NAVFAC

eCMS

Teams Meeting Controls (All)

Meeting Controls:
1.

Chat: Utilize to ask
questions

People: See a list of
everyone in the
meeting

Raise your “hand” to
let people know you
want to contribute
without interrupting

View: Customize how
you see attendees
and content

Share: Share your
screen

Meeting controls are easy to use and extremely useful for participation. Meeting controls can be accessed
by clicking each icon to hide/unhide:
* Chat: Selected in the screen shot above (see “Meeting chat” on the right side). You’ll be able to access the
chat after the meeting from your chat list.
 Utilize the chat function to ask questions while the presenter is speaking. Feel free to raise your hand and

unmute when the presenter asks if there are any questions at the end of each training module.
* People: See a list of everyone in and invited to the meeting.

* Raise your “hand” to let people know you want to contribute without interrupting: Meeting presenters will

be notified, and everyone will see that your hand is raised when viewing People.

* React: Choose an emoji like < and it will appear for a few seconds on screen for everyone in the meeting.

* View: Customize how you see attendees and content.
* Share your screen:

* When you are sharing, the content being shared will be outlined in red.

«[f the Share icon is grey, you’ll have to ask the meeting organizer to change the setting for Who can

present?

Other notable icons to keep in mind:
* Click the Mic to mute/unmute.

* The person speaking will be circled in purple.
* Click the Camera to tun your camera on/off.
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NA/FAC

Electronic Construction Management System (eCMS)

Module 1: Basics

Module 2: Dashboards

Module 3: Communications

Module 4: Issues

Module 5: Request for Information (RFI)

Module 6: Submittals

Module 7: Daily Reports

Module 8: Meetings

Module 9: Non-Compliance Notices

Module 10: PSPDF Viewer

Module 11: Checklists

Module 12: Distribution Lists

Module 13: Reviewer Templates

Module 14: Punch Lists
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eCMS

\ Module 08: Meetings (All)

This module includes the following topics:

* Introduction

* Meetings Workflow

* Creating a Meeting

* Creating New Meeting Tracks

* Choosing/Editing Meeting Tracks from Existing Tracks
* Invitees and Attendees

* Creating an Agenda for the Initial Meeting

* Linking an Agenda Item to an Issue

* Copying Agenda Items from another Meeting

» Starting a Meeting

* Entering Meeting Minutes (Filling out Agenda Items)
* Closing and Reopening a Meeting

* Creating the Next Meeting in a Track

* Printing a Meeting Report

* Meetings Workflow Recap

e Summary
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Training Structure & Registration (All)

NAFAC

Module 1: Basics Module 8: Meetings
Module 2: Dashboards Module 9: Non-Compliance Notices
Module 3: Communications Module 10:  PSPDF Viewer
Module 4: Issues Module 11:  Checklists

@ o

Module 12:  Distribution Lists

Module 5 & 6: RFIs and Submittals

& Module 13:  Reviewer Templates
Module 7: Daily Reports Module 14:  Punch Lists

ﬁ Access the links below to find the training registration survey and other training material!
NAVFAC eCMS SharePoint Online Site
eCMS Public-Facing Site

* At this time the Deloitte team, in conjunction with the eCMS User Group, is offering 13 training sessions

split up across 14 different Modules (see above).

* Training sessions are conducted multiple times a day, on a weekly basis. This schedule alternates
timeslots and audiences to accommodate busy schedules and time zones that may not be EST. You can
find the training schedule and training registration survey, along with training material, posted in the

following locations:

* the eCMS SharePoint Online site (NAVFAC Personnel Only): (https://flankspeed.sharepoint-
mil.us.mcas-gov.us/sites/NAVFACHeadquartersConstructionDC5/SitePages/Electronic-Construction-

Management-System-(eCMS).aspx)

* ¢CMS Public Facing Site (Contractor & NAVFAC Accessible):

(https://www.navfac.navy.mil/Directorates/Planning-Design-and-Construction/About-Us/Planning-

Design-and-Construction-Documents/Electronic-Construction-Management-System-eCMS/)

* If you would like to attend a certain training session, you can do so by filling out the survey on the sites

(see above).

NOTE: ***Registration must be done at least 1 day in advance.

* Meeting invites are processed at the end of each day, so if you would like to obtain a meeting invite for a
"same day" registration, please reach out to your eCMS POC.
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Introduction (All)

NA/FAC

* The eCMS Meetings feature allows for tracking meeting information
across the entire project life-cycle

« Can only be created 1 way, unlike many other eCMS Objects and
Records
— Through navigation pane (Communication Management - Meeting Minutes)

» Can be created by any role (COR, REV, KTR, etc.)

