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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 RFIs, Submittals, and Action Items. 
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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. 

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

 

2.1 RFI 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 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 RFI 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: The date of when the RFI is due 

¶ RFI Number: The ID or number of the RFI 

¶ RFI Subject: The title or subject of the RFI 

¶ RFI Aging: The number of days since the RFI was created 

¶ Project Code: The ACQR# of the project 

¶ Spec Section: Displays the code of the Spec Section 

¶ Drawing Number: Displays the Drawing Number of the RFI 
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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. 
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This section will cover: 

¶ How to access RFIs and Submittals sent by KTRs to NAVFAC. 

¶ Process for Responding to RFIs and Submittals. 

¶ How to add attachments to a record. 

¶ How to add a Reviewer(s) to an RFI or Submittal. 

¶ How to link related objects and internal routing to an RFI or Submittal. 

¶ How to check the RFI or Submittal history. 

¶ How to sort data. 

¶ How to track action items and milestones. 

¶ Accessing the team member directory. 

3.2 RFIs and Submittals 

3.2.1 Purpose 
The Requests for Information (RFIs) allow KTRs working on construction and facilities management 
projects to ask questions to NAVFAC and the Submittal application allows KTRs to submit required 
documents 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. 

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

¶ Submittals are to document the exact material and equipment the contractor intends to 
use during construction..  

Recently, new updates to eCMS were made to improve the efficiency and intuitiveness of processing 
RFIs 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. The basic information 
required has not changed. eCMS 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 (SMEs) 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. 
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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 nitcoperationswatch@navy.mil 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. 

 
This opens the RFI log. All NAVFAC users can see all RFIs created for the project. 

RFIs will be bolded with a number indicating that a new RFI(s) has been submitted for review. 

mailto:nitcoperationswatch@navy.mil
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3.2.2.5 COR/CM Answering after Reviewer(s) Respond to RFI 
Once the response is received from the reviewer(s), open the RFI and scroll to the Reviewers section 
to view the responses from the reviewers. The responses are found under GOV Disposition along 
with the response date listed under Action Date. 

 
Open and review any additional Attachments, Related Objects and Notes. A new note may be added. 
At this point, the COR can decide if any or all of the Notes should remain “Private” or be made 
“Public”. 

 
The COR completes the last review in the table by selecting a review response from the [Select 
Review Response] drop-down menu and clicking on the [Complete Review] button.  
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In the GOV Disposition field, select “Closed” from the drop-down menu. 

 
Enter an answer in the Response section. 

 
Click on [Submit]. The Contractor will be notified that the RFI has been answered. 

 

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

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

¶ Related Objects - The Related Objects tab will track communication, issues, and 
relevant documentation with stakeholders throughout the project. 
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3.2.4 Submittal Process 

3.2.4.1 Responding to a Submittal as the COR 
To access Submittals, go to the Navigation Panel, open Communication Management, and then 
select Submittals. 

 
 

This opens the Submittals log.  

Submittals will be bolded with a number indicating that a new Submittal(s) has been submitted for 
review. 
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Now that you are in edit mode, in the GOV Disposition field, select the status in the drop-down menu. 

 
For this example, option “5. Approved, note on drawings” was chosen as the status. Once you have 
reviewed the submittal and selected the Status, click [Save] at the top right corner. Now the 
contractor can see the COR’s response. 

 

3.2.5 Sorting Data 
eCMS offers three ways to filter and sort information to find specific cases to review. 

¶ Execute a query/search (Simplest; Recommended) 

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

¶ Use the Filtering function in eCMS (Most Complicated) 

¶ 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. 
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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 ( ) 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. 

 

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

 

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: 

¶ Accessing your Project Calendar 

¶ Setting your calendar preferences 

¶ 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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¶ 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. 

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

¶ Status: Use this field to select the status of the action item. 

¶ Duration: This field is not required. 

¶ End Time: Time when action item is completed. 

¶ 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. 

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

¶ Completed Date: The date the action item is completed. 

¶ 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. 

 
This will pull up a list of your action items organized by date. 
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To view tasks by type, click on the “Group By Type” link on the header bar. The list will then be 
reorganized by date. 

 
 

3.6 Distribution Lists 

3.6.1 Purpose 
Create Distribution Lists to quickly group team members together and add them to Communications, 
RFIs, 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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3.6.3 Using Distribution Lists within the System 

 
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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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. 

 

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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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. 

 
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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