Submittal Logs

On the right side of the User Dashboard, the outstanding RFI and Submittal logs are individually
displayed and are organized by the required due date. The black line sorts each item by the day. A
short description of each column is listed below.

NOTE: Currently, the User Dashboard will display all outstanding RFIs and Submittals for the current
project. In a future version, users will have the option to see their RFIs and Submittals by user.

RFI Log Columns

Required Date* RF Mumber RF Subject RFl Aging Project Code Spec Section Drawing Mumber

018-03-15ZZ-ACME-O0006  Seatus Test 14+ Dayz MANTEST

18-
2018-

NAVTEST
MAVTEST

MANTEST 26 4100

I
(=N (=N (=]
= |

&
"

MANTEST
MAVTEST 02 8100
MAVTEST 00 22 13.00 20

¥
olo|o
W |e |&

Coge | 1 | oA 36 (115 of 30 ewed [Jz 3453 > »
e Required Date: The date of when the RFI is due
e RFI Number: The ID or number of the RFI
e RFI Subject: The title or subject of the RFI
e RFI Aging: The number of days since the RFI was created
e Project Code: The ACQR# of the project
e Spec Section: Displays the code of the Spec Section

o Drawing Number: Displays the Drawing Number of the RFI
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Submittal Log Columns

Reguired End Spec Section

Submittal 1D Submittal Mame  Submittal Aging  Project Code Type Code
Date* o b Code L
st Submitta 21+ D
ar East Traming 21+ D 5D
& g Submittal 0221+ Days AVTE 01 17.00 2 50
Submittal 1 - Testd 21+ Dw AVTEST 03 3000 50-01

Psge

e Required End Date: The date of when the Submittal is due

e Submittal ID: The ID or number of the Submittal

e Submittal Name: The title or name of the Submittal

e Submittal Aging: The number of days since the Submittal was created
e Project Code: The ACQR# of the project

e Spec Section Code: Displays the code of the Spec Section

e Type Code: Displays the Submittal Type
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3 Communication Management

3.1 Background

The Communication Management section of eCMS lays the foundation for project management.

Folder structures may vary by projects and permissions, but Communication Management will always
be included. The Communication Management section will allow for management of RFIs and
Submittals, checking deadlines and responsibilities, and accessing team members.

EEE B

Project: UAT Testing (UATTEST)

4 Communication Management

RFls

Submittals

Transmittals
Communications
Issues_Internal Routing
Project Calendar

My Actions

Distribution Lists
Meeting Minutes

Project Partner Directory
Project Contact Directory
Submittal Packages

Transmittals Queue
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This section will cover:
e Process for Sending RFIs and Submittals.
e How to add attachments to a record.
e How to link related objects and internal routing to an RFI or Submittal.
e How to check the RFI or Submittal history.
e How to sort data.
e How to track action items and milestones.

e Accessing the team member directory.

3.2 RFIs and Submittals

3.2.1 Purpose

The Requests for Information (RFIs) and Submittal applications allow KTRs working on construction
and facilities management projects to ask questions to NAVFAC. An e-mail notification will alert you
when NAVFAC responds. View all new responses and other communications upon login.

KTRs can send two types of official requests to NAVFAC: RFIs and Submittals.

e RFIs are a vehicle for the contractor to obtain added or clarifying information when the
contract documents are unclear, incomplete, or contradictory.

e Submittals are drawings and information sent to the NAVFAC team for review.

Recently, new updates to eCMS were made to improve the efficiency and intuitiveness of processing
RFls and Submittals.

If you have used the system previously, you will notice that the detail screen for RFIs and Submittals
are displayed differently. The screen is organized to display like a form and is arranged in sections for
a more logical response. The basic information required has not changed. To improve and streamline
collaboration, new functionality provides the ability to add Reviewers, facilitate Reviewer Response
and use Notes to communicate efficiently.

A new Reviewers section appears in both the RFI and Submittal Detail screens. In the system,
subject matter experts (SMESs) are referred to as Reviewers. This section can only be completed by
NAVFAC users; however, contractors are able to see who was added as a reviewer.

Level * Reviewer Distribution List Required Due Date

i
1 2

Add Reviewer Select Template

L4 2018-12-31

o 2019-01-01

e RFIs - For RFls, this means the Forwarding function is no longer required. Instead, the
COR/CM navigates to the Reviewers section to add project SMEs for feedback.
Reviewers can be added individually, or a distribution list can be used.

e Submittals — Issues/Internal Routing are no longer required for the COR/CM/PAR to send
a submittal to reviewers. Like RFIs, reviewers are added in the Reviewers Section.
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Reviewer Response — This is a new feature for both RFIs and Submittals and simplifies the way
reviewers respond to the COR/CM/PAR. Once the RFI/Submittal is sent to a reviewer, a Reviewer
Response box appears at the top of the RFI and Submittal informing the reviewer of the response
due date and a drop-down box of responses. The Reviewer selects a response, adds any additional
notes and completes the review.

This action sends the RFI/Submittal to the COR/CM/PAR for final disposition.

ZZ-ACME-00070
“Subject Subject name for your Request For Information (RF *RFl.Created_Date 2018.12.18
GOV Disposition ( Required 2013-12.31
CON Spec-Section FSC Spec-Section
Spec Paragraph Spec Page Number

Drawing Number Drawing Detail

Drawing Sheet Number RFI Disclaimer

A new Notes section also appears in both the RFI and Submittal Detail screens. Notes can be
submitted by all users, contractors and NAVFAC alike. All notes default to private, so they can only
be seen initially by NAVFAC users. However, the COR/CM/PAR can decide which notes should be
seen by the contractor by making them public.

KTRPM 2018-12-30 04:26 AM Private ¥ 0
For COR review

Comment
Test AE 2018-42-30 05:22 AM Private * G
Sending to AE and ET fof review

Comment
Test AE 2N312-30 0527 AW Private ¥ 0

Test AE has submitied thelr review with a status of Requires Further Discussion

Comment

The software vendor continues to work on enhancements to further improve ease of use of the
system. The user community will be notified of these changes as they occur. As you navigate through
the system as a new user, you can request assistance through ecmssupport@caci.com or post an
issue in the Forums Project (directions are provided in Section 1.4 - Technical Support and
Feedback).

3.2.2 RFI Process

Using the navigation pane on the left side of your screen, click on Communication Management and
then RFIs.
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=20 -

Project: UAT Testing (UATTEST)

4 Communication Management

RFls

Submittals
Transmittals
Communications

Issues_Internal Routing

Project Calendar

This opens the RFI log. RFIs will be bolded with a number indicating that RFIs have received a
response from a Government lead. You can open and view an RFI by clicking the RFI's row.

UAT Test L8 | sutwnit =

Project: UAT Testing (UATTEST)

4 Communication Managerment

RFis (3)
Submitals (1)
Communications

Prajac

landar

My Actions

O AddRF
< RFiNo. i Forwardedas  § Subjoct i Question i DateCroated § § From Contact
< ﬂﬂ-l-oﬂﬂ');’ Manual Updata MDR1 H20-08-30 TESTKTRPM TESTKTRPM
< azn.amn TEST RFIMDRY 2030.06:30 TESTKTRFM TESTKTRRM
< RFLO0025 TEST AFI MDR2 20200630 TESTKTREM TESTKTRPM

To create a new RFI, click the [Add RFI] button at the top right of your screen.

|| © AddRFI @ Export_To_CSV_R12

Export_To_C5V_R12

A new screen will open with the RFI Detail form. Complete all required fields. See list below for
explanations of the fields.

RFI Detail Attachments
RFI-00040
* Subject | RFI MDR 4 *RFl.Created_Date 2020-07-16 = Priority Q
GOV Disposition | Pending A Required 2020-07-28 g
User_Defined
'CON Spec-Section | LIST OF DRAWINGS Q
FSC Spec-Section Q
Spec Paragraph Drawing Number | 5 me"ﬂuﬁgsﬁ 3
Spﬁ%m;'; 1 Drawing Detail | Drawing Detail RFI Disclaimer | NOTE: If the determination of this RFI is "Answe
[ ]

RFI Number: This field shows the number automatically assigned to the RFI.
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e Subject: Enter a Subject. Keep it short and easy for NAVFAC to read while skimming
through subjects. The opportunity to elaborate on any details is available further in the
form.

e RFI Created Date: The date the RFI was created.
e Priority: Select the priority of the RFI.

e GOV Disposition: This is the NAVFAC RFI status. Before an RFI is sent, it shows as
PENDING.

e Required: The Required field indicates when the RFI should be answered by. This field
will be auto populated at nine working days out. However, it can be changed to allow
more time for NAVFAC to respond.

e CON Spec-Section: This is the Spec- Section field for Construction. The Spec Section
Codes are based on CSI Codes in the UFGS Manual and are updated quarterly.

e FSC Spec-Section: This is the Spec- Section field for Facilities. The Spec Section Codes
are based on CSI Codes in the UFGS Manual and are updated quarterly.

e Spec Paragraph: The paragraph of the Spec.

e Spec Page Number: The page number that the Spec is located.

o Drawing Number: Enter the associated drawing humber for reference.

e Drawing Detail: Details of the drawing.

o Drawing Sheet Number: Indicates the sheet number that the drawing is in.

o RFI Disclaimer: This field is auto populated and will display the RFI Disclaimer.

Sender
From TESTKTRPM TESTKTRPM Q
Co-Author Q RFL.CoAuthor
Receiver
To: imustsend | tpor ¢ coR TEST_CI_COR Q

to COR/CM)
RFLCC Edit

Description RFI Description Proposed RFI Proposed Solufion
Solution

est.Schedule_Impact Pofentially | RFlL.Request.Days RFL.Request.Cost_Impact Fotentially RFL.Request.Cost_Amount

e From: Sender’'s name appears in the From field.
e Co-Author: Co-Authors can be added to an RFI.
e RFI Co-Author: To be completed.

e To: (must send to COR/CM): Use this field to select the COR/CM who will receive the
RFI.
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e CC: Copy team members to grant them access to the communication trail and all
information sent to NAVFAC.

e Description: Briefly describe the proposal and the section of the proposal the RFI will
affect. Include the original requirements.

e Proposed Solution: Describe all changes or ask a question for clarification.

e Schedule Impact: The Schedule Impact is defaulted to Potentially. If the proposed
solution could affect the schedule, select Potentially or Yes, otherwise, select No.

e RFI Request Days: To be completed.

e RFI Request Cost Impact: Some RFIs need more funding and others will have no
impact on the budget. Cost Impact is defaulted to Potentially. Select Potentially if the
proposed solution might affect the budget or Yes if it will. Otherwise, select No.

e RFI Request Cost Amount: To be completed.

Documents

Expand All Collapse All

Save Clear Comment
o Reviewers: This section will display the users reviewing the RFI. It will initially be blank,
but Reviewers will be added by the Government lead.

o Documents: Attachments will be in this section. This is one way to add an attachment.
Drag and drop the attachment in the area labelled “Drop files here to upload” or click
inside the area to browse and select a file to be uploaded.

e Notes: Additional information can be added here.

After completing the RFI form, save the RFI to add attachments or link related objects or submit if
completed. If you save without submitting, an alert appears at the top of the screen that reads “Not
Submitted.”

RFI Detail Attachments Related Objects History

From here, you may also edit information using the [Edit] button at the top of the screen.
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B Send /O Email || @ Add || # Edit § & Delete || & Submit || & Print Report | & Quick Print || % Link to Issue || 4 Back To Log

Return to the RFI Detail tab once everything has been added to the RFI and submit. Once submitted,
the RFI will be sent to the Government lead for review, and you will receive notification once the RFI
has received a response. Upon logging into eCMS, a bold number next to the RFI folder indicates a
response has been received.

Please note that KTRs are not able to view all RFIs unless they are listed as the From, To, or CC
contact. To allow the users access to an RFl, it is recommended to add the users as a CC. To do this,
navigate to a submitted RFI. Add CC should be displayed at the top right.

B Send IfO Email || © Add | © Add CC ' @ Close RFI || & Print Report | & Quick Print | 9% Link to Issue || 4 Back To Log ‘

Click [Add CC] at the of the screen. Scroll to the Receiver section of the screen and click on [Edit] to
add a user to the RFI.CC field. Select the Search icon.