+ Can be compartmentalized by a few different categories
— Meeting Type / Category (called Track in eCMS)
— Agenda
» Topics

— ltems

* NAVFAC has predefined a set of global meeting tracks and topics that
you can choose from when creating a meeting

» Can be recurring in any cadence

* Every project involves meetings: weekly subcontractor meetings, safety meetings, supporting command
meetings. The eCMS Meetings feature serves as a way to keep track of meeting information by allowing
users to track Attendees, Agenda (composed of Topics and Agenda Items), and Meeting Minutes,
throughout the entire project life-cycle: from first meeting to final revision.

* Unlike many other objects in eCMS, Meetings can only be created from “one end.” You must create the
Meeting directly, from the lefthand navigation pane marked “Meeting Minutes”.

* Meetings are a very powerful tool within eCMS because they can be created, managed, and maintained
by project personnel filling just about any role. Think of Meetings as a way to keep track of meeting
information within eCMS, keeping all of your relevant project data in one place.

* NOTE: Meetings is not a replacement for Microsoft Teams/Zoom/In-Person meetings and does not
provide video/audio call functionality. This module is specifically to be used as a location to create
Meeting Minutes and keep records of meetings and correspondences all in one place with other
project information.

* NOTE: Refer to contract documents; specifically contract specifications that have requirements for
preparation and information to be included with each eCMS object, regardless of if there is a
designated eCMS field or data input.
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Meetings Workflow (All)

Start Meeting

V

nter Meeting Minutes

¥

Close Meeting

NA/FAC
. i N
Contractor COR/CM Reviewer (c'e(ate Meeting .
Select/Create/Edit Track
Create Meeting *
; Add/Edit Invitees
[ Publish Meeting ] P * S
‘ Add/Copy/Edit Agenda
o * %

* The swim lane diagram presents a high-level representation of the process of creating a Meeting within

eCMS.

* The key difference in the Meetings workflow as opposed to other eCMS workflows is that Meetings can

be reoccurring (Daily, Weekly, Bi-Weekly, Semi-Monthly, Monthly, or Yearly).

* Because of this fact, after you close an eCMS Meeting, you can use that closed eCMS meeting to serve
as the “jumping point” for creating the next meeting in the series (ie: if you create a weekly Meeting,

once you close that meeting you have the option to create next week’s Meeting from that closed

meeting), hence the looping nature of the workflow.

* Ifyou are creating a meeting from a previous meeting you have the option to “port over” the Invitees

and Agenda Items, but more on that later.
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Creating a Meeting (All)

1. Navigate to Meeting
Minutes

2. Click Add Meeting

3. Complete Meetings
Form (Tracks,
Invitees, Agenda)

4. Click Save to save
without Publishing

Meeting Detail Notes Attachments

Create New Meeting

5 Ad d AttaCh m e ntS O r Track PROG-Prog v | Edit Track = Create New Track Meeting Date | 2023-03-02 [ Status

N t Subject = Test Subject Start Time  03:00 PM Organizer JAMES H( Q

6. Click Publish to
make Meeting
available to o
recipient(s) | V| *Meeing Dot (20250502

Subject | Test Subject Start Time  03:00 PM Organizer JAMES HOU

Location End Time | 03:30 PM P Start Meeting

© Add Meeting = # Edit

Meeting Detail No!

Location End Time  03:30 PM P> Start Meeting

Meetings are comprised of 3 main components (later on we will dive into each of these in detail):
Tracks
Invitees
Agenda

Adding a new eCMS Meeting is very straightforward, simply fill out the required fields (listed above)

and the SAVE the Meeting Record.

The important thing to remember is that if you want to add Attachments or Notes to the Meeting, you

must first SAVE the Meeting record. The completed (but not necessarily published) record must already

exist before you can add an Attachment or a Note.

As previously mentioned, you can create an eCMS Meeting 1 way only:

As shown on the slide, you can create the Meeting record directly.

It’s important to note the differences between Saving a Meeting record and Publishing a meeting record:
When you Save a Meeting record, it behaves like any other eCMS Object. You can come back to it,
edit the fields, add Attachments or Notes to it, and in the case of Meetings specifically, you can
edit/create new Tracks, add additional Invitees, and edit the Agenda.

When you Publish a Meeting record you grant all invited users access to the Meeting.
NOTE: When a Meeting has been Saved but not Published only the user who created the Meeting can
see the Meeting record. You must Publish the meeting to grant invited users access to the Meeting.
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Creating New Meeting Tracks (All)

NA/FAC

1. Navigate to Meeting
Minutes

Click Add Meeting
Click Create New

Track

4. Update Meeting Track
details

5. Click Save or Save &
New

6. Enter Meeting Subject
and Meeting Date

7. (Optional) Enter
Location and
Start/End Time

8. Select Save/Save
Draft or Publish
Meeting

Meeting Detail Notes

Create New Meeting

Track v | | Edit Track
Subject Start Time

Location End Time

Meeting Date 2023-03-02 E5

Status
Organizer JAMES HC Q

> Start Meeting

E

Add Track
Redquired fields are indicated with a blue triangle®

Track Information.

