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Options for Accessing CMiC

1) QR Code

Of{0
5]

2 ) Website
https://cmiccloud.com/

3 /Dashboard
s AELEGRWE- D 0ARRZBA S

e= Crisis Management Plan
Request for Overtime

1 Office Floor Plans
‘B Office Extension List
Q, Search Staff

Lessons Learnen Susmrmren

- Temp Fire Alarm - Elevator Recall

- Delivery of Elevators & Equipment in Urban Environments
- Roofing production rates

- Formwork Failure



https://login.cmiccloudr12.com/oam/server/obrareq.cgi?encquery%3DhY%2FzD9AusqeRSZucTg5XrH%2Fssa73CwW5Cy2rkNRg1Fx2w7qrfAlza1l3t5MEFbOvGFuRww%2B0mI8Q3lDmoYuNDeGyGLq%2Bn1iL2Yrfdd6Go8h8pW1m13llBmzQ6UlGKc54MEZuu%2FZMvphM2aQCZq4MD%2BL9MBrHjGde%2BuJHzWx0SaRqnBGWnGpG5ggAfzDrfT6smKf6GyAZO91y4985eoZ%2BXRT45i7WZ%2BGNdtP1gvqFzM3DpwzZ4jmaNThq5ZrpDaB8bSoJJv6DtqP5zaAz9WbyizJ4ggGmXV42PqrjbRyqR5AXUkUfFA4BB3wHQZak%2FFqXSL65wfbpijsyGEo7GMdoXObmKKilUu%2BUphNOeAjWUA%2FWykbdbZV7i9Jtwguq8UU8+agentid%3Dappaws6.cmiccloudr12.com+ver%3D1+crmethod%3D2=&ECID-Context=1.005xRMKzQuJDkZGayxYfMG0001_R001fD7%3BkXjE
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Job Set Up



Financial Set Up Checklist

*NOTE: PMs should download and use the attached checklist
before each job

‘/ Item Due Date | Assigned To

Owner Contract
Executed

Owner Insurance
Requirements Identified

Builders Risk Policy
Received

LKCO insurance cert
provided to owner

SOV/ Req reviewed and
accepted by owner

Changes billed/ tracked
above or below the line

Project enrolled in CDI

*Email Bill Sullivan when completed

Estimating handoff
meeting conducted



https://appriver3651010989-my.sharepoint.com/:x:/g/personal/jbooras_leekennedy_com/ERJaRIEdi3lBt9_iie5JVfQBtAqYXy45jxvqvBnaOj3aFQ?e=oGJYnp
mailto:WSullivan@leekennedy.com

Financial Set Up Checklist (continued)

*NOTE: PMs should download and use the attached checklist
before each job

‘/ Item Due Date | Assigned To

Allowances/ Related Costs
identified & established

GC/ GR staffing plan
reviewed & confirmed

SOV/ Req set up and
loaded into system

Budget approved and
loaded into system

Labor rates confirmed and
sent to accounting

*Email Christina Clyde when completed

Exhibit E insurance
requirements set up

Subcontractor labor rates
reviewed & approved

Preconstruction invoices
complete & submitted



https://appriver3651010989-my.sharepoint.com/:x:/g/personal/jbooras_leekennedy_com/ERJaRIEdi3lBt9_iie5JVfQBtAqYXy45jxvqvBnaOj3aFQ?e=oGJYnp
mailto:CClyde@leekennedy.com

Module 1: Create a project, job, and
contract

*NOTE

o Before you begin in CMiC, you will need to email Christina
Clyde (CClyde@LeeKennedy.com) to set up a client. You will
need:

o Company Name

o Company Address

o Company Telephone Number
o Contact Name

e To setup a vendor in CMiC, you will need to email Christina
Clyde with the following information:
o Company Name (*NOTE-DBA name may be different. See
example below)
o Company Remit-To Address
= This many not be the same as on the W-9.
e This is where the payment will be mailed
o Company Telephone

o Contact Name  _ W-9 _ Requestfor Taxpayer —
v, Dctober 2014} Identification Number and Certification requester. Do not
Deparymeni o the Treasary senid 1o the IRS,
et Reveree Sorvee B Goto wearw dr.govTomeW dor instructions and the Labest infemation.

1 wlﬂlmrh"-ﬂu T LA 1T M i nepaised oo thin i A0 ot beaes this line Blani,
Nem Step Concepts, Inc.
rarmeldnneganded oatity fame, f Sferent fom sl
iLuminate Products
"5 Chack apgroprate B for ledénil T clasiifaticn of the ferion whose name b ertinkd on ling 1, (heck only ond of the 4 Enbmptions loded spply only 1o
g. ol S B, RN rititiey, not indavidely; e
I i 1 e 5
§| O mdvicatiscie propeisorce [ CComponation [0 scopontion [ panrenn O russestase
irnghe-rraembier LLC Evtengn parpee ook (I |
Eg [ it hatsliny commpuary. Bt thitiam lasibeation (G costporation, Sed corpaation, P arnorbep) 1
5% Mt Charch | ippripriai s in Hhar bres abires Nt Bt Lix cinuifecafion of She singht-marmibsre owrr, 06 Rok dhek Enemption from FATEA seporting
z ! LLE Wb LLE i classibed a2 single-member LLC that 5. disneganded from the owrses uriess the oweses of the LLC B o
£ z arcther AL that s ot dinegarded from the e e LS, frderal bx prarpanes, Offarwine, & dnghe mambe LU Bhad o
E i dereganded from the gwrste shaouid chech The aponopriate bos fior the Tas dlas et of i) e
[:] L e By b o, cme ] d e B U]
; % ke (e, itreet, and apt. or it nod See nntruction. Bocursier's name and addrris toptionall
E 700 Greendale Ave. Unit TH1002
& City, ste, 5 DP Coste
Needharm, MA 02492
PRI T e — ]

m Taxpayer kdentification Mumbser (TIN}
Enty e irour e THH i That Jpghicoperiane Baton, The TIN perdrvictd il Match Ui Rl given o ling | 10 Jvoid | Sestial security smber
backup wishholding, For individuals, this | Wlewmumurr urmbser (550, Mowever, for o | I | | | I | | | | I |

amtirkana \Im e et o dbcrmaon M i wimes whas bnarn artionc g ot | Lber Fru nibus

10


mailto:cclyde@leekennedy.com
mailto:CClyde@leekennedy.com
mailto:CClyde@leekennedy.com

Module 1: Create a project, job, and
contract

1- Create a Project ChIC EIELLD)

02171.00 - CMIC Playbook Job

« After logging into

CMiC, click on the R

Project: CMIC Playbook Job (02171.00)

blue Field button

Workflow Motification

4 Job Setup
Create Project

Update Job Info

e Click on "Job
Setup"

Enter Contract

e Click on "Create
Project"

Start Job

PCI Import

2 - Create Project
e Click on "Add New"

(Adanew | 1Ysae pEdt @ | @ @ A | QO

——

1s v [ Export v ¢4 Attachments [E/ Notes /@ ECMDocuments w & User Extensions

g

1


https://app.screencast.com/ynUGyUmlIV0KA

Module 1: Create a project, job, and
contract

3 - Create a Project
o Type the project number generated from Protrac
o Use the People and Culture website to access
the Protrac Playbook