Receiver

« To: (must send
Rk | TEST_CI_COR TEST_CI_COR

RFLCC Edit

Save || Cancel
Q
=]

A pop-up window will display with the users in the project. Check the users that you want CC’d onto
the RFI. Then, click [Accept].

s

O Project Contacts @ Distribution Lists

TESTCIPME TESTCIPME TTESTCIPM  MAVFAC MAV O
TESTKTRPM TESTKTRPM L) MAVFAC MAV O
TESTKTRQC TESTKTRQGC TTE MAVFAC MAV |
TESTKTRSSHO TESTKTRSSHO TTES MAVFAC HAV
TESTKTRSUPER TESTKTRSUPER  TTEST MAVFAC HAV [}
TEST_CI_COR TEST_CI_COR TTESTCIC MHAVFAC MAV O

-

The selected users will now display. Click [Save] to save your changes.

RFIL.CC Edit

—
Save | Cancel

TESTKTRQC TESTKTRQC Q u

TESTKTRSSHO TESTKTR: O, 3 B
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3.2.3 Attachments, Related Objects, and History

When viewing an individual RFI from the navigation pane, four tabs appear across the top of the
screen.

RFI Detail Attachments Related Objects History

e RFI Detail - The first tab, RFI Detail, has the bulk of information about the RFI.

e Attachments - The Attachments tab will have attachments sent with this RFI. This is
another screen that can be used to add attachments.

e Related Objects - The Related Objects tab will track communication, issues, and
relevant documentation with stakeholders throughout the project.

e History - The History tab will allow the viewing of updates and decisions made on the
RFI.

3.2.3.1 Attachments

To upload or download attachments, refer to Section 5.4.1 Uploading Attachments and Section 5.4.2
Downloading Attachments.

3.2.3.2 Adding Related Objects

The Related Object tab allows different components, such as Communications, Daily Reports,
Internal Routing, Documents, and Notices to be added to an RFI.

Click on the Related Objects tab and select the Assign Object link at the right corner of the screen.

RFI Detail Attachments Related Objects History

RELATED OBJECTS ASSIGN OBJECTS

(Object Type Object ID Description Contact Date Action

Click the drop-down menu in the Object Type field and select the type of object to add. You may now
link to an existing object by checking the object and clicking Accept. You can also create a hew object
by selecting the Add New button. Both situations are shown below.
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=

El Related Objects LOVY - Google Chrome — O *

A Not secure | ecms.navfac.navy.mil/cmicprod/SysRelObjects/MultiCmicLlovGenericLovFrame.do?praj.. &

e QRN (=) o) v —y
| << Prev Set | | Next Set >> | | Clear All Selections ‘

Object Type: Comrrunication | Add New |
a
Communication CID-00010 Communication MDR. 1 O
CID-00011 Communication MDR. 2
Communication ! ClD-00012 ! Communication MDR. 3 ! O ' .
El Related Objects LOV - Google Chrome = | *

A Not secure | ecms.navfac.navy.mil/cmicprod/SysRelObjects/MultiCmicLovGenericLovFrame.do?proj... €
Find: ([5G (s | | cose | [ Accent] Selected 0
|- << Prev Set | | Next Set >> | ‘ Clear All Selections |

onct e e

Communication CID-00010 Communication MDR. 1 O
Communication CID-00011 Communication MDR 2 O
Communication CID-00012 Communication MDR. 3 O

There will now be a checkmark next to the Related Objects tab indicating that there is a related
object.

RFI Detail Attachments Related ObjectsE History
Object Type Object ID Description Contact Date Action
Communication CID-00011 Communication MDR 2 TEST_CI_CCRTEST_CI_COR 2020-07-02 m

3.2.3.3 Reviewing the RFI History

The History tab displays all decisions, edits, and notes made to an RFI.
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RFI Detail Attachments +* Related Objects v History
Date Author Recipient | Action Description Status
2020-07-02 05:44 AM TEST_CI_COR TEST_CI_COR Added Document 00000010 - Attachment_1_Sample_MAVFAC_Document
2020-07-01 05:51 AM TESTKTRPM TESTKTRPM Added Note Mo_ 1 Sample note from the Confractor.

3.2.4 Submittal Process

The Submittal process works very similar to the RFI process.

To access Submittals, go to the Navigation Panel, open Communication Management, and then
select Submittals. From here, you can see all Submittals created on this project.

Project: UAT Testing (UATTEST)

4 Communication Management

RFls (5)

Submittals (1)

Communications
Project Calendar
My Actions
Distribution Lists
Meeting Minutes (1)
This opens the Submittals log. Submittals will be bolded with a number indicating Submittals have

received a response from a Government lead. You can open and view a Submittal by clicking the
Submittal’s row.

UAT Testing Q Submit - -
|| Submittals Filtered View
Project: UAT Testing (UATTEST) -
© Add Submittal & Import [@ Export_To CSV_R12
4 Communication Management
Drag a column header and drop it here to group by that column
RFls (5)
< | Submittal No. + : | Submittal Type Code i Spec. Section : Name i | Submittal Variat... i | Status i Date Required
Submittals (1)
< VCCZUUA—DOIMD Submittal MDR 1 No 1. Submitited For Review 2020-07-03 -
‘Communications
Project Calendar < CC20UA-00041 Test No 1. Submitted For Review 2020-07-02
My Actions £ CC20UA-00042 Submittal MDR 2 No 6. Approved as submitted 2020-07-31
Ditribution Lists < CC20UA-00043 Submittal MDR 3 No 5 Jpproved, nofe on 2020-07-31

To create a new Submittal, select [Add Submittal] in the top, right corner of the screen.

| © Add Submittal X Import £ Export_To CSV_R12 |
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A new screen will open with the Submittal Detail form. Complete all required fields. See list below for
explanations of the fields.

Submittal Detail Notes Related Objects Attachments History
CC20UA-00047
Name | Submittal MDR 4 Description | Submittal MOR 4
Type Safety Plan ~
GOV Disposition | 1. Submitted For Review ~
Procurement Item Spec Section SUPPLEMENT. Q, Spec Sub-Section Q Package No. Q
User_Defined
Submittal
Variation Q

Drawing Number | 7

Critical Path | No Q

e Submittal No.: This field shows the number automatically assigned to the Submittal.
e Name: Create a name for the Submittal.

e Type: Select the Type of Submittal from the drop-down list.
]

Type l Safety Plan

Preconstruction Submittals
Shop Drawings

Product Data

Samples

Design Data

Test Reports

Certificates

Manufacturer's Instructions
Manufacturer's Field Reports
Operation and Maintenance Dafta
Closeout Submittals

=== ¢

e GOV Disposition: This is the NAVFAC RFI status. Before an RFI is sent, it shows as
Submitted for Review.

e Procurement Item: Check this box to indicate a procurement item.

e Spec Section: This is a Spec- Section field for Construction and Facilities. Choose the
Spec-Section related to the Submittal, if relevant.

e Spec Sub-Section: If the Spec- Section could not be found in the Spec Section list, it
can be inserted in this field.

e Package No.: This feature interacts with Submittal Packages.
e Submittal Variation: Select yes or no if there is a Submittal Variation.
e Drawing Number: Enter the associated drawing number for reference.

e Critical Path: Indicate if the Submittal varies from the critical path of the schedule.
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Sender Receiver
Prepared By | NAVFAC Q Approval By | NAVFAC Q
Contact | TESTKTRFM TESTKTRPM Q Contact | TEST_CI_COR TEST_CI_COR Q
ansmitted.for.prompt | Approval b End Date =) submittal.cc.prompt Edit

e Prepared By: Select sender’'s company.
e Contact: Select sender’s name.

e Transmitted for Prompt: Select the purpose of the Submittal.

ansmitted.for.prompt | Approval

y Clarification
Information Qnly
Selection

= ¢

e Submitted: Set the date of when the Submittal is submitted.

e Approval By: Use this field to select the company of the COR/CM who will receive the
Submittal.

e Contact: Select the COR/CM’s name.

e Submittal.CC.Prompt: Use the [Edit] button to copy team members to grant them
access to the communication trail and all information sent to NAVFAC.

e Received: The date of when the receiver receives and views the Submittal.

Schedule
Activity Q

Due_Onsite

Send Reminder Email Days Prior

The Due Onsite field must also be completed before submitting.

Documents

Expand All Collapse All

Public  ~

Save Clear Comment

e Reviewers: This section will display the users reviewing the Submittal. It will initially be
blank, but Reviewers will be added by the Government lead.
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o Documents: Attachments will be in this section. This is one way to add an attachment.
Drag and drop the attachment in the area labelled “Drop files here to upload” or click
inside the area to browse and select a file to be uploaded.

e Notes: Additional information can be added here.

When all fields in the Submittal form are completed, select [Submit] in the upper-right corner of the
screen. The Submittal will be sent to the Government lead. Once the Submittal has been answered,
the response will be noted by the Submittal status.

If needed, at the top of the Submittal form are several tabs similar to the RFI form where you can add
Related Objects or Attachments. It is recommended to add a Related Object and Attachment after the
Submittal has been completed. Adding either will result into submitting the Submittal.

Validation rules for Activity Codes
1) If an activity code is specified in the import the Activity Start Date field is ignored.

2) If the activity code is null in the import, the import will not update the submittal activity if the
submittal already has an activity code.

3) |If the activity code in the import is different than the activity code on the submittal, the system
will re-link and recalculate the schedule as per the new activity code.

3.2.4.1 Importing Submittals

To import submittals, open the Submittal log and click on the [Import] button.

RS BN s —
Project: UAT Testing (UATTEST =
e estna s } © Add Submittal [ Export_To_CSV_R12
4 Communication Management 7
RFls (5)
< Submittal No. t i Submittal Type Code ! Spec. Section : Name i Submittal Variati... : Status
Submittals (1)
< CC20UA-00001 Test Ne 2. Disapproved; Resubmit
Communications
oy s < CC20UA-00002 test2 No 1. Submitted For Review

This will launch the Submittals Import pop-up window, shown below.

El Submittals Import - Profile 1 - Microsoft Edge = O X

A Not secure | https;//ecms.navfac.navy.mil/cmicprod/PmSubmittal/csvimport.do?mode=GetCsvFile&projOraseq=1682963

Delete existing imported records

Choose File (Mo file chosen ~ Upload Cance

Click the [Choose File] button to browse and select the import file. The import file for submittals can
be a .txt or.csv file. Once the file is selected, click the [Upload] button to upload the data prior to
validation.

Checking the ‘Delete existing imported records’ checkbox in the pop-up window removes any records
that may reside in the temporary import table so that it only contains the current records to import.
The import table will also be cleared out when you click on the [Accept] button on the import
interface.

NOTE: The temporary table will not be cleared out and can grow to huge proportions if: 1) the ‘Delete
existing imported records’ box is left unchecked 2) a user closes the browser using the Close icon

(I!I) as opposed to pressing the [Cancel] button on the import interface.
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Edit the data. Clicking on the Edit icon will show additional fields being imported. All fields shown with
a non-white background include an error and must be corrected to be imported. Placing the mouse-
pointer over the colored area will give details of the error. Individual records may be deleted from the
Import by checking the ‘Delete’ checkbox on the left side of the display.

Use the [Re-Validate] button to update changes and review any further errors. Once all records are
corrected, click the [Accept] button. Existing submittal records are updated, and new ones are
created by the import, if they do not already exist.

3.2.5 Sorting Data

eCMS offers three ways to filter and sort information to find specific cases to review.
e Execute a query/search (Simplest; Recommended)

e Send information to a downloadable Excel spreadsheet and sort the information from
there

e Use the Filtering function in eCMS (Most Complicated)

e Order and filter log data using columns

3.2.5.1 Enter and Execute a Query

A search bar appears above all log screens. Enter the term being searched and the table will
automatically return the values containing that term.

For instance, to filter all Submittals with the word Light in the title, enter Light% in the Search field.

Submittals Filtered View
Light% © Add Submittal & Import @} Export_To_CSV_R12

< | Submittal No. i Submittal Type Code  } Spec. Section i Name i Submittal Variati... i Status 4

Use % to sort for a portion of text. For example, let's say we want to search for all RFIs that have the
word “maximum” in the subject line. Someone may have shortened it to “max” when entering this
field. To find everything with the word “Maximum” in the subject, we would enter %max% in the
Search field. This will pull all RFIs with the word “Max” in it, even if they have words or letters in front
or after that term. This field is not case sensitive.

3.2.5.2 Send to Spreadsheet

Send all RFIs or Submittals to an Excel spreadsheet, or send a filtered list to an Excel spreadsheet by
clicking on the [Export_To_CSV_R12] button in the top, right corner of the screen.