Name* BUDGET MEETING

Tequency Weekly ~ O Restart Meeting ltems Numbering Within
Meeling ID Mask® BU** :.?ﬁ!‘,i';;"é’.ﬁ:;"wnen
D Mask

ltem ID Mask® pnnnn-
with two (2) letters and three Next
: HS™

2) Create a ltem ID Mask th, the Meeting ID Mask (nnnnn. )
followed by three Next Available Number characters (***).
3) Resulting tem ID Mask nnnnn-***

‘This is an example footnate.

item ID Mask Syntax: n=Meeting ID, g=Group Item ID, y=Year, mm=Month, d=Day, *=Next Available Number

k Mesting ID Mask Syntax: y=Year, mm=Montn, d=Day, “=Next Available Number )

* When creating a Meeting, one of the required sections to complete is the Meeting Track section. A
Meeting Track can be thought of as the cadence/details of that Meeting. This section encompasses what
type of Meeting will take place, where it will take place, when it will take place, and how frequently it

will take place.

* Filling out the Meeting Track section is a fairly straightforward process. You will have 2 options

available:

1. Choose an existing Meeting Track from the Topic dropdown and customize the track to your liking.
2. Create an entirely new Meeting Track

* When you create a new Meeting Track, you must customize the specific details of that Track including
the Name, Frequency, Meeting Mask, Item ID, and the Meeting Minutes Footnote.

* If you would like to create additional Meeting Tracks you may select Save & New and you will be met
with a blank Add Track form to fill out.

* Once you have customized the Meeting Track to fit the needs of your project, continuing filling out the

rest of the section:
* Subject

* Meeting Date (if you choose a recurring cadence this can be though of as the Meeting Start Date).
* BEST PRACTICE: Fill out the Location, Start Time, and End Time. If Start/End Time are not
populated it will preselect a time of 12:00am.

* Finally Save, Save Draft, or Publish the Meeting.




NAVFAC

eCMS

TRAINEE NOTES




NAVFAC eCMS

Choosing/Editing Meeting Tracks from Existing
Tracks (All)

NA/FAC
H @ Cancel | B Save Draft| ESave |+ Publish @ Delete Track @ (=
1. Navigate to and open , —
1 Meeting Detail Notes Attachments
Meeting record
. . Create New Meeting
C“Ck Edlt Track| + [l Edit Track Track Meeting Date  2023-03-02 £2 Status
Sublect DHOC-Ad Hoc/Nen-recurring Meetin, Start Ti o A JAMES HC Q
ubject§ AUDIT-AUDIT MEETING art Time rganizer JAM
SeleCt TraCk from the Vocath FOLL-Follow-up Phase (Incomplete) End Ti == =
ocation |\ 1. nitial Phase nd Time Start Meeting
Track dropdown INTERNAL-INTERNAL MEETING
NRZ-NAVFAC Red Zone (Incomplete)

Click Edit Track

5. Update Meeting Track
details

Click Save

7. Enter Meeting Subject
and Meeting Date

8. (Optional) Enter
Location and
Start/End Time

9. Select Save/Save \-
Draft or Publish
Meeting

=Month, d=Day, *=Next Available Number

v

* When creating a Meeting, one of the required sections to complete is the Meeting Track section. A
Meeting Track can be thought of as the cadence/details of that Meeting. This section encompasses what
type of Meeting will take place, where it will take place, when it will take place, and how frequently it
will take place.

* Filling out the Meeting Track section is a fairly straightforward process. You will have 2 options
available:

1. Choose an existing Meeting Track from the Topic dropdown and customize the track to your liking.
2. Create an entirely new Meeting Track
* When you choose an existing Meeting Track, you may want to customize the specific details of that
Track:
1. Select Edit Track.
2. Customize the Name, Frequency, Meeting Mask, Item ID, or the Meeting Minutes Footnote.
3. Select Save.
* When you edit one of the existing meeting tracks, you are making a “local copy” that is for your
project only.

NOTE: You cannot edit the Meeting Track Code for an existing Track.

* Once you have customized the Meeting Track to fit the needs of your project, continuing filling out the
rest of the section:

*  Subject
*  Meeting Date (if you choose a recurring cadence this can be though of as the Meeting Start Date).
» Start/End Time: If no Start/End Time is provided, the default time will be 12:00am.