« Give the project a "Project Name"

Project Info

[F] Search &= Insert &= Delete 4 Previous  w Next il Duplicate Record O, Workflows ¥ & Report Options »

Project Ctrl | ALL Q. Parent Froject Name ALL

General Addresses Key FPlayers Job Info Classifiers Defaults Security Notes Documents

" Customer

o|le

* Owner

4 - Create a Project .a'\:!:!l-“-:-:-'. Key Players Job Infg Classihers Detauls Securlly Mees Documents

b Complete s-mf::: “: End Date e
mandatory fields (*)

under the General
tab

e Click on the Mw
Address tab and -
input the address
of where the N
project is located )



https://www.peopleandculturelkco.com/protrac
https://app.screencast.com/ynUGyUmlIV0KA

Module 1: Create a project, job, and
contract

5 - Create a Project
« Click on the Job Info tab

e Scroll down to Job Setup and review populated fields

Project Ctrl | ALL Q. Parent Project Name | ALL

General Addresses Key F‘aysﬂcrs Defaults Security MNotes Documents
Bid Job Setup
* Department Q,
Job Setup

Billing Method | Job Billing -

JB Bill Type COST Q.| | Cost Plus Markup
Invoice Format | 3 Q, | Group 3 Detail
JB Map Code DFLT Q Default Mapping
Job
lak Mmoo aa [

6 - Create a Project
» Click the magnifying glass to select the
o Department
o Job Department
*NOTE: Default Department should be "00 - Company

1
Level
H 1] ]
¢ Click "Save" when complete
— (5] save [ ® Exit
- i Q, | Company Level S——.___”
Billing Method ~ Job Billing w
JB Bill Type PC Q. % Complete of Budgeted Cost
Invoice Format LS Q,| DOMNOTUSE
JB Map Code  DFLT Q.  Default Mapping
Jol
Job Department 00 Q,| Company Lavel

o 13


https://app.screencast.com/ynUGyUmlIV0KA

Module 1: Create a project, job, and
contract

7 - Update Job Info 1V - -

02171.00 - CMIC Playbook Job

e Click on "Job
Setup"

Project: CMiC Playbook Job (02171.00)
Workflow Notification

4 Job Setup
e Clickon

"Update Job
Info"

Creats

Update Job Info

Enter Contract

Start Job

PCI Import

8 - Update Job Info
« Search for the job number and click "Go"
« Click on the pencil to edit

JOB SETUP [ Add New

4 Selection Criteria

Company LEEKENC2 Q Lee Kennedy Co., Inc Duplicate Job

Job Detail

Default

*Job Code Job Name Department * Control Job * Customer Customer Name
a aon01.00 Large Projects Template oo ALL 00100 Sample Clignt
0000200 InteriorsiSpecial Projects Templa® oo ALL 00100 Sample Client
01p01.00 Mutt Cutts - Pat Groomers - Lioye 00 ALL 00100 Samphe Client
a 01001600 Tast billing default issue oo ALL ao100 Sample Cliant

Freeze  [m'] Datach [ Search 4% Insert &7 Delete @, Workflows & ReportOptions  + [Jl Export = 4 Attachments [S Notes |
Find  02171.00 Go

g
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https://app.screencast.com/Qh5SrpN5UC6r4?conversation=XGEwopdYAZEGovzIrBjAGG

Module 1: Create a project, job, and
contract

9 - Update Job Info

o Confirm the required fields (*) under "Job Detail"
are correct

« Use the magnifying glass next to "Project
Manager" to search for the PM

OB SETUP Table Mode B Save D Exi]

Selection Criteria

Company LEEKENG2 Q| | Lee Kennedy Co., Inc Duplicate Job

Job Detail

Job Detail Settings Accounts AP Taxes Job Billing WIP Payrall Bank Security Equipment Locations Compliance PO WO WBS

[Z] Search 47 Insert {7 Delete  4m Previous  wp Next @, Workflows » & ReportOptions w 4 Attachments = Notes /Q ECMDocuments = & UserExtensions

* Job Code | 02171.00 CMIC Playbook Job
* Control Job | ALL Q  Status  Pending
* Customer 00100 @,  Sample Client Update Customer

Contract | 02171.00

Billing Method | Job Billing v | Edit " Default Department 00 Q
* Project Manager @
Cost Code Template Q,  [J Automatically Apply Template To Job

15


https://app.screencast.com/Qh5SrpN5UC6r4?conversation=XGEwopdYAZEGovzIrBjAGG

Module 1: Create a project, job, and
contract

Click on the magnifying glass next to "Cost Code
Template"
o Choose option based on your department

Click "OK"

o *NOTE- This template should be used when you are
opening a new job and don't have a budget yet. This
will allow you to begin charging with the codes
from the template

Click on "Automatically Apply Template to Job"

H 1] n —
CIICk save .Tahlellocle.l B save [» Exit & ‘ D ® A | 0

Cost Code Template LOV

4 Jearch
CODE

16


https://app.screencast.com/Qh5SrpN5UC6r4?conversation=XGEwopdYAZEGovzIrBjAGG

Module 1: Create a project, job, and
contract

10 - Update Job Info
Job Detail
Job Detail Setiings Accounts AP Taxes JobBilligs WIP Payroll Bank Security Equipment
£ Search &= Insert <= Delete - Pre\riou ©, Workflows ¥ & ReportOptions w 4 Atts
* Default Billing Type  PC Q. | % Complete of Budgsted Cost

DO NOT USE

* Default Invoice Format | LS
Billing Rate Table | DFLT Default Billing Rate Table

JB Map Code | DFLT Default Mapping

RPILP LR

10% Retainage Rule - Below 3 Million

Table Mode | [®] Save B Exit |

* Retainage Code | 10

« Click on the "Job Billing" tab

o Confirm:
o "Default Billing Type"
*Note: Select "PC" if the contract is lump sum
and "COST" if the contract type is
cost-plus or GMP
o Default Invoice Format
o "Billing Rate Table"- Set to "DFLT"
o "JB Map Code"- Set to "DFLT"
o "Retainage Code"

« Click "Save" in the top right corner

g
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https://app.screencast.com/Qh5SrpN5UC6r4?conversation=XGEwopdYAZEGovzIrBjAGG

Module 1: Create a project, job, and
contract

11 - Create Contract

CMIC FIELD

24686.00 - LKco Test

e Click on "Job Setup” Project: LKco Test (24686.00)

Workflow Motification

» Click on "Enter 4 Job Setup
ContraCt" Create Project

Update Job Info

Enter Contract

Start Job
12 - Create Contract
e Click on "Add New"
s BEit & @ A |

Assign Billing Codes to Cost Phase/Categories Billing Rates

f Export v ¢ Attachments [ Notes § ECMDocuments w ;% User Extensions

stomer Customer Name

g
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https://app.screencast.com/OLZjyc0yLIENL