Submittals Fittsied View

© Add Submittal & Import [fi Export To CSV_R12

< | Submittal No. i | Submittal Type Code ! Spec. Section i Name i Submittal Variati... | Status 1

A spreadsheet will be automatically generated with all the user’s RFI or Submittal information
included. The spreadsheet can be launched by clicking on the Open File link on the lower left-hand
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side of the screen. Use the functions of Microsoft Excel to sort the fields and find specific information.
If a filter is turned on, only the filtered list will download to Excel.

FProject Management

gl I,

Project: UAT Testing (UATTEST)

T Show Filter @ &

Filtered View

Submittals

[@ Export To CSV_R12

© Add Submittal & Import

4 Communication Management

RFls

< Submittal No. i Submittal Type Code i Spec. Section : Name i | Submittal Variati... }| Status +

Submittals

< CC20UA-00025 SD-08 TEST 123 No 1. Submitted For Review

Transmittals

Check Reviewer Window

< | CC20UA-00019 and CM new/mod ribbon

p No 1. Submitted For Review
Communications

3

Issues_Internal Routing

Show All 1-44 of 44 items

Project Calendar

PMSEM (1).csv
L2} Orieritia Showall X

3.2.5.3 Filtering

Z @ ®

Filtered View

Submittals

© Add Submittal

& Import [@ Export To CSV R12

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

¢ | Submittal No. i Submittal Type Code i Spec. Section i Name i | Submittal Variati... | Status +

Select the RFIs or Submittals button in the navigation bar on the left side of the screen to pull up a list
of all RFIs or Submittals. To find specific RFls or Submittals, sort the list by selecting the Show Filter
button at the top, right of the screen.

Data Filters
Values
Submittal No. v Date Required v
Submmalggﬂ: v Attachments v
Spec. Section v Sent Date v
Name v Returned Date v
Submittal i Blue Beam -
Variation Session Status
Status A4 Procurement ltem | Does Not Equal Y
chf:sstpggfnnndt Does Not Equal VY
Apply Filter Clear Reset
Save As Default Reset To System Defaults Cancel

This will pull up a list of fields used for filtering searches. Each field that appears corresponds to a
column of the log. Two fields appear next to each column title. The drop-down field can be used to
select an operator (equals, less than, etc.) and the other to enter the value or filter term.

Using the two fields available, enter the operator and value to sort data.

Operator: Select the drop-down arrow next to the field to sort. A list of parameters appear for filtering:
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Values

Submittal No. e

Submittal Type
Code

Equals

Does Not Equal
Greater Than
Greater or Equal to
Less Than

Less or Equal to
Submittal N

Variation NOTIN

LIKE

NOT LIKE
BETWEEN
NOT BETWEEN

IS NULL

Spec. Section

Name

Status

Naval Facilities Engineering Command

The table below provides additional details on the operator symbols (parameters) and meanings.

Operator Symbol Meaning

= Equals

I= Does Not Equal

> Greater Than

>= Greater Than or Equal To

< Less Than

<= Less Than or Equal To

IN Equal to Any Value in Test

NOT IN Not Equal to Any Value in Test
LIKE Value A matches pattern in Value B
NOT LIKE Value A does not match pattern in Value B

After selecting an operator in the first field, enter the value to filter in the second field and click [Apply

Filter] button to return the filtered log screen.

Data Filters

Values

Submittal No. v Date Required
Submmal(':rigg v Attachments
Spec. Section v Sent Date
Name v Returned Date
Submittal ! Blue Beam
Variation Equals ¥ |l Mo Session Status
Status v Procurement ltem
QC Inspect and
Test Regmnt

Apply Filter Clear

Save As Default Reset To System Defaults

Does Not Equal ||y

Does Not Equal Y
Reset
Cancel

To ensure correct filtering, enter the values to match the example value format that appears in light

grey text in the field.
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Name | Equals b

Enter dates in DD-MON-YY format and use a % as a wildcard for searches. This field is somewhat
technical. An easier way to sort data is to download to Excel or use the Enter Query functions
described in the sections above. Filtering can be used to set up a permanent view of folders for those
that know what they want to see each day.

Press the [Save As Default] button to set the currently entered search terms as the default filter for
this log screen. To clear any user-saved defaults and return to the original log screen, press the
[Reset To System Defaults] button.

Press the [Clear] button to delete any entries made in the filter fields. Press the [Reset] button to
reset the filters to the last-saved default.

3.2.5.4 Order and Filter Log Data Using Columns

Aside from the Search field or [Show Filter] button the columns themselves can be used to order and
filter log data.

Press the Less Than icon (%) to reveal the corresponding record in the Treeview under the link for the
current log screen.

‘i| Submittals

Project: UAT Testing (UATTEST)

4 Communication Management

RFls
L 4 Submittal No.

4 Submittals

CC20UA-00025 -1 ' S
U miill) -

- s < | CC20UA-00019
ransmittals

Press the column heading once to sort the records by ascending order according to the selected
column, twice to sort by descending order, and three times to not sort records by that column. The
first two of these options are notated by the Ascending icon () or Descending icon (+) in the column
header. The log screen may only be sorted by one column at a time, so sorting by the items in one
column cancels any other applied column sorts.

Alternatively, press the Edit Column Settings icon (E) to show the menu in the screenshot below.
Hover over the Columns menu item to select which columns appear on the screen. Hover over the
Filter menu item to only show items of certain values in the column.

< | Submittal No. Submittal Type Code ! Spec. Section

| + SortAscending
< | CC20UA-00025

} Sort Descending
€ | CC20UA-00019 Il Columns .

< | CC20UA-00015 Y Filter >

<{ | CC20UA-00017
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3.3 Communications and Issues/Internal Routing

3.3.1 Purpose

Communications and Issues_Internal Routing (also referred to as Issues), can be used to convey
information or assign a task to a team member or stakeholder. Using these applications will allow
information, reminders, and task deadlines to show up on the recipient’s Project Calendar and My
Actions list.

3.3.2 Adding a New Communication

There are two ways to create a Communication record. Enter the Communication directly through the
Navigation Pane or use the Related Objects tab on any application. Starting in the Navigation Pane of
the relevant project, open the Communications folder.

Project: UAT Testing (UATTEST)
4 Communication Management
RFls (5)

Submittals (1)

Communications

Froject Calendar

My Actions
Distribution Lists
Meeting Minutes (1)

This will pull up a list of existing communications on this project. At the top, right of the screen, click
on [Add Communication].

Communications

| © Add Communication

[# Export_ To CSV_R12

¢ | Communication No. i Type i+ | From Partner ¢ From Contact
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Complete the required fields in the Communication Detail tab.

Communication Detail Attachments
CID-00014
Subject | MDR Communication Type | E-mail v Created Date | 2020-07-14 {3

User-Defined

Sender
From TEST_CI_COR TEST_CI_COR Q Message Enter message here.
Comments
Receiver
To: | TESTKTRPM TESTKTRPM O, Follow Up Notes | Back-and-forth communication here.
CC: Edit

+ | Follow Up Required Follow Up By  TESTKTRP! Q

Below is a brief description of each field:

e Communication No.: This field generates a number automatically to organize
Communications.

e Subject: Enter a short, descriptive title to give a synopsis of the message.

e Type: Select whether the communication is through e-mail, memo to file, face-to-face,
telephone, web collaboration, or other.

communication was created.

e Due Date: Using the calendar icon next to this field, select the deadline that the recipient
must respond.

e From: This field will contain the sender’s name It will default to the logged-in user.
e Message: Enter the content of the communication.

e Comments: Enter any comments concerning the communication. The person responding
can provide their feedback here.

e To: Enter/select the team member to receive this Communication.
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e CC: Use the [Edit] button to copy additional people into the message. They will not be
able to respond, but they can view all comments. When finished, click [OK].

CC: Edit

0K
Q
=

e Follow-Up Notes: This section may be completed after receiving a response so that an
official record of the decision is captured.

e Follow-Up Required - Checkbox: Check this box if a response is required from the
recipient. If it is for informational purposes only, this can be left blank.

e Follow-Up By: The person responding to the communication can use this field to list their
name here when responding. If someone else provided the answer, they can list them
here.

Upon completion of the required fields and adding the message, click [Submit] in the top, right of the
screen.

Communication Detail Attachments

This will send the Communication to the recipient and add the due date to their My Actions and
Calendar.

To add a Communication through the Related Objects tab of an application, see Section 3.2.3.2
Adding Related Objects and select Communication. Then follow the instructions in this section.

3.3.3 Responding to Communications

When the recipient opens the project in eCMS, they will see any new communications bolded in the
Communications folder.

The recipient can then open the Communication and respond by clicking [Respond] in the top, right
of the screen.
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©Send IO Email || © Add New || ©)Copy | # Forward || # Edit | ® Close Comm. & Printable || & Print Report || & Quick Print | % Linkto Issue | » '5

Communication Detail Attachments History
CID-00010
Subject | Communication MDR 1 Type | E-mail e Created Date | 2020-07-01
+' | Submitted (in EST) | 2020-07-02 05:22 AM Change # Due Date

Closed

A small box will appear at the bottom of the screen for the recipient to add their response.

Author: TESTKTRAM TESTKTRFM  Date: 2020-07-14

After the response has been added, click [Submit] in the top, right of the screen.

rE‘Su'ﬁmf @ Cancel '@

Communication Detail Attachmenis History

3.3.4 Adding Issues_Internal Routing

Issues/Internal Routing (IR) can be used to document potential problems that may result in a project
change, to communication technical information or reports, and to link concerns to specific RFls or
Submittals. There are two ways to create an IR record. Enter the IR directly through the Navigation
Pane or use the Related Objects tab of an RFI. Starting in the Navigation Pane of the project, open
the Internal Routing folder.

CEE IO

Project: UAT Testing (UATTEST)

4 Communication Management
RFls
Submittals
Transmittals

Communications

Issues_Internal Routing

Project Calendar
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This will pull up a list of existing issues regarding this RFI. At the top, right of the screen, select [Add

Issuel.
Issues
< | Issue No. | Title i Date i From Contact i | Priority i Status

In the Issue Detail tab, complete the required fields.

Issue Detail Text Codes Attachments Linked Objects Related Objects
1SS-00006
Subject Date | 2020-07-14 s Customer Issue
Type ~ ¥ Severity | Low v Due Date | 2020-07-21 1551 Activity Q
Status | Mew w

Internal Issue

User-Defined
Sender
Internal
From | TEST_CI_COR TEST_CI_COR Q Description
Description
Suggestion
Receiver
To: Q Resolution
Responsibility Q
CcC: Add Resolution Date isss RFIL.Copy_Suggestion
Notes
&3 Expand All & Collapse All
Fublic

Save Clear Comment

Below is a brief description of each field:
e Issue No.: This field generates a number automatically to organize IRs.

e Subject: Enter a short, descriptive title to give a synopsis of the message.
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<>

e Type: Using the drop-down, select the type that best describes the IR.

Type v
Design Issue +
Documentation Issue
Feedback
Materials lzsus
Question
Regulations
Submittal Review
Supplier
Technical |ssues
To Be Determined

e Status: The Status will default to “New” when created. If updating an IR record, change
the status to Open, In Progress, or Closed.

Status | New

S—

Closed
In Progress
Open

e Severity: Choose the severity of the Issue. Use Wishlist if it is something that would
make things easier, but the job can be done without it.

Severity | Low

Critical
High
Normal
Wishlist

t———r ¢

e Date: The date the IR is created.

e Due Date: Using the calendar icon next to this field, select the response deadline for the
recipient.

e Customer Issue: Leave this field blank.

e Activity: If applicable, select an Activity that the Issue is related to.

e Internal Issue — Checkbox: Check this box to if the issue is being reported internally.
e From: This field will contain the sender’'s name. It will default to the logged-in user.

e Description: Describe the IR issue and tasks.

¢ Internal Description: To be completed.

e Suggestion: Respondent to make suggestions in this field if IR is not ready to be
resolved.

e To: Select the team member to receive this IR.
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e Responsibility: Select the person responsible for managing this IR task.

e CC: Use the [Add] button to copy additional people into the message. They are unable to
respond but can view all comments. When finished, click [OK].

ccd Add

o 4 | — JoLs

e Resolution: Once a decision has been made, and the IR is resolved, enter the final
resolution in this field.

¢ Resolution Date: Select the calendar icon next to this field to enter the date this issue
was officially resolved.

o [RFI.Copy_Suggestion]: Press this button copy the entry made in the Suggestion field to
the Resolution field.