* Finally Save, Save Draft, or Publish the Meeting.
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Invitees and Attendees (All)
NA/FAC
1. Navigate to and open @ Cancl | B Save Dt | B Save |1 Publih | 8Dclte ® |
M eeti ng reCO rd Meeting Detail Notes Attachments
Invitees
2_ CIle Edlt Required Optional Guests
ALYSSA CRISTOBAL x MICHAEL RUSSAK x JOHN SMITH O
3 . CI i Ck Ad d Req u i red | Add Required Attendees | [ Add Optional Attendees l Add Guest l
Attendees or Add
. v
Optional Attendees -
4. Locate the desired user Nextsotn | [ adanew |
and click the checkbox O Project Contacts ~ ® Distribution Lists
5 . CI | Ck Acce pt Name « Code Partner Name Partner Code
6 (Opt|ona|) Add invitees ALYSSA CRISTOBAL ACRIS g:‘:::‘rc UENhY TRAIN
external to eCMS by — — —
Selectl ng Add G ueSt Meeting Detail Notes Attachments
and entering their name | atnance
7. Select Save/Save Draft
or Publish Meeti ng [ Select Al selectAll | Add Optional Attendees Add Guest

* The Invitees section can be used to invite those attending the meeting. Any contacts invited will have an
email sent to them when the Publish button is pressed.
* Click Add Required Attendees button to add contacts required to attend the meeting.
* Click Add Optional Attendees button to invite contacts who are not required to attend.
* NOTE: In order to invite users to a Meeting they must first be added to the project (see Module 01 for

adding users to projects).

» After choosing the desired invitees, you need to click a button (Accept) that is not located intuitively.
* Enter a name in the Guest field and press this button to invite anyone external to NAVFAC eCMS.
* Once you have added all the desired guests to the Meeting, you can either Save, Save Draft, or Publish

the meeting.

* NOTE: Once you Publish the Meeting, all invited users will have access to the Meeting except Guests

who need to attend in person.

* NOTE: When a Meeting has been Saved but not Published only the user who created the Meeting can
see the Meeting record. You must Publish the meeting to grant invited users access to the Meeting.

* NOTE: Once a Meeting has been Started, the Invitees section will turn into the Attendance section. You
can take Attendance by selecting the names of the Invitees (detailed in slide: Starting a

Meeting).
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Creating an Agenda for the Initial Meeting (All)
NA/FAC
1. NaVigate to and Agenda @D show Al Histories Starred Only

open Meeting
record

Click Edit

Add Topic
(choose from the
picklist or create a
new Topic)

Fill in relevant
data for Agenda
ltem

(Optional) Add
additional Topics
and Agenda Items

Select Save/Save
Draft or Publish
Meeting

Responsibility |

INITI-001

Minute

Action Items

D&C Team Introductions

}3 Status | New v @D showHistory

NAVFAC

Q|  ALYSSA CRISTOBAL Q] Due Date  2023-03-03 e}

Add Action Items

Change Item Issues

Create Change  Link to Change

Add New Item

)

Add New Topic

Starred Only

Link to Issues

ecms.acc.navfac.navy.mil says

'Introductions’ does not exist. Would you like to add it?

* The Agenda feature for an eCMS Meeting is a powerful tool that allows user to keep track of topics
planned for the Meeting and record Meeting Minutes on those topics. Agendas are built in the following

way:

- Topic(s)
» Agenda Item(s)
* As detailed above, every Agenda has Topics, and each Topic can have Agenda Items
* NOTE: You can remove the Agenda for the meeting entirely by selecting the icon next to the Topic
* Creating an Agenda is a fairly straightforward.
» Agenda Topic:
- You can select a value by selecting the magnifying glass in the Topic entry field. If there are no
Agenda Topics available, you can input an Agenda Topic directly into the text box. When this
happens, you will get a popup (shown in slide) asking if you would like to add this Agenda Topic.
Select “OK” to add the Agenda Topic.
- NOTE: Adding a custom Agenda Topic will add this Agenda Topic to the picklist for future usage,

local only to your project.

- BEST PRACTICE: Agenda Topics are not required fields, but they should be included in the
Agenda.
* Agenda Item:
- The only required field is the Agenda Item title.
- NOTE: You have the option to assign a user Responsibility and a Due Date for that Meeting Minute.
Simply select the proper Company and User from the from the picklist (shown in slide).
» See next slide for Linking Agenda Topic Item to Issue
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Linking an Agenda Item to an Issue (All)

NA/FAC

open Meeting
record

2. Click Edit

3. Navigate to
Agenda Item you
wish to Link an

1. Navigate to and

INITI001
Responsibility

Minute

Action ltems

Add

QO

DAC Team Introductions

O staws New

NAVFAC Q | ALYSSACRISTOBAL Q DueDate 2023-03-03

Add Action ltems.

New ltem

Add New Topic

Change ftem

Create Change _Linkia

@) show Al Histories Starred Only

v @D showHistory Starred Only.

Iss:

ues

Issue to

4. Click Link to
Issues

LINKED ISSUES

5. Add new lIssue,
Browse to Issue

@ ecms.accnaviac.navy.mil

'''''

xxxxxx

and Select it

6. Select Save/Save
Draft or Publish
Meeting

e/linkTolssuel ov.do?functionToCall.. —

o

EXAMPLE ISSUE

When creating an Agenda Item, you may decide that the Agenda Item should be linked to an Issue. An

Issue is either a point of concern (think “risk™) or a point of opportunity.
The importance of using Issues is to maintain a log of significant project events.