Module 1: Create a project, job, and
contract

13 - Create Contract *NOTE- If you are not ready

e Review the "Contract Date" (Adding Custom Phase
e Click "Save" Codes)

CONTRACT ENTRY

_Iubluﬂuh_J [ save [# Exit

4 Create Contract
= Compar y | LEEKENC2 O Lee Kennedy Co., Inc Assign Billing Codes 108 Contract Assign Billing Codes 10 Cost PhassiCategories Billing Rates

Use Subcontract Vendor on New Bill Lines 1 Show Closed Contracts $how Non-Recowerable Bill Codes

4 Contract Information

Billing tems  Defaulls  Rounding Methods  Address Descripiion Officiats Surcharges  Risk Management  Separate Billing Information Mapping Groups

[ Search &5 Insert I Dalete dn Provious o Mexi H, Workflows = & Report Options  «

@‘ Q,  CMIC Playbook Job
- CoMee 00

CMIC Playbaok Job

& Attechmonts 5 Notes @ ECMDocuments v g5 User Extensions

* Customer | 0100 O,  Samplg

Contract Bllling Type | PC
Badg, Billing Amt T ot B 02, 2023

Approved Date Y

il | g

e Enter job number and press to upload your budget, but
enter will need to make manpower
o Fields will autofill projections, refer to Page 20

14 - Create Contract

« Click on the "Defaults" tab to confirm the retainage

4 Contract Information

Billing Ite punding Methods Address *Descriptit}n Officials

2] Search

W INSe

Retainage Code | 10
b

Warn If There Are Categories Without Bill Codes

s Delete = Previous B Next '1"-‘-“& Workflows

Q 10% Retainage Rule - Below 3 Million All

[ Calculate And Release Retainage At Invoice Level

Material Stored Included In Calculated Billing Amount

*NOTE- Use the "Description” tab to edit

g
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https://app.screencast.com/OLZjyc0yLIENL

Module 1: Create a project, job, and
contract

*NOTE:
Adding Custom Phase Codes

Field--> Job Setup--> Maintain Cost Codes
Enter job number
Click "Insert" under "Cost Code Detail"
Enter the "Cost Code" and "Description"
o Make sure "Billing" and "Active" boxes are checked
Click "Add/Remove" categories, select the proper cost type

Cost Code Detail

Billing * Active * Factorable Add/Remove Categories

view v v = Detach 2] Search =
B Add/Remove Categories
* Cost Code Description Catego H Add/Remove Categories

00 Division 00

To add on Billing side:
e Field-->Job Setup-->Enter Contract
e Enter job number
e Click the pencil to go to the job
e Under "Contract Information", click "Add New Bill Codes"
e Select "New Bill Codes Only", click "OK"
e Check that the phase code appears down below the billing

items window @ Add New Bill Codes Only

(") Add New Bill Codes And Reset All Groups
(_) Add Mew Bill Codes And Reset Null Groups

Cancel

Add New Bill Codes

20



Module 1: Create a project, job, and
contract

15 - Start Job

CMIC FIELD

24586.00 - LKco Test

e To start job, click
on "Job Setup"

Project: LKco Test (24686.00)
Workflow MNotification

4 Job Setup

e Click on "Start
Job"

Create Project
Update Job Info

Enter Contract

16 - Start Job
o Select the job

e Input "Actual Start Date"

e Press "Start Job"

01017.00 test Jan 26, 2023 i
01020.00 Test Jan 30, 2023 Y
0217100 CMIC Playbook Job Fab 02, 2023 O G
12031 Test Project Jan 23, 2023 € Febuary v || 2023 A w D
12032 Vi CMIC Traini ' SUN MOMN TUE WED THU FRI SAT
enuto CMIC Training #
9 30 n 1 n 3 4
12049 it cutts Jan 24, 2023 5 '] 7 8 g 10 1
12045.00 Mutts Cutts 12 03 A Ay A AT e
1w 20 N 2 B oM i
12052 .00 DH Test Enviro 7% 7 28 1 3 3 4
Start Jobs

g
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https://app.screencast.com/ZZIZsQrKkyi1m

Module 2: Project Maintenance

xProjects Infrastructure

CMIC FIELD

e
‘ 02171.00 - CMiC Flaybook Job -
——

« After logging into CMiC, click
on the blue Field button

Project: CMiC Playbook

¢ ChQCk to make sure the jOb Workflow Notification
number is correct b Job Setup

ob (02171.00)

b Subcontract Management

PY Click the "PI'Oject" Iink at the b Change Management
top to access Project b Job Billing
Maintenance

b Cost Reporting

b Forecasting

« Click on the Edit button in the top right corner

©Ad{ | # Edit | Ji Delete | @ Close Project | & Print | 4 Back To Log @

Project Code 02171.00
Project Control Code ALL

22


https://app.screencast.com/IwrWSGFFZCRE2

Module 2: Project Maintenance

3
o« Complete:

Notice to Proceed

o Substantial Completion Date
o Required Certificate Holders

Additional Insured

(0]

General Key Players

Customer Address

e Click "Save"
when done

Hard Bid Project [

Bid Date

Use Bid tem Expense
Authorization

Allow Manual Entry of RFI

Answer By NA ~

Required Certificate Holders

Customer Sample Client

020223

Defaults Security Notes Atta

Ctrl Business Partner

M, Tim Trovill
1234 Main Street
Yourtown MA 01234

=] Substantial Completion Date

Broadcast Sender Email

Bid Won Lost Date

Not Applicable v

Allow Manual Entry of RFI N
Answer Date

Additional Insured

4
e Click on the "Key Players" tab

» Use the magnifying glass to

AT —
Son ob Info Defauls Sacurity
Role

enter
o Project Manager-

Signatory
o Project Manager

Company
Project Manager - Signatory Q
Cost Engineer s}
Crwner - Signatory Q
Project Manager Lea Kennedy Co.. Inc Q
Project Executive Lea Kennedy Co.. Inc Q

(Company/ Contact)
o Project Executive
(Company/Contact)

Superintendent - Signatory

e Click "Save" in top right

[}

t

© O Leekenc2uBooras @

iiF Add/Delete Roles @ Cancel

corner ;



https://app.screencast.com/IwrWSGFFZCRE2

Module 2: Project Maintenance

e General Tab:

o Customer - Your
selection will be
the signer of the
PCl and OCO

o Key Players Tab:

o Architect
(Signatory) -
Your selection
will be the signer
of the PCI and
OCO

o Defaults Tab:
o Default RFQ
Review Period
o Auto Calculate
Markups

*NOTE

General Key Players

pample Client

Customer Address

Genera Key Players
—

Role

Crwmer - Signatory

Project Executive

Project Manager - Signatory
Project Manager
Superintendent - Signatory

Cost Enginear

Architect - Signatory

RFI Contact

Default 1558 Review Perica 7
Panchis Complation Pericd 7
Use Wosking Days For 000 Date

Submittal Contact Q

Schedube

Meabing Footnodo

Deatault MeEting 1D Mask

Job Info Defaults Security Motes

Job Info Defaults

Company

Ctrl Business Partner

Atta

Iir, Tim Trowill
1234 Main Street
Yourtown MA 01234

84 Lumber Company Q Jane Seymour

Use Working Days

Ltia Winiking Days

nd aCourate i the readers 80 not express ther objections within B next

Dafault RFI Review Period 7

OCO Compiletion Date by JB Contract
Submittal Approver

Ball n Court Report

Dafaigh Aganda Item 1D Mask
Track n Scope” and "Owt of Scope” Amounts.