After completing all the required fields, if you need to save the IR as a draft, select [Save] on the
upper-right corner. If the IR is ready to be submitted, click [Submit].

B Send I/0 Email

it | @ Cancel F-Y
Issue Detail Text Codes Attachments Linked Objects Related Objects

This will send the IR to the recipient and add the due date to their My Actions and Calendar.

To add an IR through the Related Objects tab of an RFI, see Section 3.2.3.2 Adding Related Objects

and select Issue. Then follow the instructions in this section.

3.3.4.1 Responding to Internal Routing Requests

When the recipient opens the project in eCMS, they will see the new Internal Routing task bolded in
the Internal Routing folder.

[ B ...
Project: UAT Testing (UATTEST)
@ Addlssue [ Export_To_CSV_R12
4 Communication Management
RFls
< |Issue No. i Title i Date i From Contact i Priority i/ Status i | Responsibility i Attachments §
Submittals
7o
< I‘ 155-00006 Issue MDR 2020-07-14 TEST_CI_COR TEST_CI_COR 4 New QA Documentation
Transmittals X
v
’ ¥ -07- "
Communications Vs < 158-00005 00123 2020-07-13 TEST_CI_COR TEST_CI_COR 4 New TESTAE TESTAE
£
-
Issues_Internal Routing (1) < 188-00004 Test Edge 29 Apr. 2020 | 2020-04-29 TESTCICM TESTCICM 4 New TEST_CI_COR TEST_CI_COR
Project Calendar < 188-00003 prep 2020-04-23 TESTCICM TESTCICM 4 New CLYDE SUZUKI

The recipient can then open the IR and respond by scrolling to the bottom of the screen and adding a
response in the Notes section.
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Expand All Collapse All

Public
Save Clear Comment

After the response has been added, click [Save].

Notes

Expand All Collapse All

QA Documentation  2020-07-14 09:43 AM Public

Documentation will be updated accordingly.
Add Reply Edit Note Delete Note

3.3.5 Sorting Data

Select the Communications or Internal Routing button in the navigation bar on the left side of the
screen to pull up a list of all Communications or IRs (See Section 3.3.2 Adding a New Communication

for reference).

From here, see Section 3.2.5 Sorting Data for details on how to use each sorting method.

3.4 Project Calendar

3.4.1 Purpose

The Project Calendar is your resource for tracking the date RFIs and Submittals were received, their
due date, and any Action Items or Issue requests received and due. This section will cover:

e Accessing your Project Calendar
e Setting your calendar preferences
e Adding Action Items to your calendar

To access the Project Calendar, go to the Navigation Pane on the left side of the screen, open the
Communication Management folder and select Project Calendar.
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gojgl I8

Project: UAT Testing (UATTEST)
4 Communication Management
RFls
Submittals
Transmittals
Communications

Issues_Internal Routing

Project Calendar

My Actions

The Project Calendar for the current month will appear. Navigate between Month, Week, Day, and All
views by selecting the tabs at the top of the Calendar.

Monthly Calendar July v 2020 v
: Month Week Day Al
July 2020
Wed

v',r;.fk Jun 28 Add Jun 29 Add Jun 30 Add Jul 01 Add Jul 02 Add Jul 03 Add Jul 04 Add
v\'r;‘:p; Jul 05 Add Jul 06 Add Jul 07 Add Jul 08 Add Jul 09 Add Jul 10 Add Jul 11 Add
w;;k Jul 12 Add Jul 13 Add Jul 14 Add Jul 15 Add Jul 16 Add Jul 17 Add Jul 18 Add
W;;l: Jul 18 Add Jul 20 Add Jul 21 Add Jul 22 Add Jul 23 Add Jul 24 Add Jul 25 Add
We_e': Jul 26 Add Jul 27 Add Jul 28 Add Jul 29 Add Jul 30 Add Jul 31 Add Aug 01 Add

Edit Preferences to change visibility or add holidays by selecting the link in the top, right corner of the
screen.

& Outlook Import/Export | | @ Add Action item

A new pop-up will appear.
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<>

Calendar Preferences Save Close

CALENDAR PREFERENCES

User TEST_Cl_COR
Holidays Project Calendar
My Schedule Others’_Schedules
Show My Closed Action Items

Restrict to Company or Business Parfner  Test Company Q

Restrict to Contact Q

Mote that Project Calendar hides personal and shared action items when it is selected and a project has been specified.
Share your public action items with other users

From this screen, users will be able to add holidays to their project calendar, see other team
members’ schedules, hide or view their own calendar or closed action items, and see the entire
project calendar.

In the data fields for Restrict to Company or Business Partner, choose a company to hide the action
items from. For instance, to only see action items for NAVFAC and the Architecture/Engineer
contractor, you could restrict the General Contractor's company to hide their action items.

If you want to restrict a certain person’s action items, you may select them in the Restrict to Contact
data field.

3.4.2 Adding Action Items to Calendar

When a user creates an RFI, Submittal, Communication, or Issue, eCMS automatically adds the due
date to the calendar of the person assigned to the task as shown in the example below.

(Monthly Calendar Jamary v 20 v

Dec 30 Add Dec 31 Add dam 0t Add Jan 02 Add Jam 03 Add Jan 04 And Jan 04 Asd
12 008m - 12.008m
Jan 08 A Jan o7 Aog Jan g Agg Jan 09 A Jan 10 Add Jan 11 Ao Jan 12 Asa
12.008m - 12 00um z . 20%am - 1200w = 12008 - 12.00am
Jan 13 Asd Jan e Asd Jan 15 Add Jan 16 Adg Jam 17 Acd dan 18 Ads Jan 19 Asd

12.00am - 12-00am 12-00am - 1200am 22-00am - 1200am 12008 - 12.00am

Jan 30 And Jan 21 And Rt Add Jan 23 Add dam 24 Add dan 25 Add Jan 36 Asd

o R And Jan 28 Add Jan 39 And Jan 30 Ang Jan 11 Add Feb 07 Add

12:00m - 12008m

To add events and reminders to your own calendar, select Add Action Item from the top, right of the
screen.

& Outlook Import/Export | © Add Action ltem | # Edit Preferences
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There is also a button for [Outlook Import/Export]. Currently, this functionality has been disabled
and you will not be able to use this feature.

Once the “Add Action Item” screen appears, complete the form to add an action item to your calendar
or someone on your team.

ADD ACTION ITEM

Check Spelling  Save  Save & New  Cancel

Type" '® Shared Privale Pubiic

For * Test COR

Action Code” Q Status Q
Start Date®  2019-01-07 Duration 1
Timee ¥ i ¥ am v End Tima L ¥ am ¥
Title" Urgency Q
Description
p
Partner qQ Contact Q
Project NAVFAC Test Project Complated Date 5

Completion Note

Recurrence Recurring Hem  Hide

Alert Data o= Alprt Time LB ¥ gm ¥

The fields in this pop-up window are described below.

e Type: Select the radio button to display if this action item is shared with a specific team,
private (only displayed for creator), or public to the entire project team.

e For: Use the drop-down to select the responsible person.

For *} TEST_CI_COR TEST_CI_COCR

“h ContactiGroup
OK  TEST_CI_CORTEST._CIL(Q & g X
+

e Action Code: This field can be left as is.

e Start Date: Date the action item is assigned.
e Time: Time the action item is assigned.

e Title: Title of the action item.

e Description: Description of required tasks.

e Partner: Use this field to select if there is a partner organization working on this action
item.

e Project: The project field will be filled in with the project being viewed.

e Completion Note: Any notes after the action item is complete for documentation.
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e Recurrence: Use this function to set up a recurring action item. When selected,
additional fields will appear that allow the user to set daily, weekly, monthly, or yearly
recurrence.

e Alert Date: Set an alert for the action item.

e Status: Use this field to select the status of the action item.
e Duration: This field is not required.

e End Time: Time when action item is completed.

e Urgency: Use this field to set the urgency of the action item. Your options are Deferred,
High, Low, Ongoing, Pending, Urgent, or To Be Determined.

e Contact: Use this field to select the contact for this action item. A list of all project team
members will appear.

e Completed Date: The date the action item is completed.
e Alert Time: Set a time to receive an alert.

If this Action Item is a recurring action, check the box next to Recurring Item. This will open additional
fields allowing you to set daily, weekly, monthly, or yearly recurrence.

After completing the form, click [Save] in the top, right of the pop-up screen. The action item will now
appear on the project calendar.

3.5 My Actions

My Actions are a list of upcoming due dates for RFIs, Submittals, Action Items, Communications, and
Issues or Internal Routing tasks. Find the My Actions section of a project under the Communication
Management folder in the Navigation Pane on the left side of the screen.

Project: UAT Testing (UATTEST)

4 Communication Management
RFls
Submittals
Transmittals
Communications
Issues_Internal Routing

Project Calendar

My Actions

Distribution Lists

This will pull up a list of your action items organized by date.
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NAVFAC Test Project

H Ovordue (64)

= Today (01

! Ha Actions
|—= Tomasrow (1)

|

[2018-01-08 Fegues! For Indormation ZZ-ACME-D0053

|-= This Week (3)

|

i2019~ﬂ1-1|} Regues! For Informatan

12019-01-14 Reguest For information

1201%-01-15 Reques! For information Finish selechon

% Following Week {3

=i Mext 30 Days (5]

20180124 Riequest For Inormaten #s1 RFI
[2019-01-25 Request For information
[2019.01-25 Faguast For information
[2019-01-25 Fieguest For Information

izmv-m-:& Ragquast For Information

To view tasks by type, click on the “Group By Type” link on the header bar. The list will then be
reorganized by date.

MY ACTIONS

NAVFAC Test Project

ITEMS GHROUP BY DAIE

= hsoe (2

2018-02-28 3 00004 Tesing Bl in Courl
2018-08-10 5500047

2018-05-18
2018-06-21
2018-08-23
2018-08.28
2018-08-31
20181017

= Maeting (1
FO1R-04-27 ek
= Notce (1

2018-02-14 NOT 1 Tet? mot

3.6 Distribution Lists

3.6.1 Purpose

Create Distribution Lists to quickly group team members together and add them to Communications,
RFls, and Action Items with the click of a button. A Distribution List is just a group of people organized
under a similar goal. Distribution Lists can be found under Communication Management.
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Project: UAT Testing (UATTEST)

4 Communication Management
RFls
Submittals
Transmittals
Communications
|ssues_Internal Routing
Project Calendar

My Actions

Distribution Lists

Meeting Minutes

3.6.2 Creating a New Distribution List

Navigate to the Distribution Lists screen. In the right corner, select [New].

DISTRIBUTION LIST

9
Hew

Create a Code and a Description for the new Distribution List. The Code should be short, and easy to
understand. For instance, to create a Distribution List of Architects, the Code could be “ARCH” and
the Description would be “Architects”. Click [Save].

DISTRIBUTION LIST

i h
Code* ARCH Description®  Architects Save | Cancel
‘ Code Description Action &
|
BLUE GOV Personnel o

To add team members to a Distribution List, highlight the list and click Add in the Contacts section of
the screen.

A pop-up will appear with a list of project team members. Select the team members that belong in the
Distribution List by checking the box next to their name and selecting [Accept]
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DISTRIBUTION LIST

Code* ARCH Description®  Architects New Save Cancel
rFY

Code Description Action

ARCH Architects ﬂ

BLUE GOV Personnel ﬂ

El Dist List LOV - Profile 1 - Microsoft Edge = O *

A Notsecure | Beps)//ecms.naviac.navy.mil/cmicprody/...

CON Find: _ ‘E‘ | Close | |_ Accept _ Selected 2

| <= Prev Set | | Next Set == | ‘ Clear All Selections ‘ Contact Name

Action

TTESTA TESTAETESTAE  NAV NAVFAC
TTESTC TEsTaay NAV NAVFAC
TTESTCI TESTeny NAV NAVFAC
TTESTCIC Eg%g::ggg NAV NAVFAC
TIESTCE  JEoTCET NAV NAVFAC

The team members will be added to the selected distribution list. When finished, click on [Save].