For larger, longer projects this can be helpful when it comes time to evaluate contractor performance.
Using CPARS issues can be used as evidence of project events that can be evaluated in C parse narrative.

Linking to the Issue is as simple as “associating” the Agenda Item with an existing Issue by:

Clicking the Link to Issues button at the bottom right of the Agenda Item

Clicking Add New Issue.
Searching for the desired Issue.
Clicking the desired Issue.
Saving.

LESSON LEARNED: The Issue must already exist in eCMS. But if it doesn’t already exist, then you
can create it directly from the Linked Issues Search Screen by clicking the Add New button (assuming,
of course that your eCMS Role enables you to create Issues).
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Copying Agenda Items from another Meeting (All)
NA/FAC
H @Cancel || [E)Save Draft | = Save @
1 " NaVIgate to Meeting Detail Notes Attachments
and open INITIALO02
Meeting record Track It ~  Edit Track Meeting Date 2023-03-02 Status
Subject | EXA Start Time | 12:00 A Organizer JAMES HC Q
2 CIiCk Edit Location End Time 12:30 AM P Start Meeting
H El https//ecms. . acc.nan vfacna... - [} X
3 ) 2| ICk go?ty B Copy Agenda ltems - Googlle... 8 httpsi//ecms.acc.navfacnavy.mil/c.. AN
gen a ltems @ ecms.accnavfac.navy.mil Fi"di @ [ close |
4. Complete the COPY FROM << Prev Set | 'uextsm»‘
Copy Agenda Project* DELOITTE TRAINTEST @ Ll e
|temS Form Track* INTERNAL MEETING EP i S i
- FOLL Follow-up Phase (Incomplete)
eeting No.*  IN0O1
5. Select Proceed .
Copy Existing Minutes* D
El https://ecmsaccnavfacnavymi.. — o X
Ca el . . AR
3] httpsy//ecms.ace.navfacnavy.mil/cmic...  AD
Find: 3
Meeting ID = Subject
INOO1 Test Meeting from COR to REV and KTR
IN0O2 Test Meeting from COR to REV

* Creating an Agenda for an eCMS Meeting can be a tedious and time-consuming task. You may find that
the Agenda you created for a certain Meeting could be reused on other Meetings within the project, or
even on other Meetings in a different project that you have access to. In this case, you can take advantage
of the Copy Agenda Items feature. Copying Agenda Items is a very straightforward process:

* Navigate to and open the Meeting containing the Agenda you wish to copy to.
* Select Edit

* Select Copy Agenda Items

* In the dialogue window that appears:
- Select the Project magnifying glass and find the project you wish to copy the Agenda from (search as
follows: %ACQR%)
- Select the Topic magnifying glass and find the Meeting Topic you wish to copy the Agenda from. In
this case, Topic corresponds to the Meeting Name and Code from the Meeting Track.

- Select the Meeting No. magnifying glass and find the specific Meeting you wish to copy the Agenda
from.
- In the event that you have existing Meeting Minutes you may select the Copy Existing Minutes
checkbox to ensure of those Minutes is copied as well.
* NOTE: To Copy Agenda Items, the source Meeting record must exist meaning it must have been
previously Saved, Saved as Draft, or Published.

* NOTE: To Copy Agenda Items, the destination Meeting record must exist meaning it must have been
previously Saved, Saved as Draft, or Published. You cannot create a new Meeting directly from the Copy
Agenda Items feature.
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Starting a Meeting (All)

NA/FAC
1 . Navigate to and Open - : - OTUG "‘wee;nq fEGHA *! Publish @ Delete || @ Search PM Notes @ Delete Track & Print Report 4 Back To Log r&‘
Meetin record eeting Detai lotes ttachments
g INO13
2. C“Ck the Start Track |INTERNAL-INTERNAL MEETING v Meeting Date | 2023-03-02 Status PENDIN
Meeting button Subject | EXAMPLE MEETING Start Time | 03:00 PM Organizer | JAMES HOU
Location End Time ' 03:30 PM [ P Start Meeting ]
3. Take attendance by
Selectlng the names Of . | © Close Meeting || @ Cancel || £ Save Draft || £ Save || [0 Copy Agenda ltems | (@)
I nvitees Meeting Detail Notes Attachments
Attendance
4. (Optional) Click Add e
ReqUired Attendees | Select All selectAll | Add Optional Attendees Add Guest
button to add new
atteerees | e G0 | [ close | | Accept |
S. (Opt|0na|) Click the x "«PrevSetI | Next Set by | [ Adduew]
to remove attendee. O Project Contacts @ Distribution Lists
Name » Code Partner Name Partner Code [J) -
NAVFAC
I\RnlIJCSHSAAK MR ;;arjlrr\]i:? TRAIN

Start a meeting by pressing the Start Meeting button. This only appears for meetings that have been

Saved or Published

Once a Meeting has been Started, the Invitees section will turn into the Attendance section.