Activity Start Date of Submitial is Regquired

*NOTE: This only works for above the line billing. If the owner
requires the changes to be billed below the line, See Module 5

oven &
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Module 3: Import a budget

1
e Open Budget Import File on the R: Drive

o Go to the R: Drive-->CMIC-->Budget Import Utility

O > (RIREF > CMIC » Budget Import Utility

T Sort = View
Hame ’ Date medified Tpe
Budget import by lob 12/18/2023 3:10 PM File folder
Budget Impart Utility Videcs File folde
Qutdated 0D MOT USE File
0 Budget lmport Utility - LKCO - UPDATED 7.27.23xlem T/2T/2023 334 PM Micresoft Exeel Macro-Ensbled ...

» Save file to desktop or appropriate folder

*NOTE: Your Excel file will say that it has Macros - these must

be enabled

L1 AT o v
Data Conversion July 28
MIP Templates September 13
Payroll October 11
Videos August 11
B Budget Import Utility - Lee Kennedy.xlsm Yesterday at 2:06 PM

; +@)
Liose
£ Editing ~
Info T +
= | B Bp Bp SBIE
Save As Save & copy online Conditional FormatAs Styles | Insert Delete For

Formatting »  Tablew -

Print

Share

K
Optons

L Download a Copy
About Download & capy to your computes s not

Dowmboad a copy of this document to your computer as an OD5 file

! 150.00 150,000.00

1
the el teo

Cell containg

T Cost

|
90wnoada50l?f.x. o oywe B Rate B Budost Cost ﬂl_"q-lm

2 150.00 513535

150.00 22,963.50

1,700.00

43,000.00

308

10,116.00

16,250.00

59,166.71

6,000.00

25


https://app.vidcast.io/share/f1e53418-e68a-4b70-a126-681a6972cd93
https://appriver3651010989-my.sharepoint.com/:x:/g/personal/jbooras_leekennedy_com/ESmZ4b94zilLjBXZdaAq9K0BrUK97e5AHfjt8o4ntgiKJw?e=fOKNks
https://appriver3651010989-my.sharepoint.com/:x:/g/personal/jbooras_leekennedy_com/EZTsdHyDigxEpXeTsR2aSYwBYFEJp6VeElOFjGu1TB5d1A?e=6RGDNy

Module 3: Import a budget

e To access, go
to the R:
Drive. Click
on the CMIC
folder, and
click on
“Budget
Import
Utility”

e Use the scope
sheet from
preconstuction
to complete
the cost code,
description,
category, and
budget cost

Fing] Replace

Find what

g

Budget Import Utility
Quick Guide

e Click “Enable Editing”
to disable Macros

i Code KCO Eliminste Duplicate Cutpet Vaiiciste Only, Do Not Transiat
Company PO (Fiedd) P ) E; c;,-::—-::; plicate Cutput D ::‘r": h ransiate
jects Job coce [ Imgeet Fie Import Fie =

FCI Code ORIGOOL o ES:‘:AH{MMWMWHIT:!M- Dsetﬂfl.l'mtw'.o-‘.‘“nqn.
Create Item Dlank Qutput Wikt for the Cost Dlanik Input WA for the Cost
PEI Narme Imported Budget Imgest Fle Code Code-Category

PCI Date (21 - - Automnaticalty truncate
PCI Status ACD Create Hon-commitment Hasnally Refresh CHiC daseriptions that e taeleng (30 [ Restiet ta Vsiia Data

i Cost Import File Transiated Values charl n import e,

Impt JCE File

Budget Data

e Click on “Translation Tables”
to find the CMIiC Cost Code
and the Description

Oplioas = =

Find All Clase

e Press “Control F” at the
same time to search the 26
translation table


https://app.vidcast.io/share/f1e53418-e68a-4b70-a126-681a6972cd93
https://lkco.egnyte.com/navigate/folder/eea66b86-f4af-42fd-8d55-20e6fc246b4f
https://lkco.egnyte.com/navigate/folder/eea66b86-f4af-42fd-8d55-20e6fc246b4f

Module 3: Import a budget

2
o Paste the SOV into the excel sheet and confirm that the
required budget columns are completed
o Required fields are highlighted in yellow
= Cost Code, Description, Category, Budget Cost
*NOTE: You should begin entering the budget in
cell BN

- 1LOST LM Hie | FANSIATED Values ; B
I PCI Type |ORIG | (50 char) in import file.

Override Job Cost Code . Subcontracto

Code H Description n r = Category n Budget CGE

» Verify that everything in orange is correct

e Click "Manually Refresh CMIC Translated Values" to
populate the "CMiC Job Code", "CMIiC Cost Code", and
"CMiC Category" columns

e Save the Import Utility as a .xIsm file so that you can later
upload as an attachment

il Save POl Import File x

4 @l -~ jboo. » Deskt. » R O
Organize = New folder = (%]
Screenshots
Create PCI (Field) Create PCI (Enterprie Mg LiCo Projects
MEE ieortERs =050 311 GneDrive - Lee Kennedy Co. Inc - Shortaut
Create Bid Item Conversion B sample Budget CMIC
Tmport File import JCE File |

Create Non-commitment Manually Refresh CM
Cost Import File Translated Values

Description

Project Managerment - Brian

QRIGDD *
n
- -
Project Managerment - Tom 25
# Hide Folders Tooks Save ancel
Project Managerment 19
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Module 3: Import a budget

» Click "Create PCI (Enterprise) Import File

Col Code LEEKENC1 Eliminat
ol il i Create PCI (Field) Create PCI (Enterprise) B il
ject's Job Code 06375.00 Import File Import File
PCI Code ORIGOO1 e _— ':;:?t .":HOO
te Bid Ite - ank Ov
PCI Mame Imported Budget ﬂi}:‘l:onl: File = Impol ile Cocla
PCI Date 12/12/2022 Automat
Create Non-commitment Manually Refresh CMiC -
PCI Stat v| descripti
atus B Cost Import File Translated Values (50 chzr)
PCI Type ORIG

 Save as a .csv file

L= Desktop

06841.00 ORIGO01 PCI Import

CSV (Comma delimited) (*.csv}

Project Maintenance

02171.00 - CMIiC Fjaybook Job -

e Log in to CMIC, click on

Project: CMIC Playbook Job (02171.00)

blue “ﬁeld“ bUtton Workflow Notification
» Job Setup
« Search for the job b Subcontract Management
number } Change Management
» Job Billing

b Cost Reporting

28
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Module 3: Import a budget

e Click on Change
Management

« Click on PCI Import

Proiect Maintenanc

02171.00 - CMIC Playbook Job -

Program Search...