DISTRIBUTION LIST

Code* ARCH Description®  Architects New| Save | Cancel
Code Description Action - =
ARCH Architects o
BLUE GOV Personnel o

CONTACTS ADD

Partner Code Partner Name Contact Code Contact Name Action

NAV MNAVFAC TTESTA TESTAE TESTAE =

NAV MNAVFAC TTESTCIC TEST_CI_COR TEST_CI_COR =
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3.6.3 Using Distribution Lists within the System

[ Go | [ close | | Accept
| HPrev Set | | Next Set b | [_Mld New |

® Project Contacts O Distribution Lists @ All Contacts

Contact Name Contact Code | Pariner Name | Partner Code O -
Architects
TEST_CI_CORTEST_CI_COR  TTESTCIC MAVFAC MAV
TESTAE TESTAE TTESTA NAVFAC NAV
GOV Personnel O
TESTCIDM TESTCIDM TTESTCI MAVEAC MAV (]
TEST_CI_CORTEST_CI_COR  TTESTCIC NAVFAC NAV O
TESTCIPM TESTCIPM TTESTCIP MAVFAC HAV O

-

When accessing other sections of the eCMS system, such as RFIs, Communications, or Internal
Routing, there is a CC section. When selecting a user to CC, select Distribution Lists.

NOTE: Using the CC function or Distribution Lists will allow the selected group of people to view the
information, but will not add the information to their calendars or action items.

3.7 Meeting Minutes

3.7.1 Purpose

Track Meeting Minutes in the eCMS system to document discussions and create action items
attached to a project. Find the Meeting Minutes folder in the Navigation Pane on the left side of the
screen listed under the Communications Management folder.
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20 )
Project: UAT Testing (UATTEST)
4 Communication Management

RFls

Submittals

Transmittals

Communications

Issues_Internal Routing

Project Calendar

My Actions

Distribution Lists

Meeting Minutes

Project Partner Directory

3.7.2 Add a Meeting

To modify an existing meeting, select it from the list on the screen. If you want to create a new
meeting, select [Add Meeting] in the top, right corner of the screen. This will open a new screen
called Meeting Information.

Meeting Minutes Filtered View

© Add Meeting [ Export_To_CSV_R12

< TrackCode { Track name i Meeting No. i Subject i Meeting Date i Location i End Date :  Next Meeting Date i Aftachments

£ QUALITY %gg{}tﬂ?‘é““”’am QAMOO1 QA Meeting 2020-07-17 Head Office 2020-07-17

€ |TEST Test Topic 001 Test 2020-07-15 Conference Room 2020-07-15

< WKLYPM ‘;:}':ﬁ:g’eﬁ"ggi;ﬁ‘deeﬁng WKLYPMOO1 Weekly Project Management Meeting | 2020-07-14 Conference Room 2020-07-14 2020-07-21

Show Al 1-30f3llems

The first field you will see is Topic. Topics will vary by project and are the most logical groups to
organize information. You can choose to use an existing “Topic” or create a new one. If this is the first
time scheduling a meeting on the project, you will most likely have to create new topics. Choose an

existing “Topic” by selecting one from the Topic field. To create a new topic, click the plus sign ()
next to the field.

Topic* Q

If you choose to add a topic, a new pop-up will appear. The first field you will see is Code. The Code
can be anything you choose, up to ten characters. For example, if you are scheduling a weekly
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project management meeting, the code could be WKLYPM. Enter a mask for the meeting number
and the meeting items numbers. For example, SF*** would create meeting numbers of SF001,
SF002, etc. Indicate if you want to restart meeting items from the number 1 for each new meeting.
After completing all fields, click [Save].

Add Track Save | Save & New Cancel

Required fields are indicated with a blue friangle®

Track Information

Code™ WKLYPM
Mame® Weekly Project Management Meeting

Frequency Weekly hd Restart Meeting Items Numbering Within Mew Meaeting
Meeting ID Mask™ WkLYPM=**

[tem 1D Mask™ WLy ==*

All items noted above will be deemed true and accurate if the readers do not
express their objections within the next seven days.
Minutes Footnote

e

You can now select the topic you just created in the Topic field. You can then create a Subject for the
meetings, set the start date and times, schedule a reminder to go out to attendees, and write the
location and purpose of the meeting. [Save] the Meeting if you are ready to add attendees, or [Save a
Draft] if you need to gather additional information.

Once you save, the screen will show “Not Submitted” at the top. You can return to this meeting and
make updates at any time. Just click the [Edit] button to add Agendas, Attendees, Next Meeting Info,
Notes, or Attachments.

MEETING INFORMATION

y‘Topic* Weekly Project Managemer Q,
Subject* Weekly Project Management Meeting
Meeting Date* 2020-07-14 B Start 10 v 00 v AM v End 11 »: 00 v AM w
Entered By TEST_CI_COR TEST_CI_(Q
Reminder Date 2020-07-10 =
Location Conference Room

Purpose Updates to PMP

3.7.3 Agenda

To add agenda items, click on the Agenda tab on the screen. Create an item number, select or create
a topic for the agenda item. For this example, the agenda item relates to the budget, and will be
categorized as a “Budget” topic. In the “Name” data field, be more specific regarding what this
agenda item is about. For instance, this item is about Overtime. You can select a person to be
responsible for tracking this item, and in the minute field, write what was discussed in the meeting. If
you schedule a due date, it will show up on the Project Calendar and My Actions list of the person
responsible.
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Agenda Aftendees Next Meeting Info Notes Aftachments

rDa ltem No. 1 Topic  Budget Q Name™  Labor Cost - Overtime rD\ =
Group Item [] Seq 1069057 Status  New v Responsibility NAVFAC Q  TESTKTRPMTESTKTQ
Need to reduce overtime.

Comments

Due Date  2020-07-17 =]
KTR PM commented that due to permitting delays last week, his team would need additional OT hours this week to make the deadline
Minute Revised Date =]

= Date Completed

Click [Save]. If you want to add a note to an agenda item, or mark an item as complete, you can do
that with the icons that appear on the side of the item.

Agenda Attendees Next Meeting Info Notes Altachments
ftem No. 1 Topic Budget Name Labor Cost - Overtime
Group (J Seq 1069057 Status New Responsibility NAV - TESTKTRPM TESTKTRPM

Comments Need to reduce overtime

Due Date 2020-07-17
14-JUL-20 (TTESTCIC)
Minute KTR PM commented that due to permitting delays last week, his team would need additional OT hours
this week to make the deadline.

Revised Date
Date Completed

Link to Issue

3.7.3.1 Copy Agenda Items

Once Agenda Items are created, you can copy them to save time. To do this, click on the blue plus
sign to create a new Agenda Item, then click on the icon to the left of the new item that looks like two
pieces of paper. This will copy the agenda item above it, so you can add different discussions or
action items from a meeting. Don't forget to save after each item is created.

Agenda Attendees Next Meeting Info Notes Attachments
= Item No. 1 Topic  Budget Q Name® Lapor Cost - Overtime =
Group Item [] Seq 1069057 Status  New v Responsibility NAVFAC Q  TESTKTRPMTESTKTQ
Need to reduce overtime.
Comments

Due Date  2020-07-17 =]
KTR PM commented that due to permitting delays last week, his feam would need additional OT hours this week to make the deadline.
Minute Revised Date =]

P
Date Completed

+ - ftem No. Topic Budget Q Name*  Copy of Labor Cost - Overtime FD =

Group Item [] Seq 1069058 Status  New v Responsibility Q Q
Comments

Due Date  2020-07-17 =]
KTR PM commented that due to permitting delays last week, his feam would need additional OT hours this week to make the deadline.
Minute Revised Date =]

P
Date Completed

3.7.4 Add Attendees

Add everyone invited to the meeting and record their attendance. Click the blue plus sign underneath
the Action column. This opens the row for adding team members. Click the Search icon under the
Name column.
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only Absant Guest Motes

Namg Action

O_ b=

A pop-up will appear with everyone currently assigned to the project. Select the team members that
attended or were invited to this meeting and click [Accept]. Finally, click [Save].

Nama £c only Absent Guest Motes Action

KTRQC . L =
KTR 584 " L+
TESTD ’ ee

TESTET a :

3.7.5 Next Meeting Info

This section will display if a related meeting is scheduled. Click on the Next Meeting Info tab on the
Meeting Detail screen.

Agenda Attendees Next Meeting Info Notes Attachments

Date* 2020-07-21 =2 Time 10 . 00 v AM v
Subject*  Weekly Project Management Meeting

Location Conference Room

Reminder Date *  2020-07-17 EB

Comments

3.7.6 Notes and Attachments

The last two tabs are Notes and Attachments. If you want to add notes or attachments, click on the
tab, and then go to the top of the screen.

For notes, click [Add Note].

&+ User Extensions | | @ Create Next Meeting || @ Add Meeting || @ Add Note ]| # Edit | | & Printable || & Print Report | | & Quick Print

For Attachments, click Upload Multiple to upload a single or multiple attachment.

||l & Upload Multipie | # Edit Details || € Back To Log

Once you have added all of the information to your meeting, click the [Submit] button at the top of the

screen. You can return to this meeting at any time by using the Communications Management folder
in the navigation pane.
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4 Site Management

4.1 Background

The Site Management section contains Daily Reports, Punchlists, and Checklists that serve as
deliverables KTRs give to NAVFAC. Site Management also contains Non-Compliance Notices, which
the government can issue to KTRs. These features allow KTRs to easily add, track, and update
deliverables within the project.

Use the Navigation Pane on the left side of the screen under the Site Management folder to find the
following folders.

- (+[=) .

Project: UAT Testing (UATTEST)

b Communication Management

4 Site Management
Daily Report
Punchlists_Testing Logs
FWD_UltraLean COAR RFP
MNon-Compliance Notices

b Checklists

Scheduling App

b Document Management

4.2 Daily Reports

Daily Reports offer an easy place to keep track of safety, material, and labor on a project. To access
Daily Reports, go to the Navigation Pane, select Site Management, and then Daily Report. The
following section details how a Daily Report is created by the KTR.
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Project: UAT Testing (UATTEST)

b Communication Management

4 Site Management

Daily Report

Punchlists_Testing Logs
WD_UltraLean COAR RFP
MNon-Compliance Notices
b Checklists
Scheduling App

b Document Management

This will open a screen to start the Daily Report. It opens the Daily Report Log where you can view all
Daily Reports submitted for this project. Click Add Daily Report from the top, right corner to create a

new report.
Daily Report
| © Add Daily Report |E Export To CSV_R12
Drag a column header and drop it here to gr
¢  Journal No. i Date Created i Report Start Date *  Report Emd Date | Prepared By
< | DLY-00001 2020-04-30 2020-04-29 2020-04-29 TESTKTRQC TESTKTRQC

4.2.1 Information in a Daily Report

4.2.1.1 Report Identifiers

At the top of each new report is a section to collect information identifying the report, the date,
conditions on-site, and the crew and project manager working.

Daily Journal Detail Tasks Own Equipment Trade Equipment Materials Quality Control Visitors Safety o

Report No. | DLY-00014

Date  2020-07-15 B3 Low Temperature Sky Q
Prepared By TESTKTRFM Q Shift High Temperature Rain Day
Wind Q. Precipitation (in)
User Defined
Project type Report Start Date  YYYYMMDD Report End Date ]

The fields in these sections are described below.
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e Report No.: The Report No. is filled in automatically.

o Date: The Date prepared is also automatically filled in with the day the report is created.
e Prepared By: The Prepared By field shows the name of the user creating the report.

e Low Temperature (F): Enter the minimum temperature for the day.

e High Temperature (F): Enter the maximum temperature for the day.

e Wind: Use this field (Search icon) to select the wind conditions for the day.

e Sky: Use this field (Search icon) to select the sky conditions for the day.

e Rain Day - Checkbox: Check this box if there is rain.

e Project Type: Use the box in this field to type if this is a Construction Project (CON) or
Facilities Services Project (FSC).

o Report Start Date: The Report Start and End Dates can be used when a Daily Report is
being submitted for a date range or date that is not the day the report is created.

e Report End Date: If the report is created on the same day it is covering, just enter the
date in this field.

e Submitted By: This is a field that displays after Daily Report is submitted. It displays the
user that submitted the Daily Report.

4.2.1.2 Daily Report Tabs

After completing the Report Identifiers at the top of the Daily Report, users will see a list of tabs
available to complete different sections of the report.

Daily Journal Detail Tasks Own Equipment Trade Equipment Materials Quality Control Visitors Safety Notes Attachments 0

When selected, each tab will open a screen with different sections of a Daily Report. The fields in
each screen can be completed at the office or in the field on a portable tablet device.

Click on the [Edit] button to begin adding details to tabs.