You can take attendance by:

Clicking on the names of users who attended.
NOTE: Utilize Select All if all users are in attendance.
Attendees can be added while the meeting is taking place by pressing the Add Required Attendees, Add
Optional Attendees, or Add Guest (see slide on Invitees).
Similarly Attendees can be removed by pressing the x that appears next to their name.
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ltems) (ALL)

Entering Meeting Minutes (Filling out Agenda

Navigate to and
open Meeting
Record

Sf Introductions

du Q©
TE007-001 E Agenda item q 2 Status New
Responsibility l NAVFAC Q|ff JAMES HOUSEDW Date  2023-03-03 :‘
nute

@ showAl Histories

Starred Only

v @D showHistory Starred Only

Minute | Example Meel

Here is

Click the Edit
button

Navigate to the

Agenda section

Enter Meeting
Minute for

Action items Change f

Add Action ltems

Add New ltem

Add New Topic

ssssss

Agenda ltem

https://ecms.acc.naviac.navy.. O >

Click into the
Minute box and
add notes

Optional)
pdate Agenda
Item Status

Select
Save/Save Draft
or Publish
Meeting

(1 https/fecms.acc.navfac.navy.mil/cm... AY

| 4 Prev Set |

1-20i2 v

Abbrev Code Name

NAV NAV NAVFAC I

TRAIN TRAIN NAVFAC Training Partner

E| hitps://ecmsaccnavfacnavy.mil/cmicprod!... O =

A
A

) httpsy//ecms.acc.navfac.navy.mil/cmicprod/PmL...

‘. #{ Prev Set |

1-10f11 »

| Mext setm |

Code Name Partner | Name

JHOUSE JAMES HOUSEKNECHT-REV ~ NAV NAVFAC I

* A user may enter Meeting Minutes for Agenda Items in the Minutes field before or during a Meeting.
Responsibility for specific items can be assigned to whole company codes or to individual users.

* Completing Meeting Minutes is a very straightforward process:

* Navigate to and open the Meeting you wish to add Meeting Minutes to

Select Edit
Navigate to the Agenda section
- If you wish to assign Responsibility to the Meeting Minute,
and user you wish to assign it to (see slide).
Enter in Meeting Minute
Save, Save Draft, or Publish
Make sure to click Edit

you can do so by selecting the Company

» Users can enter in Meeting Minutes at any point so long as the Meeting record already exists and is not
CLOSED (it has been Saved, Saved as Draft, or Published). Once the Status of a Meeting record is set to

CLOSED, a user can no longer enter in Meeting Minutes.




NAVFAC

eCMS

TRAINEE NOTES




NAVFAC

eCMS

Closing and Reopening a Meeting (All)

1. Navigate to and
open Meeting
Record

2. Click Close
Meeting

1. Navigate to and
open the closed
Meeting record

2. Click Reopen
Meeting

Attachments

Meeting Detail Notes

TEOD02 - EXAMPLE MEETING
Location  Testing Location
Next_Meeting 2023-02-22 @ 01:00 PM
Meeting Date 2023-02-15
Start Time 01:00 PM
End Time 01:30 PM

Status

© Create

Next Meeting = © Add Meeting

Attachments

Meeting Detail Notes

TEOO2 - EXAMPLE MEETING
Location  Testing Location
Next_Meeting 2023-02-22 @ 01:00 PM
Meeting Date 2023-02-15
Start Time  01:00 PM
End Time | 01:30 PM

Status

* When the Meeting is complete, it can be closed.
* Immediately before you close the meeting, add a note to tell users that they should enter any comments
regarding the meeting minutes in that note. This note must be added BEFORE the meeting is closed

because you cannot add a new Note once the meeting has been closed.

* Locate and open the Meeting you want to CLOSE.

* Click Close Meeting.

* When you do this, the Close Meeting button is changed to a Reopen Meeting button and the Status of
the Meeting is changed to CLOSED. The Create Next Meeting button will also appear.

* Reopening a Meeting that has been closed is simple:
* Locate and open the Meeting you want to REOPEN (ensure that the Meeting log is not filtering out

Closed Meetings).