Project: CMiC Playbook Job {02171.00)
Workflow Notification
b Job Setup
F Subcontract Management
4 Change Management
Potential Change Items

PCI Report

Owner Change Orders

To browse for file,
click on "Import
File"

Click "Choose
File"

Select the utility
.csV file

Click "Import"

> ol Nl Lee Kened

& 5 v 4 > Dediop

Cuganize = New folder

£} Home

@ Desitop  #
4 Bounlosds # 78 Conmection to wall leekennedy.com
O Decuments # - Dusnboand
B # 73 GoTaMeeting
6 Music 5 & Install Vit Cliert
O Videos +* B2 e
File name: | «| anFies -

% Search Desitop

MName
0 LHEs Projects
3 04374.00 OFaG001 PCI import

10 D5841,00 ORIGHR PCI Impart

IMPOTL ) \inet import Utility - Lee Kennedy (2).xsm  Update...

File

Import | Clyse
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Module 3: Import a budget

e Click Close

« Click "Validate Imported Data"
*NOTE: There will be errors

Import File

‘“‘F;‘i’g 06841.00 ORIG002 PCI Importesv | Update...

 Click "Edit Imported Data"

o This will bring you to a new screen

CHANGE ORDER IMPORT

Change Order Import

Import File

Delete Imported Data

Press button to select the action.

Imported records: 49 Ermors: 2

30
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Module 3: Import a budget

o Check "Validate All Records"
« Check "Create Phase/ Category"

e Click "Re-Validate"

e - - aheaae < T P — - R —— o
Valid Warn Record Comp Job Change Order Change Order Description Reference Date Type Status
7 LEERE UoEs LUy URIGUUL WIPUNEY BUsyL URCTTY, vzl URIG ALY
] LEEKE 06341.00 ORIG002 Imporied Budgst Dec 13, 202208 ORIG ACO
9 LEEKE 06841.00 ORIGD02 Impanad Budge! Dec 13, 2022 ."‘a ORIG ACO
10 LEEKE 06841.00 ORIGD02 Imporad Budge! Dec 13, 2022 ."‘a ORIG ACO
1 LEEKE 06841.00 ORIGD02 Imparad Budge! Dec 13, 2022 ."‘a ORIG ACO
12 LEEKE 06841.00 ORIGD02 Imporad Budge! Dec 13, 2022 .99 ORIG ACO
13 LEEKE 06341.00 QRIGD02 Imparad Budge! Dec 13, 2022 .99 ORIG ACO
14 LEEKE 06341.00 QRIGD02 Imporad Budge! Dec 13, 2022 .99 ORIG ACO
15 LEEKE 06341.00 QRIGD02 Imparnad Budge! Dec 13, 2022 .99 ORIG ACO
16 LEEKE 06341.00 ORIGD02 Importad Budge! Dec 13, 2022 ."‘a ORIG ACO
a e nemaa A s anm [ Y T e am meme AR e s
Error
%&lldﬂt? All Records %‘eale Phase/Category Re-\alidata More Errors Close

g e

Owner Char
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Module 3: Import a budget

10

» To confirm that all records are valid, click on the
Filter icon to turn on the filter.

o Type a "N" in the Valid column and click "Enter" to
run the filter. The filter should show no records.
Any records shown are invalid and must be fixed.

 If you have errors,
o Go back to the original Excel budget and fix the
lines with errors.
o Import the file again--> If you do this, make sure
to delete the first imported file.
o If there are no invalid errors - Click "Close"

CHANGE ORDER IMPORT

Imported Data

Freeze [EESglERT B search 4= Insert @ InsertMultiple &= Delete
|
vl

Warmn Record Comp Job Change Order Change Order
|
1 LEEKE 06841.00 ORIGD02 Importad Budget
2 LEEKE 06841.00 ORIG002 Importad Budget
3 LEEKE 06841.00 ORIGD0Z2 Importad Budget
4 LEEKE 06841.00 ORIG002 Importad Budget
5 LEEKE 06841.00 ORIGD0Z2 Importad Budget
B LEEKE 06841.00 ORIG002 Importad Budget
::::: ARGA4 AN ADrEAnT lonsm et Dk
32


https://app.vidcast.io/share/f1e53418-e68a-4b70-a126-681a6972cd93

Module 3: Import a budget

mn

o Once all records are valid, go back to the main
Import screen and click "Build Change Orders"

« Click "Create Change Orders"

CHANGE ORDER IMPORT

Build Change Orders

Note: Only Change Orders for the current Company will be
treatad

Company | LEEKENC Q| | Lee Kennedy Company.
B update Projected Amount during Posting

Racalculals Projecled Amoun v

| Post Vendor ContPts with Change Order

Create Change Orders)  Close

o The unposted PCI will now be in your project.

12

Project: Test 12.8 (06841.00)

Workflow Notification

« Click on "Change

b Job Setup

¢ Bid Management

n
Ma nagement b Subcontract Management

« Click on "Potential
Change ltems" ...

min hesder and drop it bere 1o group by that column

L]
« Click on your o

< ORIGOOM Imported Budget

Change Item e
<  PCO-001 Test
< | PCO.002 tost changs 2
< PCO003 tast sub change
< PCO-0M4 L

Change Managemeant

4 Potential Change ltems

i Date

Dec 08. 2022

Dec 13, 2022

Dec 09. 2022

Dec 13,2022

Dec 13,2022

Dac 13, 2022

i PostDate

Dec 08, 2022

Dec 13, 2022

Doc 13, 2022

Dac 13, 2022

Dac 13, 2022

i Type

Original Gudget
Driginal Budget
Scops Change
Scopa Change
Scopa Change

Scops Change

i Reasor

33
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Module 3: Import a budget

13

« Review the budget and confirm that the "Total
Budget Amount and the Total Billing Amount
are equal to the contract value

e Click on "Post"

o Choose the Proposal Execution date as the

post date.

e Click "Proceed"

QAddPCI | T Copy  # Edit & Print PCl & Quick Print = Q Select Bid ltems I C
PCI Detail RFQ Review/Approva Noles Related Objects Attachments History
Date Nov 29, 2022 Scope Days Impact
Source
Total Budgeted
Amount 1,000.00
Total Billing
Amount o000
Key Dates
Issued
Proposal Signed
PCI Details
+  Show Rates Impa
Print
Action Seq | Description Markup Vendor Vendor Name  Subconiract Job* Phase* Categery” Billing Code
v 1 General Conditions L 06375.00 003025.00 L 06375.00-00
@
@ enterprise.cmiccloudr12.com/cmicprod/PMPeiEntry/confirmPop. .
POST PCI
Vendors Show Details Show SubJob Total
pffe (YYYY.MMLDD) 2022-12-16
Vendors Budgeted Amaount Billing Amount Proceed | Cancel ity Rate Budgeted Amount Billing .
§.100.00 1:000:00 1,000.00 1,000.0
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Module 3: Import a budget

Troubleshooting

e To enable macros, right-click on the file
o Check your downloads if you don't know
where you've saved the file