Daily Journal Detail Tab

The Daily Journal Detail tab contains a General section which provides seven open-answer fields to
start the report. Users may log information with 4,000 characters or less for the following areas:

e Activities

o Work Performed Today
e Problems or Delays

e Subcontractor Progress
e Special Assignments

e Potential Changes

e Incidents on Site
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Work Performed
Today

Problems or
Delays

Subcontractor
Progress
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Special
Assignments

Potential
Changes

Incidents on Site

To answer each section, either click in the box and start writing, or double-click the box to expand into
a larger field. When expanded, users will have the option to check spelling before entering their

information.

Check Spelling Accept Cancel

The activity completed today was site clearance.

Tasks Tab

Tasks can keep track of the daily workload, humber of staff assigned to a project, the man- hours

worked on each team, and any notes.

To create a new line, click on the blue plus sign under the Action column.

Tasks
Action Company Contractor/Employer
= NAVFAC Q.|| | ABC Contractor

For each new line created, add the Company, the Contractor, and the Trade, for which you are
tracking manhours. The company will be the General Prime Contractor, the Architectural Engineering
Firm, NAVFAC, or a generic Subcontractor. Subcontractors are not anticipated to have access to
eCMS, and therefore, won't be entered into the system. However, you can select Subcontractor as
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the Company and enter the name of the Subcontractor in the Contractor/Employer field to track their
hours. The Trades field provides a list of trades to select the trade you are tracking hours for.

Tasks
Action Company Contractor/Employer Trades
= MAVFAC Q.|| | ABC Contractor Carpenter Q ||
|

Enter the date in MM/DD/YYYY format in the Work Date column. Then you can enter numeric values
for Number of Workers, Man-Hours, Overtime Hours, and Double Overtime Hours. The Daily Man-
Hours field will calculate the total hours worked by all workers. The total of all Daily Reports on the
project is calculated in the table below.

Action Company Contractor/Employer Trades Work Date \r:lv%rgrers Man-Hours OT Hours DOT Hours E‘;E‘;SMEH'
= MNAVFAC Q|| | ABC Contractor Carpenter Q||| 07/14/2020 3 8 2
Total
Total as of Report Date 17 32 [i] (] 136
Project Total 17 32 1} L1} 136

If you imported the Schedule Activities with the baseline schedule in the Schedule App under
Document Management, then you can use the Search icon to select an Activity Code for this work.
Otherwise, leave this field blank. In the Notes column, you can add any additional comments.

Activity Code Notes Action
Q| | Additional Notes &
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Labor Tab

This tab is used to record the hours worked by individual employees. To open a new line, click the
blue plus sign under the Action column.

Labor

Validate gle;lecl Rﬂselecl
Action Select Comp Emp# El;:g\eoyee Job Phase Cat Normal Hours OT Hours DOT Hours Other Hours Type
(+]-] v NAV Q Q Q Q Q ¥
. Total
Total as of Report Date 8 (1] 0 0
Project Total 8 0 [} ]

Field Force Tab

This tab allows for the recording of your own crews or subcontractor crews that worked on the job
during the day. To open a new line, click the blue plus sign under the Action column.

FieldForce

Action Comp Name Notes Action
-] NAV Q|| | NAVFAC =
B8 | navearo Q|| | NAVFAC Partner (=]
= zz Q| | | Test Company =
(]

Own Equipment Tab

The Own Equipment tab can be used by the KTR to track the equipment used on projects. To open a
new line, click the blue plus sign under the Action column.

Own Equipment
Validate Select All Unselect All
Schedule Notes (Work
Action Select Comp* Activity No. Owner Tran Code Job Phase Cat Hours Used Location and Action
g Description)

Enter your company in the Company field. If you imported the Schedule Activities with the baseline
schedule in the Schedule App under Document Management, then you can use the Search icon to
select an Activity Code for this work. Otherwise, leave this field blank. Enter the person responsible
for the equipment in the Owner field.
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Own Equipment

Select

Validate All Unselect All
Action Select Comp™ i‘égﬁgﬂ lfl = Owner
—| v NAVFAC Q Q||| sally Sue

If you have a Transaction Code, you can type it in the Tran Code field. The Job field will autofill with
the Project Code. If you like to track the Phase and Category, you can type entries in those fields, but
they are not required. Include a numeric value in the Hours Used field and any Notes, such as the
Work Location and Description, in the last field.

Own Equipment
Validate o Unselect Al
Schedute Notes (Work
Action Select Comp* Activity No. Owner Tran Code Job Phase Cat Hours Used Location and Action
2 Description)
-] v NAVFAC Q Q|| sallySue 1235 Q) [NAVIEST Q| |INITIAL Q| sAws allla Lower floor -]
[+

Trade Equipment

Use the Trade Equipment tab to track the equipment used by the Subcontractors. To add a new line,
click the blue plus sign under the Action column.

Trade Equipment

Action Owner Construction Equipment Used Today {incl Make and Model) Description Action
EBE  |navParot Q| Make & Model Additional information. =]

Enter the Subcontractor in the Owner field. Include the Equipment Make and Model.

If you need additional room for information or additional details, use the Description field.

Materials Tab

The Materials tab is for recording deliveries to the jobsite. Click the blue plus sign under the Action
column to create a new line.

Materials
Validate gﬁlect ‘l!J\:ﬂlserec(

Action Select Company 2%%&‘;":"0‘ Submittal # Quantity Units Ticket # Time Received By Contact
= v NAVFAC Q Q.|| | CC18MA-001 || |25 EA Q{123 1 | 00 ~ | AM v | NAV Q||| TTE Q

The fields in this tab are described below.
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e Company: Use the Search icon to select the company. Choose NAVFAC if submitting on
materials for the Navy, Subcontractor if discussing a subcontractor, or the KTR company
if reporting for yourself.

e Schedule Activity No.: If you imported the Schedule Activities with the baseline
schedule in the Schedule App under Document Management, then you can use the
Search icon to select an Activity Code for this work. Otherwise, leave this field blank.

e Submittal #: If there is an associated Submittal Number, you can enter it in the Submittal
# field.

e Quantity: Indicate how many units of the material are being used.

e Units: Click the Search icon to open a list of values for Units. Select the type of Unit,
such as Dollars, Box, Cubic Yard, etc., used to measure the material quantities.

o Ticket #: If the material vendor or KTR have an internal ticketing system, track the
associated ticket number here.

e Time: Select the time materials were delivered.

e Received By: Use the Search icon to select the company of the person who received the
materials.

e Contact: Use the Search icon to select the person who received the materials.
e Vendor: Type in the Vendor's Name.

e PO Number: If using Purchase Orders for materials, the PO Number can be tracked
here.

o Release: If using release forms, document them here.
e Line: Indicate the line item being purchased.

¢ Notes: Record any comments or notes associated with the Notes.

Quality Control Tab

Under the Quality Control tab, click the blue plus sign under the Action column to create a new line.

Quality Control
Séﬂgfgé”;’:s HoK Werr Aok For Follow-up provide 1) Description of | Remarks - (For Follow-up Phase explain if
, F Definable Feature of o : Work, 2) Testing Performed & by Whom, 3) | work does not comply with contract or safety) ,
Action Qggm;‘;si% the Work Activity Code ggmﬂg;’ with gg;ga_“es with Spec Sec, 4) Location, and 5) List of {For Re-work provide description) Action
Checklists Folder) Personnel Present Manufacturer Rep on-site, etc.
8 Q Q Q ]
=]

In the next column, QC Phase, select the Search icon to choose the type of checklist completed for
this daily report.

QC Phase [note: link |
preparatory and initial phase l Value
checklists in the Checklists 1

Folder) .
@ Follow-up
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Checklists can be found in the Navigation Pane, under Site Management and then Checklists.

4 Site Management

Daily Report

Punchlists_Testing Logs

FWD_UltraLean COAR RFF

Maon-Compliance Motices

Weekly Check List

4 Checklists

KTR_QC Preparatory Phase
KTR_QC Initial Phase
GOV_0QA_Green Zone_Preconstruction
KTR_Safety Contractor Self-Assessment
GOV_QA Report
GOV_Quality Assurance Surveillance Plan (QASPICPARS)
GOV_0QARed Zone
FSC-Safety Assessment
FSC-Activity Hazard Analysis
FSC-Customer Comment Record
FSC-Performance Assesment Worksheet
FSC-Management and Administration Evaluation

FSC-Quality Management System Pre-Performance

Once the Daily Report is started, complete the checklist, and then link the Daily Report to the
checklist using the Related Objects tab in the Checklist. There is no Related Objects tab in Daily
Reports, so this function will need to be completed in the Checklist. Use the QC Phase field under the
Quality Control tab of the Daily Report to indicate which checklist was completed.

QC Phase (note: link
preparatory and initial phase
checklists in the Checklists
Folder)

Ead INmiAL

In the next column, use the Search icon to select the Definable Feature of Work. A pop-up will appear
with a list of 541 Definable Features of Work.

Action

jo
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Definable Feature of Work

[ mare s da.nay sibiomicprod PAOdy Jourmsl thowl ovailast o prafOn|

(D Not secure | naviscaw3snmm

If you imported the Schedule Activities with the baseline schedule in the Schedule App under
Document Management, then you can use the Search icon to select an Activity Code for this work.
Otherwise, leave the Activity Code field blank.

Check the boxes to indicate with the work reported in the Daily Report complied with the Contract and

with Safety.

with with

Work Work
Complies Complies

Contract Safety

< L4

The final two columns are comment boxes for Follow-Up and Remarks. In the Follow-Up box, include
information such as 1) Description of Work, 2) Testing Performed & by Whom, 3) Spec Section, 4)
Location, and 5) List of Personnel Present. In the Remarks box, if this is the Follow- Up Phase,
explain if the work did not comply with the contract or safety. For Re-Work, provide a description, and
always include the Manufacturer Representative on-site.

Personnel Present

For Follow-up provide 1) Description of
Work, 2) Testing Performed & by Whom, 3)
Spec Sec, 4) Location, and 5) List of

1) Description of Work, 2) Testing Performed Description

Remarks - (For Follow-up Phase
explain if work does not comply
with contract or safety.) (For Re-
work provide description)
Manufacturer Rep on-site, etc.

Visitors Tab

This tab is for recording who visited the site during the day, the time they arrived, and the reason for

the visit. Click the blue plus sign under the Action column to create a new line.
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Visitors
Action Time comp Company Name Visitor Name Remarks Action
B8 |[0a00am NAV Q|| NAVFAC TESTAE TESTAE Q =]
B8 || 03w NAV Q|| NAVFAC TESTKTRPM TESTKTRF © (+]—]
B8 |[1100am NAV Q|| NAVFAC TEST_CI_CORTEST_CI, Q (+]-]
Safety Tab

The Safety tab is used to enter safety related incidents on site for the specified date. There are six
open-answer fields. Users may log information with 4,000 characters or less for the following areas:

e Standards and Policies
e Precautions

e Fail Safe

e Concerns

e Records

e Additional Notes

Safety

Standards and
Policies

Precautions

Fail Safe

Concerns

Records
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To answer each section, either click in the box and start writing, or double-click the box to expand into
a larger field. When expanded, users will have the option to check spelling before entering their
information.

Check Spelling Accept Cancel

Safety information can be entered here.

Billing Units Complete Tab

This tab automatically displays all lines of a contract that are defined with the billing type of UPHS —
“Phase Unit Billing”. Each billing line will show the bill code, the bill code name, the billing weight
measure, the contracted units, and previously invoiced (billed) units. There is one enterable field: the
Today’s Units column.

A Previously Submitted Units column has also been added to this tab. It is the total of the Today's
Units column accumulated for daily journals prior to the current journal date, for SUBMITTED
journals.

Units Complete Tab

This tab is used to track a job’s completed units. Phases are selected and then units completed
against those phases can be tracked for the day.

Daily Work Plan Tab

This tab is used to enter a daily work plan for a specified work crew.
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BETTER FASTER

SAFE

Work Location

Yesterday's Actual CCF

GainfLoss

SAFETY CONCERNS
FOR TODAY|

Work Description

[Today's Interim Goals by time or activity

TZT Observer
Assigned

[Foclbox: Tak Given?