* Click Reopen Meeting.

lr:-- :.',-,

clelic)lc]leclle]lellellc]le

ve As Default Reset To System Defauits Cancel

Clear Reset

*  When you do this, the Reopen Meeting button is changed to a Close Meeting button and the status is
changed to ACTIVE. The Create Next Meeting button will also disappear when these actions are taken.
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Creating the Next Meeting in a Track (All)

NA/FAC

Reopen Meeting | # Edit =@ Search Pm_Notes | & PrintReport | ¢ BackToleg @ @

1. Navigate to

and Open a Meeting Detail Notes 1ents
Closed Meetl ng Example Follow Up Meeting
record Location Zoom

Next_Meeting 2023-03-06 @ 11:00 AM

Meeting Date 2023-02-27

Start Time | © Add Meeting | # Edit I ! meeting.button.publish || @ Delete | @ Search_Pm_Notes | @l Delete T ):3,‘ (]
End Time | 12:00 PM | s——

2. Click Create
Next Meeting

Meeting Detail Notes Attachments
3. (Optional) Click o
. rganizer MICHAEL H FOO006
Edit and ropio = . z
update Meetlng Subject | Example Follow Up Meeting
record Location  Zoom

Meeting Date 2023-03-06
Start Time  11:00 AM
End Time | 12:00 PM
Status
Organizer | MICHAEL RUSSAK

> meeting.start.button

After a Meeting has been Closed, you will now have the Create Next Meeting button and feature
available for usage. Creating a new Meeting in a track is a fairly straightforward process:
* Navigate to and open a closed Meeting record.
* Click Create New Meeting, which will generate a new Meeting in accordance with the currently
selected Track.
* All information for the new Meeting automatically populates from the previous Meeting and the Track
information (Topic, Subject, Location, Meeting Date, Start/End Time, Invitees, and Agenda*).
* To change any of this information select Edit to edit the Meeting record.
* Agenda items which were not set to the status of ‘CLOSED’ will be copied over to the new Meeting
record as Agenda Item history (see image below).

Agenda Show All
4 « Histories Henrod Only
Progress Mtg Schedule R
FO004{01 Schedule Review Status f v () Show History Starred Only
Responsibility NAVFAC JAMES HOUSEKNECF | Due Date | 2023-02-21 I 0090 e
Minute In this example minute we will review the example
schedule

* For this new Meetings (and subsequent Meetings in the track), you can toggle visibility of Meeting
Minute history for the entire Agenda or for particular items. You can also star important Meeting Minute
history entries and toggle visibility of only those starred entries.
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Printing a Meeting Report (All)

NA/FAC

1. Navigate to and open
Meeting record

2. Click Print Report
button to launch the
Meeting Minutes
Report screen.

3. Complete Meeting
Minutes Report details
and select Print to
launch the Report
Config screen

4. Select Run Report

Meeting Detail Notes

© Add Meeting | # Edit
Attachments
TE007

Track

Subject | EXAMPLE MEETIN

Location

¥ Publish || @ Delete || @ Search PM Notes B

& FPrint Report | €BackTolog] @

Meeting Date 2023-03-02 Status
Start Time | 03:00 PM Organizer JAMES HOU

End Time ' 03:30 PM P Start Meeting

B Meeting Minutes Report -.. —

@ ecms.acc.navfac.navy.mil

MEETING MINUTES REPORT

Report Type Agenda ltems v
Inciude Minutes
Inciude Unstarred Minutes
Include Closed Agenda ltems
Include Deferred Agenda ltems

SortBy System Sequence v

o) me

El Agenda ltems -.. = m} x
0] https://ecms.acc.navfac.na... AD

Print Server Jasper Server v

Destination Preview e

Format PDF

Run Report || Close

* Printing a Meeting is a very straightforward process (make sure the record is published before you print

the Meeting report):

* Navigate to and open the Meeting record you wish to print

» Select Print Report which will launch the Meeting Minutes Report window

* Complete details in the Report Config window:
- Report Type — select the type of report to be printed from the drop-down menu

- Show Minutes — Check this box to include any starred minutes on the report, select Show Unstarred

Minutes to include all minutes on the report

- Include Closed Agenda Items — Check this box to include all closed Agenda Items on the Report

- Sort By — Select how to sort the Report. Reports can be sorted by system sequence, item number,

status, responsibility, or due date.

¢ Select Print

On the Report Config window, ensure it is configured as shown above, then select Run Report

- This will launch a new browser window with a preview of your report in PDF format. From this
preview you can Save or Print this PDF as you would normally Save or Print a PDF from within your

browser.
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Meetings Workflow Recap

Contractor

COR/CM

Reviewer

Create Meeting

L

Publish Meeting

V

Start Meeting

V

nter Meeting Minutes

¥

Close Meeting

(c

reate Meeting

-

.

Select/Create/Edit Track

v

Add/Edit Invitees

v

Add/Copy/Edit Agenda

\4
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Summary

* The eCMS Meetings feature allows for tracking meeting information
across the entire project life-cycle.

« Can only be created 1 way, unlike many other eCMS Objects and
Records
— Through navigation pane (Communication Management - Meeting Minutes)

» Can be created by any role (COR, REV, KTR, etc.)