« Click on "Properties"

e Check the unblock box bottom next to Security

Date modified

MName
 Last week
8. Budget Import Utility - Lee Kennedy (8)
@ cMiC Game (1)
@ cMiC Game
@ 13876900010156
@ 14124000005024
G 14122800005976
@} Budget Import Utility - Lee Kennedy (7)
@7 Budget Import Utility - Lee Kennedy (6)
G LKCo Women's Group Holiday Tags (1)

@ LKCo Women's Group Holiday Tags

* Earlier this month

B B

o

&

® @& @®
Open
Open with

Add to Favarites
Compress to ZIP file
Copy as path

Properties
Share with Skype

Show more options

W

Ent

Ctrl

Alt-

Shi:

8., Budget Irr port Utility - Lee Kennedy (6) Properties

General Security Details Previous Versions

—n
B Budget Impaort Utility - Lee Kennedy (6)

Type of file Microsoft Excel Macro-Enabled Worksheet (xism)
Openswith: g Excel Change...
Location: C\Users\jbooras'\Downloads

Size: 105 KB (107,909 bytes)

Size ondisk: 112 KB (114,688 bytes)

Created Tuesday, December 6, 2022, 2.26:10 PM

Modified Tuesday, December 6, 2022, 2:26:12 PM
Accessed: Today, December 12, 2022, 15 minutes ago
Attibutes: [ |Reac-only [ | Hidden Advanced...
Security: This file came from another

K Cancel

computer and might be blocked 1g
help protect this computer.
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Troubleshooting

« Go back to the Budget Import Utility File

« Click "Manually Refresh CMiC Translated Values".
Look at the translated fields on the right side of the
table to ensure that the values were all translated
correctly.

Budget

Budget Cosh Revenue

Company Code |LEEKENC2
ject's Job Code 02171.00
PCI Code ORIGOO1

FCI Mame Imported Budget

PCI Date 2/2/2023
PCI Status ACO
PCI Type ORIG

CMiC Job

Code

CMiC Cost CMIC

i Code B Catego
= - D] -

$25,000.00 25,000.00[12056.00 015085.00 L
v
$50,000.00 50,000.00]12056.00 015015.00 L
$60,000.00 60,000.00[12056.00 '024100.00 5
$30,000.00 30,000.00[12056.00 '061000.00 0
$25,000.00 25,000.00[12056.00 '064000.00 5
$15,000.00 15,000.00{12056.00 ’081000.00 S
$28.000.00 28,000.00012056.00 '088000.00 S
$125,000.00 125,000.00[12056.00 '092000.00 5
$70,000.00 70,000.00(12056.00 '099000.00 S
$30,000.00 30,000.00[12056.00 "110000.00 S
$50,000.00 50,000.00(12056.00 "220000.00 S
$325,000.00 325,000.00[12056.00 7230000.00 5
$400,000.00 400,000.00[12056.00 60000.00 5

Create PCI (Field) Create PCI (Enterprise)
Impart File Import File
Create Bid Ttem
T Import JCE File

Create Mon-commibment Manually Refresh CHIC
Cost Impaort File Translated Values
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Module 3: Import a budget

Troubleshooting

« Make sure that the company code, job number, and all

items in the orange section are correct.

 Make sure that the PCI Code is correct and not

already in the Project

Company Code LEEKEMC2
pany Create PCI (Field) Create PCI (Enterprise)
fject's Job Code 02171.00 Impaort File Import File
PCI Code (ORIGOO1
Create Bid Ttem
PCI Mame Imported Budget Import File Import JCE File
PCI Date 2/2/2023
PCI Status ACO Create Non-commitment Manually Refresh CMiC
Cost Import File Translated Values
PCI Type ORIG

Dverride Job — Subcontracto ca
Code u n r u
015085.00 Final Cleaning L
115015.00 P!'-::-greaa Cleaning / Laborer - Strasght L
Time
02 41 00 Demoliaon Diversified 5
106 10 00 Fough Carpeniry LKCO o
06 40 00 Millwork Maszs Cabinetls S
fha 1000 Dioors and Frames O'Connor 5
08 80 00 Glass & Glazing ARA Windows S
M09 29 00 Drywal Unity Consirucio 5
09 90 00 Paining Brian T Malone S
11 00 00 Appliances Advaniage Appli: 5
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Module 3: Import a budget

14 - Add Attachments

e Click on "Attachment" tab

 Click on upload multiples

PCI Detan

ORIGO02 - Imported Budget
Attachments

DOCUMENTS
B S SonBy: [Newest v

Attachment Type Nusmbar L e, Miambser Rev. Date Description Nodes User abas ESagnings Esign Status Action
N Racords Found

15
« Upload Original Budget Import File (.xIms file)

Type Has Mandatory Fields Action

 Click "Proceed" = x

*NOTE: When uploading the attachment, the
XIms file cannot be saved on OneDrive

o 38
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Module 4: Manual Budget Setup

« After logging into CMIC, click ~tQlect Viaintenance

- Ny
onthe blue Field button. (o270 cucPmackisn -
N

e Inthe top left hand corner, Project: CMIC Playbook Job (02171.00)
search for the job. Workflow Notification
b Job Setup
e Click on "Change
Management"

#  Subcontract Management
hange Management

Potential Change Items

e Click on "Potential Change
Items”

e Click on "Add Change Item"
*This is a blue box on the right hand side of the screen

T Show Filter |

Potential Change ltems

© Add Change ltem H Reset F Export

£ PClNo. : PCl Name :  Date : PostDate i Status : Type

Mo records available.

Mo items io displa

39
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Module 4: Manual Budget Setup

e Use the arrow next to "Type" to scroll down to select

"Original Budget"

Fzmal RFQ Review/Approval Notes Related Objects
Description
Budget Transfer
In Scope Change
Original Budget Allow
Out of Scope Change Costs
Date 102022 i) Scope
Post Date
Total Budgeted
Amount 0.00
Total Billing
Amount 0,00

Q O LEEKENTEST-JBOORAS

Attachments History

OC0 no.

Source Type

Reason

Days Impact

Source

Projected Amount
Calc Method

raft B Save

e ®

@ Cancel @

Update Projected During
Posting

Recalculate Projecied AmoL ~

4

 Use the arrow next to "Status" to scroll down to

select "Approved"

« Fill in the date and description on the form.