Goal #1

Over Exertion/Repetitive Work

Elevated Losds
Fall Over &/ eading Edge

DustSiliea

The Daily Work Plan uses the following acronyms:

CCF: Crew Cost Factor
TZT: Targeting Zero Together
TCT: Traffic Control Technician

TCS: Traffic Control Supervisor

4.2.1.3 Copy Previous Reports

Identify Potential Hazards of Mabile Equipment

Identify Potential Hazards
Slip=Trips/Falls
FiralHot work

Control

Head/Cold Exposure
Improper Load Securemer

Electrical Shock

Crane Capacity Over T0%

nt

Once a daily report has been created, save time on future Daily Reports by clicking the Copy

Previous Report button in the top, right of the screen. Once copied, just update changes that occurred
and Submit. All information is copied over except for the Quality Control tab. However, this feature is

being programmed and should be available in the future.

4.3 Punchlists and Testing Logs

4.3.1 Purpose

The Punchlists and Testing Logs allow KTRs to report any work that is incomplete or damaged near

the end of a project. Punchlists and Testing Logs are in the Navigation Pane under the Site
Management folder.
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Project: UAT Testing (UATTEST)

b Communication Management
4 Site Management

Daily Report

Punchlists_Testing Logs

FWD_UltraLean COAR RFP
Mon-Compliance MNotices
Weekly Check List

b Checklists

Scheduling App

4.3.2 Adding a New Punchlist

NA/FAC

Naval Facilities Engineering Command

Under Site Management, select Punchlists_Testing Logs. A list of existing Punchlists will display on

the Punchlist Log.
On the upper right corner, click [Add Punchlist].

Punch List

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

< | Punch List No. 1 | Title 1 | To Partner

LR LR ARl [ Export To CSV R12

: To Contact

Fill in the required fields.

Punch List Notes

Punch List No.* PL-0002
From TESTKTRPM TESTKTRPM

To:* TEST_CI_COR TEST_CI_COR

cC

Bee
Title*  Punch List MDR
Description  Description for Punch List MDR

Area Fields Q Area Fields Q

Area Fields

Aftachments

Status Open

Q Area Fields Q

Below is a short description of each field.
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Punchlist No.: This is the auto- generated number of the Punchlist.
From: This field indicates who sent the Punchlist.
To: This field is used to select the receiver of the Punchlist.

CC: This can be used to add additional users that will need to see this Punchlist. They
will not be able to respond.

2 X

a & ox

BCC: Additional users can be added to the Punchlist. BCC users will not be able to
respond, and their names will not be seen by other users.

0.

Q = 0K

Status: This field can be set to “Open” or “Closed” and refers to the overall Punchlist.
Title: Create a title of the Punchlist.
Description: Write a short description of this Punchlist.

Area Fields: Select the locations affected by the Punchlist.

The following describes the fields in the Punch List Details section of the screen. Click the blue plus
sign to add more punch list details.

PUNCH LIST DETAILS

mem No. 0001 Description  Putchist Datuss

Adea Project  Avea | - Area Project Aiea Project 3 Aiwa Project

Coniact Tawl COR

Inspctid By Tast AE : =

nspected  2016-01-16 ] Recetved On  2019-D1-07 = B On  2018-01-07
Schd. Compl.  2010-01-14 ] Completed 2010-01-1% = Reinspacted 2010-01-18

Value 1

Item No.: This refers to the number of the Punchlist Detail.
Description: A short description of this part of the Punchlist Detail is provided here.
Area Project: This is the physical area discussed in the Punchlist.

Responsibility: A user will be a responsible for this Punchlist. This field indicates the
user’s company.

Contact: The specific user that is responsible for this Punchlist.
Inspection Company: This is the inspector’s company.

Inspected By: The user who inspected this Punchlist.
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e Status: This refers to the status of the individual Punchlist Detail. The status can be
affected if other fields within the Punchlist Detail have been set.

e Inspected: The date when Punchlist inspections occurred.

e Received On: This is the date of when the Punchlist was received.

e Issued On: Date this part of the Punchlist was issued.

e Started At: Date when the Punchlist is worked on after inspection.

e Schd Compl.: This is the Schedule Complete date: the projected date when the
Punchlist will be completed.

e Completed: The date the Punchlist was completed.

e Reinspected: The date the Punchlist was reinspected.

e Sign Off: The date the Punchlist was signed.

e Value: The value of the Punchlist after it has been reinspected and signed.

Once the Punchlist has been completed, select [Submit] in the upper-right hand corner.

e

& Check Spelling | [T Copy From || B Save Draft || B Save ||| & Submit | @ Cancel

Refer to Section 3.2.3 Attachments, Related Objects, and History to add any Attachments or Related
Objects to the Punchlist.

4.4 Non-Compliance Notices

4.4.1 Purpose

Non-Compliance Notices can only be issued by NAVFAC. Non-Compliance Notices are in the
Navigation Pane under the Site Management folder. If you, the contractor, receives a non-compliance
notice, you will see a bold number next to that field in the Navigation Pane upon logging into eCMS.

Project: UAT Testing (UATTEST)

¥ Communication Management
4 Site Management
Diaily Report
Punchlists_Tesiing Logs

FWD_UltraLean COAR RFP

Non-Compliance Notices (1)

¥ Checlists

Scheduling App
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From the Non-Compliance Notice log, click on the bold notice at the top. This will open the Non-
Compliance Notice from NAVFAC.

Notices
[ Export_To_CSV_R12
< | Notice No. i Subject : Status i From Partner ¢ | From Contact i ToPartner : To Contact ¢ Date i Attachments
TEST CI_COR TESTKTRPM
< ' NOT-00003  Non-Compliance MOR | Open NAVFAC TEST-GreoR NAVFAC TESTRIREM 2020-07-16
< NOT-00001  Hard Hat Violation Open NAVFAC TESTCICM TESTCICM | NAVFAC IsslaLes 2020-05-05
¢ NOT-00002 | TestNon Compliance | Open NAVFAC TEST CILCOR NAVFAC JESTHIRRM 2020-07-13

Read all information. If there is a check mark next to the Notes or Attachments tab, check those tabs
for additional information. To respond or add information, click the [Edit Notice] button in the top,
right corner.

# Edit Motice || & Print Report | % Link to Issue || € Back To Log

This will open the Status field. Select the status form the drop-down list. The Follow-Up Notes
comment box and the Done On date will also be open for editing. Use the calendar icon to select a
date when completed.

Submitted (in EST) B
Recetved (n £5T) O

Subyect Nos-Comepliance hetice Example

Holes A00 oetad about [he nonrcomplante

Add commants here

Follow Up Nodes

AL s e s

You may also add additional Notes or Attachments using the tabs at the top. Once complete, click
[Save] in the top, right corner.

i Check Spelling | £ Save | @ Cancel

4.5 Checklists

Checklists are used for inspection and to keep the project on track. To locate Checklists, select the
Site Management folder.
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<>

el 1O

Project: UAT Testing (UATTEST)

b Communication Management
4 Site Management
Daily Report
Punchlists_Testing Logs
FWD_UltraLean COAR RFP
Mon-Compliance Notices

Weekly Check List

p  Checklists

Scheduling App

Then, click Checklists. The following are the Checklists that are currently available:

4 Checklists
KTR_QC Preparatory Phase
KTR_QC Initial Phase
GOV_QA_Green Zone_Preconstruction
KTR_Safety Contractor Self-Assessment
GOV_QA Report
GOV_Quality Assurance Surveillance Plan (QASP/CPARS)
GOV_QA Red Zone
FSC-Safety Assessment
FSC-Activity Hazard Analysis
FSC-Customer Comment Record
FSC-Performance Assesment Worksheet
FSC-Management and Administration Evaluation

FSC-Quality Management System Pre-Performance

4.5.1 Adding a New Checklist

Under Site Management and Checklists, select one of the Checklists. The KTR_QC Preparatory
Phase will be used in this example. Select [Add] on the upper-right corner.
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KTR_QC Preparatory Phase

© Add [ Expart_To_CSV_R12

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

< | Checklist No. : Date Created : Partner : Contact : | Attachments

Fill in the required fields of the upper half of the Checklist. A short description of the top fields is
provided below.

Checkiist Dotails

Checkdist No.* 00004 Created Date®  2019-01-07 =2

Created By KTR PM
e Checklist No.: An auto-generated number for this specific Checklist.
e Created Date: The date the Checklist was created.
e Created By: Indicates the user who created the Checklist.

The General section varies between Checklists. There will be up to six comment boxes that allow for
open answer responses. Each comment box can hold 4,000 characters.

Bast Commanty
Commants
Sguc Sechion

Mmoo oo -hirooouoo: Fa

Comiract Ko,
Sont Detrati Fastune of Vo
Dafinable Featun of Work

Sehedule AL N2,

Irdex &

The final part of all of the checklists is the questions. Each question is accompanied by a “Y” for Yes,
“N” for No, or “NA” for Not Applicable. Select the answer that best matches the question asked. Then
add any additional information in the Comment box provided. Type the Date when relevant.

| Parsonnet Present ¥ N HA|cComments Date

|

[trenemant Flap rsind? Hama'? Posion CompanyGomrment? . Jeih Dow, Construction Manager, NAVFAC 010712018
| -

| Submattaly Y N KA} Comments Date

|
[Rieens Subemimals andies Suseniiai Regetes Hive 38 Submutiain been subentied

o apmcovedt (s, what e b £xot e puberatied o appeorend) AR, oy

v a8 rmaberian o ar? M o, i er o b " N @

(This wheud be done 2

ek e =
[rateast arrrvrs | Comments Avniing Snal Sypmitialy :

1
| Matenial storage ¥ N MA Comments Dt

e mteriats store progesty If o, what acton is takee

All checklists should be similar to existing forms that you are familiar using. Complete all pertinent
information and then select [Submit] in the top, right corner of the screen.

I [r—
i o Check Spelling | B Save | | [B Save Draft || @ Cancel | & Submit | € Back To Log
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<>

5 Document Management

5.1 Background

The Document Management section of eCMS is located in the Navigation Pane on the left side of the
screen.

gopl  Q

Project: UAT Testing (UATTEST)
b Communication Management

b Site Management

4 Document Management

Scheduling App
b Document Packages
Document Folders

F Reports

This section consists of the Schedule App, where schedules can be created from scratch or

Primavera and MS Project schedules can be imported or exported. Primavera files can also be
uploaded in the Document Attachments.

This section also includes Documents.

5.2 Restrictions on Document Upload

A user can upload as many files as needed However, the size limit of files per batch upload is 200
MBs.

5.3 Schedule App

In the Navigation Pane on the left side of the screen, open the Document Management folder and
select the Schedule App. If any baseline schedules have been uploaded, they will appear here.
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- (+[=) .

Project: UAT Testing (UATTEST)

» Communication Management
b Site Management

4 Document Management

Scheduling App

b Document Packages

Document Folders

At the top of the schedule screen, several tabs appear. Use these to create a schedule or import an
existing schedule.

File » Import~ Exportr \Viewtools ~ Show baseline = Show Rel. Objects

On the right side of the same bar, the Project Calendar displays the Schedule. With the drop-down,
adjust the settings to only see critical path milestones, cascade changes, or view only tasks that are
less than 30% complete. Users can also use the search bar to search for specific activities

"'_" Project Calendar Settings ~ | Search for activit

(4 1]

Sess

5.3.1 Files

File ~ |Import~ Export~ \View tools + @ Show baseline Show Rel. Objects

Using the drop-down menu on the File section of the tool bar, you can choose to Save the schedule

created, Approve the baseline schedule for the project, Refresh the tasks, or Print the schedule to
PDF.

5.3.2 Import/Export Schedules

File + |Import~ Export~| WViewtools~  Show baseline | Show Rel. Objects

To import a schedule from CSV, Primavera, or MS Project, select the Import drop-down. Select the
file type. A pop-up will appear for the Import.

Primavera PM XML Import
Upload XML file & Browse...

Import Cancel
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Click the [Browse] button to find the file on your computer and select [Import] when done.
To Export, select the drop-down next to the [Export] button on the tool bar. Select the file type to

Export. This will automatically download the file to the desktop.

NOTE: If the user does not have Primavera or MS Project installed on their computer, these file types
will not work.

5.3.3 Tools

Select the drop-down next to View Tools on the tool bar.

File~ Import~r Export~ | View tools ~ | Show baseline = Show Rel. Objects

Use these tools to navigate the Activities and Tasks in the schedule. The Previous and Next buttons
will move the viewer back and forth between tasks.