+ Can be compartmentalized by a few different categories
— Meeting Type (called Track in eCMS)
— Agenda
» Topics

— ltems

« Can be recurring in any cadence
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Help Resources (All)

NA/FAC
* NAVFAC resources: Check out the new eCMS
— NAVFAC eCMS Page Training Vignettes!
— STS System: o Available on both the
» Category -> Application NAVFAC eCMS Page and
Support eCMS Public-Facing Site
» Subcategory > eCMS - XX
— Local Power Users TRAINING VIGNETTES
- P D C Staff eCMS Training Vignettes are here, and more are coming!
N E I I . b I The eCMS Training Team is very excited the to announce the debut of short-format, topic targeted training vignettes for end-user consumption.
Xte rn a y a Cce S S I e These videos are d_esigned tobe cunsur_ned alongside the [ive, insl!'ucmr-\ed trai!wmg sessions provided by the Training Team, supplementing your
r e S O u r C e S learning and allowing you to revisit topics covered in the live sessions at your leisure.
C M S P bI . F . S t m:sgetaglﬁ fgn;lg:[i diligently to quickly roll out the catalogue of training vignettes, we appreciate your patience as we develop and produce
- : d u . I If_ a CI n q ! e To view a training video, simply select from the topics listed below!
— So€end emaill 1o

nitcopswatch@us.navy.mil S
— Local Power Users MDI:ILILEBE—RFE

— PDC Staff

* Help resources are available for both NAVFAC users and External / Contractor users.

* Note that some help resources are accessible to Contractors (such as the Public-Facing Site) but ALL
resources are accessible by NAVFAC personnel.

* Help resources are constantly being changed and updated — you should always “go to the source” and get
the latest version of a help resource because the eCMS application and associated help tools could have
changed since you last used them.

* The eCMS Training Team is very excited the to announce the debut of short-format, topic targeted
training vignettes for end-user consumption. These videos are designed to be consumed alongside the
live, instructor-led training sessions provided by the Training Team, supplementing your learning and
allowing you to revisit topics covered in the live sessions at your leisure. The team is working diligently
to quickly roll out the catalogue of training vignettes, we appreciate your patience as we develop and
produce these training videos.




NAVFAC

eCMS

TRAINEE NOTES




NAVFAC eCMS

Requesting eCMS Help (All)

NAVFAC Users

Support Tracking System (STS)

1. Navigate to the eCMS
SharePoint Online Page

2. Submit New Request
3. Fill in required information: | o | @@ o
a) Category = Application S )
Support G e (e =
b) Subcategory = eCMS — XX (e o ]
4' AttaCh Supportlng Informatlon: nu“r:l::: ::IU‘E;EDIWhEnﬁ;I'lemplmgtnSaveRecnm
ie Full Screenshot bt el oo e e
5. Select Next to submit ticket ;
Requested 06/21/2023 12.31 B
KTR Users o 29
1. Send email to M [ PG
nitcopswatch@us.navy.mil - ,
View Ticke! L4 Add Another Finish
2. Attach supplemental ikl W o — ] :

information
Request# 1744520 has been created.

* There are several reasons that you may need to request support concerning eCMS — You may need a new
user or project created in the system, be experiencing technical issues/errors preventing your usage of the
system, or may not be able to access the system entirely.

* The primary medium for requesting support is through NAVFAC’s Support Tracking System (STS).

» If you do not have access to the STS Portal (if you are a KTR User), you can instead send an email
directly to nitcopswatch@us.navy.mil.

*  When submitting a help request through STS, either directly, or through NITC Ops Watch, there are
certain pieces of information or attachments you must provide in order to effectively receive the help you
require.

* A detailed breakdown of what to include with your help request (via STS Ticket or email) can be found
in the eCMS Get-Help Guide.

» If you are experiencing technical issues/errors, attach a full-screen screenshot of your browser. Include
your full name, User ID, Email address (associated with eCMS account) along with a detailed
explanation of the issue you are experiencing.

» If you are requesting a new project or user creation, make sure you are attaching the associated forms
(these forms are found on the eCMS SharePoint Online Site and more information about them can be
found in eCMS Training Module 1: Basics).

* NOTE: NITC will REJECT submissions containing insufficient information.
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Post-Training Evaluation Survey

We need YOUR help to
improve eCMS Training!

Scan for access to the Post-Training Evaluation Survey
(https://deloittesurvey.deloitte.com/Community/se/3FC11B263C0B23AF)

Takes less than 3 minutes to complete!

* This survey will take you less than 3 minutes to complete!

* We want to hear from you!

« Taking a few minutes to complete our post-training evaluation survey is a powerful way to shape the
future of our eCMS training curriculum.

* These insights help us understand what worked well, what didn’t, and how we can improve to meet your
specific needs.

* Your voice directly influences the design and content of our future training sessions, ensuring that we’re
delivering the most effective and relevant learning experiences. Your input is invaluable in making our
training the best it can be.

» Thank you for being an essential part of this improvement journey!

* The post-training evaluation survey can be found by scanning the QR code on the slide, or following the
link shown: (https://deloittesurvey.deloitte.com/Community/se/3FC11B263C0B23AF).
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Questions

What
Questions do
YOU Have?
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