PCI Detail RFQ Raview/Approva Maotes Altachmants Hiztory
ORG-001
Type Original Budget w
Status Approved b
+ Proceed |« Forecast
Date 020223 =
Post Date

Total Budgeted Ak

Amount S
R 000

Description  This a a budgat setup that was made for the playbook

Scope

Proj
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Module 4: Manual budget setup

« Scroll down the page to "PCI Details"

o Under "Action" click the blue + button

PCI Datail RFQ Review/Approval Notes Related Objects Attachments History
Proposal Signed iz}
PCI Details
+ Show Rates Auto Calculate Markups Impaort
Print
Action Description Markup Vendor Vendor Name Subcontract Jo

&>

Vendors Show Details Allocation Show SubJob Total

 Scroll right and click on the magnifying glass under
"Phase"
*NOTE: The job number will auto populate

e Click on the box next to the phase code you want to
add and press "Accept"

- —
ind: e
@cC @
i Code Nam
.................................. ( e
003025.00 Project Manager O
Category” Billing Code
003115.00 Superintendent 1 O
015015.00 Progress Cleaning g O Q Q Q
061000.00 Rough Carpentry
088000.00 Glazin: g E
099000.00 Painting Show SubJob Total
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Module 4: Manual Budget Setup

*NOTE
e To search, use % %
9 (o] (o]
. M o e e e et s a8 et 8 8 s g f e s ¢ e
= Type  Onigingd Budget = Save Canoal o
P W — Mazilla Firef — x
o S ﬂm ‘ hﬂ“ L'D B D —
w Proceed o F | enterprise.cmiccloudr1z T2 = "
Phase Temglate
“Dwta 102922 =
Phase * L] Chori Days b
T Date
Rext Set =2 ]
Judgeted ':'“H:‘::‘! AL g
Aol o
Cuantity | Phassg Coda Nams a
7 Aamot | Projecied &
Single Cat. O 100,00 Precon--Prosect Managed Cale M
- m"““' (S
. 003015.00 Senor Project anager -
S Calagpory = D050 Progiect Manadg
all Signed Controlling
] Caliegedy D030 .00 Project Manager * *_
ils Baling Liode | 0030700 Project Manager 3 Rumaunts W
abes Aula Calculate Markug 002800 Projoct Mansger 4
i
P D igotion 0004000 Ansistas] Propect lanager 1 Job Phas
W
|
)
 To add a new phase code to your project,
click "Add New"
Projects Infrastructure
Potential Change It§ B Save Draft [@Save @ Cancal
Mext Set B
JT00.02 - Stifed - S8dEng Glass Doof Replace: Attachments History
Document Management Impaort
o | 003025.00 Project Manager
Subcontractor Prequalification . Phaze category” Bliling Code
Bid Management 003115.00 Superintendent 1 M |
Budget & Cost Management 015015.00 Progress Cleaning Q Q Q
Subeontract 061000.00 Rough Carpeniry r
Subcontract Change Orders Seodonn Glazing A !
4 = '——
Subconiracior SOV
0951000.00 Palnting . ShowSiblnb Total
Patential Change ltems ¥ T ” f
T T T
Owner Change Orders Vendors  Budgeted Amount  Bllling Amount Job Phase  Category Quantity Rate  Budgeted Amount Billing Amount
Owner Change Transmittal Uzl Total
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Module 4: Manual Budget Setup

*NOTE
Errors when adding bill codes to a job

« When trying to add bill codes to cost codes (items),
adding categories to in "Maintain Cost Codes" will usually
auto-populate the bill code. This is the preferred method
to avoid mistakes when entering the bill codes manually

o If a bill code search does not provide any bill code options
to select and add into your line items, do the following:

o Field--> Job Setup--> Update Job Info
o Click on the "Job Billing" tab

Selection Criteria

Company | LRED 9, | | Les Kennedy Company Duplicate Job

Job Detail

Job Detail Settings Accounts AP Taxes, Job Billing wiP Payroll Bank Security Equipment Locations Compliance PO F WO WES

[ Search &5 Insert & Delete 4 Previous s Mext T, Workflows ¥ &3 ReportOptions » 4 Attachments = Motes @ ECMDocuments = & Ut

* Job Code 08233.00 100 Hoodpark Drive
* Control Job | ALL Q| Sstatus | In Process

* Customer 88272 Q| | Hood Park LLC Update Custormer

Contract | (8288.00
Eilling Methed | Job Biling w | | Edit  * Default Department 00 Q

o If the field next to "JB Map
Code" is blank, click the
maghnifying glass to insert
"DFLT"

o Click "OK"

43
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*NOTE
One-to-one Mapping Error

« A one-to-one mapping error occurs when a contract
has a bill code mapped to more than one cost code

category. R a

F FINANCIALS

4 PROJECT CONTROLS

¢ Job Costing

. Goto CMIC Enterprise--> ' wne
Project Controls--> Job
Billing--> Contracts--> o
Assign Billing Codes to pe—

Cost Code/ Category Assign Billing Codes to Cost (YdeiCategories

¢ Billings

b Logs

 Click on the magnifying glass to select the contract

I k [ 1] n Selection Criteria
° ick "Export " .
+ Comtact CaD
Drseription
Cerirelling Job
Sorting Order | Jok/Cont Cooe Coat Type - w




Module 4: Manual Budget Setup

*NOTE
One-to-one Mapping Error

« Once the Excel file has loaded, highlight the "Billing
Code" column and click on "Conditional Formatting"

Wrap Text

Merg

Billing Code Cost Code Name

65602.00-013015.00-L 1 T5602.00 "b13015.00 Seniar Project Manager [
5602 00 1301500 Senior Project Manager s

"hs602.00 “h13015.00 Sanior Project Mansger s

560200 “h13040.00 Lisistant Project Manager 1 5

"o5602.00 “h13040.00 Agsiatant Project Manager 1 s

"B5602.00 “13040.00 Assistant Project Manager 1 LS

560200 “h13110.00 Senior Superintendent 1 s

"os602.00 3110.00 Senior Superintendent 1 s

"h5602.00 ‘ma110.00 Lenior Superintendent 1 LS

560200 “hi3i20.00 Assistant Superintendent 1 T

"os602.00 3120.00 Assistant Superintendent 1 s

"hs602.00 "ma120.00 Assistant Superintendent 1 LS

"Bs602.00 "B13214.00 Mohile Devices Service Purchase s

[l css02.00-012314.00-0 "ts602.00 "1z214.00 Mobile Devices ServicePurchase 5
[l cs602.00-002214.00-5 'Bs602.00 ‘1321400 Mohbile Devices ServicePurchase s
[l cs602.00-015010.00-L "Bs602.00 "B15010.00 Labor Foreman 5
1] cos02.00-018010 00-0 "bes02.00 "1sor0.00 Labor Foramen s
[ csoz.00-015010.00-5 60200 1s010.00 Labor Foreman s
) 05602 00-S50500.00:L 860200 "SS0800.00 Building Permit L5
B&bﬂl’m ")guswno Eullﬁlr\x Parmit s

Ts602.00 "0800.00 Building Parmit 5

” tional
Formatting ~

e 4 I Highlight Cells Rubes G
||D I t v I n [ thigha Grsater Than
o Click "Duplicate Values
Top/Bottom Rubes 4 Less Than.
Between.
TVSRIVY THE r
° )
n (] ] 9 v Equal To-.
e Click "OK - :
Format cells that contain: )i on Sets ' ) Test that Contains...
Duplicate -+ | wvalues with |Light Red Fill with Dark Red Text .- = A Date Dccurring...

(1] ate Values...
Cancel IS




Module 4: Manual Budget Setup

*NOTE
One-to-one Mapping Error

« Look through the "Billing Code" column for
highlighted billing codes. This means that the billing
code is mapped to two cost code categories. Copy this
billing code.