View tools » | Show bassline  Show Rel. Obj

4 Previcus

% Next

£ Collapse all

[

f £ Zoom tofit
Expand all

Highlight activities longer than 7 days

v vV 4

Scroll to last Activity

Collapse All will collapse all tasks so that the user is only viewing the Activities folders.
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Activities L4 [

Activity Name ~ Start Finish

] P-100 TSE-2 UPGRADED DOOR

-] OPTION 1: P-099 BLDG/TSE-24  08-20-2014 02-08-2017
) OPTION 2: P-093 IX-516 MOOR  p8-20-2014 09-01-2016
] OPFTION 3: P-093 T58-24 UPGR.  08-20-2014 08-20-2014
) OPFTION 4: P-099 DEMO & REM  08-20-2014 08-20-2014
L OPTION S: P-100 ESS & IDS SY | o8-20-2014 08-20-2014

] P-100 FF&E T58-1 & TSE-2

{Z) P-055 FFAE TsB-24

Zoom to Fit will format the schedule to appear on one screen. For larger schedules, this may be
difficult to read.

Expand All will display all tasks in the Activities folders.

[ Activities &«
Activity Nama Start Finish
P {3 P-100 BLDG/TSB-2/SAEP(SITE 08-20-2014 04-08-2018
(=] Test 11-15-2014 11-19-2014
(] Mobilization 01-12-2015 01-16-2015
[E] Develop Offsite Parking 03-03-2015 03-23-2015
(=] Install Erosion ControlfSilt Fe | 02-20-2015 03-02-2015
(] Clearing & Grubbing Sequen | 03-03-2015 03-23-2015
(] Earthwork Sequence 1 03-10-2015 04-03-2015
[E] storm Drainage Parking Lot | 03-23-2015 04-13-2015

Use the [Highlight Activities Longer than 7 Days] button to see what tasks need extra attention.

The [Scroll to Last Activity] button will take the user to the last activity in the schedule.

5.3.4 Baselines

File  Import~ Export~ \View tools v | Show baseline | Show Rel. Objects

Select the [Show Baseline] button to show the baseline schedule of the project.
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5.3.5 Related Objects

File~ Import~ Export~ Viewtools=  Show baseline] Show Rel. Objects

Select the [Show Related Objects] button to see if any Communications, Internal Routing tasks,
RFls, Submittals, or other documentation are attached to the schedule.

5.3.6 Show Schedule
[ Show Schedule ]

Select the [Show Schedule] button in the right corner of the Schedule page to show a high-level view
of the schedule.

5.4 Document Folders

The Document Folders screen opens a list of available folders for use on your project. Use these
folders to organize attachments. Files can be uploaded directly to a folder or attached using the
Attachments function of an RFI, Submittal, Communication, Issue, or other applications in the system.
Find the Document Folder in the Navigation Pane under Document Management.

BEE o

Project: UAT Testing (UATTEST)

b Communication Management

b Site Management

4 Document Management
Scheduling App

b Document Packages

Document Folders

b Reports

Your Documents folders may vary from the picture below. Click on a folder icon to open the log
screen for documents of that type.
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Documents
L Upload
TAMENDMENTS & MODS 0
1CON: ACQ/COR ONLY 0
1CON: Contract Awd Doc/P&S/IRFP 0
1CON: Post-Awd Contract Mod 0
1GON: Pre-Awd Contract Amnds 0
1SUB: Attachment/Info DIVO02 to DIV50 1
18UB: Attachments/Shop Dwgs 14
1SUB: Confromed RFP 0
15UB: Contract Dwg: Native/PDF 3

Click the [Upload] button on the Documents screen to bring up the pop-up screen shown below to
add a new document. Select the document-type folder with the drop-down field and then drag the
desired document in the area labelled “Drop files here to upload”.

Upload New Documents
0 Select and upload your file(s)

1AMENDMENTS & MODS v

Cancel

Click one of the folder icons to bring up the contents of that folder, as shown below.

82 e Document Management eCMS Processes and Procedures - Contractor User



Naval Facilities Engineering Command

Documents / 1SUB: Attachments/Shop Dwgs HH
< @ Delete # Edit & Upload
< Number 1| Title i Last Ref. Code i Uploaded By i Related Object
< UATTE-RFI-0004 | columbia light fixtures TESTKTRQC TESTKTRQC 3
i
< UATTE-SUB-0001 | screen shot qc phase blank TESTKTRQC TESTKTRQC 2
< BB | UATTE-SUB.0002 | SCreen shot of test AE first screen TESTKTRQC TESTKTRQC 2
! U missing treeview
[~ ] screen shot missing reviewer window for
< UATTE-SUB-0003 test_ci_pm review TESTCIPM TESTCIPM 2
= na | screen shot no indication of new
< UATTE-SUB-0004 - TESTCIPM TESTCIPM 2
submittal
< BB arTE-SUB-0005 | SCreen shot srmor messaga when TESTKTRQC TESTKTRQC 2
opening profile
e nr | screen shot error when selecting link in
< UATTE-SUB-0006 dashboard submittal TESTKTRQC TESTKTRQC .
3
Show All 1-14 of 14 items

Here, documents can be opened by clicking on their document icon, edited, or deleted in batch by
checking the corresponding checkboxes and pressing the [Delete] or [Edit] buttons, or uploaded to
the selected folder by pressing the [Upload] button.

Upload New Documents
9 Select and upload your file(s)

Cancel

NOTE: The [Upload] button described here differs from the one mentioned above in that it only
allows documents to be uploaded to the opened folder.

5.4.1 Uploading Attachments

5.4.1.1 Uploading Attachments to an RFI, Submittal, and Other Records

There are two options for uploading attachments:
e Using the Attachments Tab
e Using the Document Strip

One major difference between the two options is accessibility of the attachments once they are
uploaded.
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When uploading an attachment into the Document Strip, the attachment will automatically be placed
in a default public folder: Open Submittals or Open RFIs. The attachment will immediately become
accessible to the public. From there, the [Edit] button can be used to move it to another folder, if
desired.

Uploading attachments using the Attachments tab allows the user the flexibility to designate which
folder the attachment is uploading to. This way, the attachment can be automatically placed in a
private folder, if desired.

Both options are described in more detail below.

Uploading Attachments Using the Attachments Tab

To attach an attachment, the record must first be saved as a draft or submitted. Once this is done,
navigate to the Attachments tab.

Attachments

Select [Upload Multiple] on the upper-right corner.

# Edit Details || € Back To Log | o Upload Multiple ]‘

Select the files to upload or drag and drop them on the screen. The bar will turn yellow. Wait for the
bar to turn green as shown below. Then, click [Upload].

NOTE: The maximum file size per batch upload is 250 MB.

UPLOAD MULTIPLE

UPLOAD FILE LIST UPLOAD STATUS
[] Filename Size In progress
[ Attachment_1_Sample_NAVFAC_Document.docx 15 KB Successful
d files h
or drop files here . Failed
Number of Files: 1 15KB

Note: Maximum upload file size for each file is 250MB. If file size exceeds 250ME, file will be highlighted in IREB
Note: Remove unnecessary files before uploading.

Upload | Remove Cancel

A new screen will appear asking for more information about the files. Use the drop-down menu under
Type to show the type of file and document folder where this attachment will be placed. Once the
Type has been selected, click the [Enter Additional Fields] button if you want to add more details, or
click [Proceed] to upload.
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Enter Additional Fields Proceed = Close

SELECT DOCUMENT TYPES

No. Name Type Has Mandatory Fields Action

1. Atftachment_1_Sample_NAVFAC_Document docx {ALL RFI VJ X

1AMENDMENTS & MODS
1CON: Pre-Awd Confract Amnds
1SUB: Attachments/Shop Dwas
1SUB: Contract Dwg: Native/PDF
18UB: Contract ltem: Bonds/Ins
1SUB: Cx Commission: Plan/Rpt

1SUB: Daily Rpts - Prod/QC/Prep
1SUB: Invoice Documentation
15UB: Mtd/WK QC/PAK/Precon
1SUB: REA/Claim

1SUB: Rpis - Test Pin/Log Rpt
15UB: Safety: APP, AHA

1SUB: Sched: BaselLine/Dsgn/Mon
1SUB: Warranty/As-Builts/BOD
2RFI: Attachments

ALL® Correspon - KTR/INAVFAC/AE

Attachment
GOV ONLY :Any GOVIGOV CTR
GOVIGOV-AE ACCESS ONLY hd

There will now be a checkmark next to the Attachments tab indicating that there is an attachment.

Attachments v

Uploading Attachments Using the Documents Strip

To upload an attachment to the Document Strip, the record must first be saved as a draft or

submitted.
Documents
m Type ALLRFI
Number 00000012
Status Mot Selected
Drop files here to upload W Lswr O\ Dociurintiny

Rev Date Jul 15, 2020

Attachment_1_Sample_... =
REV @ AddRev | Edit || Delete

Documents can be added by dragging and dropping files into or clicking within the dashed area
labelled “Drop files here to upload”.

As mentioned earlier in this section, when an attachment is uploaded to the Document Strip, the
attachment will automatically be placed in a default public folder: Open Submittals or Open RFIs. The
attachment will immediately become accessible to the public. Once inside the Document Strip though,
the [Edit] button can be used to move it to another folder, if desired.

Number 00000012
1 Status Mot Selected

User QA Documentstion
Rev Date Jul 15, 2020

Attachment_1_Sample ...

r -.
REV @ Add Rev Edit Delete

Documents that are uploaded to the Document Strip also then appear in the record’s Attachments
tab.
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5.4.1.2 Uploading Attachments to a Document Folder

Choose the folder to add an attachment. Then select [Upload] to add a single file or to add several
attachments at once.

< Husmbses t Tithe ! LastRef. Code  § Uploaded By i Relawsd Object Location § Description

UATTE-RFI0004 | colurnbia light fodures TESTKTRQC TESTHTRAC

UATTE-SUB-0001 | screen shot g¢ phass blank TESTKTRAC TESTKTROC

= S TETRGE T ac
SUB-0002 missing tree TESTKTROC TESTKTRY

TESTCIPM TESTCIPM

TESTCIPM TESTCIPM

screan shat

o pie TESTKTRQC TESTKTRQC

a
]

TESTKTRAC TESTKTROC

Show All 1-14 of 14 tams

A pop-up window will open where a new document can be added. Users can either drag the desired
document in the area labelled “Drop files here to upload” or click inside that same area to browse and
select documents to upload.

Upload New Documents
O Select and upload your file(s)

Cancel

When a user uploads a file, the Title will automatically generate. Enter drawing numbers under the
Designer Ref. box.

5.4.2 Downloading Attachments

5.4.2.1 Downloading Attachments from an RFI, Submittal, and Other Records

To download an attachment from a record, navigate to the Attachments tab.

Attachments

This tab displays all attachments currently attached to the record. For this example, there are three
attachments.
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JPG Test jog PG Tesd prg TIF Tesd 1
A d Ravd

Rav 0

Right-click on the attachment that you want to download. Depending on the browser used, select
“Save link as...” or “Save target as...” to download the file.

5.4.2.2 Downloading Attachments from a Document Folder

Choose the Documents Folder in which the attachment is located. RFI — Attachments will be used for
this example. Locate the attachment you want to download. Hove over the row that contains the
document and click to view.

= SREl Attachmant -
Documents / 2RFI: Attachments e
£ 8 Delete F Edit X Upload
< Nuimber 1 Title I LastRel Code 3 Uploaded By i Related Objoct 3 Location I Description Recoived 3 From Contact
B 5 o 4 &
< UATTE-RFI-O001 | Blocking detall TESTKTROC TESTHTROC
=9 ) S
< UATTE-RFI-0002 | columbia Eght fidures TESTKTROL TESTKTROC 1
< BB ATTERFIO003 | Blocking detad TESTKTROC TESTKIROC
< B arrereioo0s el shol dashboard dats rom another TESTKTROC TESTKTRAC
< B ATTERFIgoDs | creen shot - move cov disposiion to TESTKTROC TESTKTRAC
o tsansy scommindaan : e o
=] T yog | Berean shot - change status field name TES 5
< UATTE-AFI0006 | SCIN shol - changs staus B TESTKTRAOC TESTKTROC
Show All 1 -6 of 6 hems

Right-click the hyperlink under the Attachment column. Depending on the browser used, select “Save
link as...” or “Save target as...” to download the file.

RFE Altachments Dela
Humber UATTE-RFI-0002 Tithe  Cohumbia Wit Rtures
From Comact
Location Descripson Recetved
REVISIONS
Mumbes Dasigner Rl Revislon Date Rocatvad Date Status Usar Dascnption Motes ARtaChamant Change 8 Action
(1 2020-04-22 TESTKTRQC TESTHTRAC Criginal Version ® upans Packages
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