N27 ¥ fe
| A B C D E F G H

34 02050.M15-0099 NA 15-0099 02050 Basic Site NA M
35 02050.MB15-0099 NA 15-0099 02050 Basic Site NA MB
36 02050.015-0099 NA 15-0099 02050 Basic Site NA 0
37| 02050.515-0099 NA 15.0099 02050 Basic Site NA 5
38| 02050.515-0099 NA 15.0099 03050 Basic Cont NA E

39 | 03050.515-0099 NA 15-0099 03050 Basic Cont NA 5

« In CMIC, go back to the Assign Billing Codes to Cost
Code/ Category tab in the treeview

e Click "Query by Example" to seach for the billing code

CostCode/Category

Wigwr | Er | s | Detach

—
CQuery by Example
- YW

0EG02.00-013015.00-L Q HF

46
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*NOTE
One-to-one Mapping Error

« Clear the Billing Code that does not match the Cost
Code Category

CCCCCCCCCCCCCCCCCC

Vidss = Freeze
020505150099
T e oncserore 1~ oo |
Q2050.515-005% 02050 Basic
I al 03050 rsu: Ete WAFTE g

e Click "Save"

b FINANCIALS

4 PROJECT CONTROLS

 In the treeview, go to Job S —
Billing--> Contracts--> P
Contract Entry -
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*NOTE
One-to-one Mapping Error

Contract Information

Use%___ %tosearchfor|.

the contract —

B oooozod

Double click on the ol =

pencil.

0835100

*A new page will load. —
T

Pl oezrsoo

Ga

Job Hame:

Large Prepsens Teveline

InenorsSpecal Proects Tempiate

LHSD MANTENANCE

Cumemy LES Bling Job

JFK Prowsarssl Liseary & Votiur

Moy Hotel « Parcel TR

Soth Bay Expacsion - Sae Deveic

430 Fuhacters dovanos dganmens.

Born At Asadery

Frffee [ Dstash (D Search 5 nsert T Debete

* Contract

0000100

00di o0

[

e B0

0812007

DA2S1.00

o

DA0.00

T

DRS00

O Workdiows v &) Report Options v

Contract Name
Laege Prejuets Tusnsinse
InteriorSpecial Frogeots Template
LHEO MAINTENANCE
Dy LES Blling Job
JH Presiduntal Libeary & Museus
Meuey Hoeel = Farmel TA
Sauth Bay Epansion - Ste Do
450 Rusrariord vt Ansmsens
Bodton Arth Acadarry

WEUR CitvEamen

" Custor

00100

03100

05T

e

s

Under "Contract Information", click "Add New Bill Codes"

Click "Add New Bill Codes Only"
Click "Save"

Mote: if you receive this message above you just need to refresh this forecasting period to bring in the new billing codes added to the contract.
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Module 4: Manual Budget Setup

 Click on the magnifying glass under "Category"

o Select the appropriate code

@ Category LOV - Google Chrome = i} x
erm B Save Draft B Save @ Cance
@ enterprise.cmiccloudri 2.comy/cmicprod/PMPciEntry/Categorylov.

j

Proposal |
| -
(s} Other
PCI Detailg
 Show Rat 5 Subcontracis —
Action Phase* Category* B

+]—] 09015061 Qs Q

« Scroll right

o Enter final amount

| Signed M
S
ites Auto Calculate Markups Import
Print
Description nal Rate Silling Quantity  Billing Rate  Billing Amount
v
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Module 4: Manual Budget Setup

« Enter billing amount

*NOTE: This should be the same value as the
"Final Amount”

Calculate Markups

Import

nal Rate Final Amount Billing Quantity Billing Rate \ Billing Amount

escription

10

« Click the "Save" button in the top right corner

@
PCI Detail RFQ ewlAppl L: Related Objects tt - Histe
PCI Details
v Show Rates Auto Caleulate Markups Import
Print
Action Description nal Rate Final Amount Billing Quantity Billing Rate  Billing Amount
+ | — I
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Module 4: Manual Budget Setup

LL
e Click "Post"

e Click "Proceed"

O Add PO JCopy || # Edil || @ Delete | & Print PCI | & Quick Print | € Select Bid llems | i Cak
PCI Detail RFQ RaviewlApproval Notes Attachments History

ORG-001

Type Original Budget Modity Description  This a a budget setup that was made for the playbook QCO0 na.
“ status Approved - Days Impact
« Proceed o Forecast «  Update Projec
Date | Feb 02, 2023

scope Frojected Amount (o o) iale Projec

Cale Method
Post Date (=]
Total Budgeted B enterprise.cmiccloudri2.comfemicprod PMPGENty/confirm,.. @&
Amount | 12:750.00 P ¥ JECOE
Ao _
13.300.00
Amount
= Post Date [YYYY-MM-DD) 2023-02-02 (1] =
User Defined

Proceed  Canjel
Change Reason

12

02171.00 - CMiC Playbook Job -

To confirm that the
budget has been added Project: CMIC Playbook Job (02171.00)
correcﬂyo Workflow Notification
° Click on "Cost » Job Setup
Reporting“ P Subcontract Management

b Change Management

b Job Billing

» Click on "Cost Status
Query (Category)"

Cost Reporting
Cost Status Query gfategory)

Forecasting
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Module 4: Manual Budget Setup

13

Cost Status Query (Category)

*NOTE

the report by that column

Cast Status Query (Category)

el Current
Phase : Phase Name H ::‘:.HDW H :::IE:I v :r:: stor H g;llrrml ¢ Budget t Spant  : Committed
co L
4 Qurrent Budget: 750
099100.00 Painting 750,00 750,00
4 Current Budget: 12000
024100.00 Demoliicn s 12,000.00 12,000.00
12,750.00 0.00 0.00 12,750.00 0.00

« This page will allow you to check the budget and
export the budget to an excel document

1 Reset Il Exportw
Phase { Phase Name o g:‘:.aor‘f E :::::' : :‘:‘:""" : External €O : :::;:: i Spent i Committed z::::::: : ::r::::“‘l'u : Farecast 1 Variance
Transfer CO
02410000 Demaoiition 5 12,000.00 12,000.00 0.00 12,00 12,000.00 n.oa
099100.00 Painting 750,00 750.00 0.00 75000 750,00 0,00
12,750.00 0.00 0.00 12,750.00 0.00 Q.00 0.00 12.750.00 12,750.00 .00

e You can drag and drop the column header to group

il Reset i Export~¥
o[ RLAS RS AT CHEETEY S, Forecast : Variance
* Remaining ° Complete * 4
0.00 750.00 .00 1
0.00 12,000.00 12.000.00 0.00
0.00 0.00 12,750.00 12,750.00 0.00
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Module 5: Create PCl Markups/
PCI Markup Rules

‘ 02171.00 - CMiC Playbook Job

Project: CMIiC Playbook Job (02171.00)

« After logging into

CMiC, click on the Workflow Notification
blue Field button 4 Job Setup
Create Project
« Click on "Job Setup" Update Job Info
Enter Contract
« Click on "PCI i
PCI Import
Markup Rules"
Bid Iltem mport

PCI Markup Rules

Job® 02171.00 v

BLL - Allowance Usage (Transfer)
CTG - Contingency Usage (Transfer)
ITR - Budget Transfer
ORIG - Original Budget
{ PCO - Scope Change I
Jrder Description Rounding Rule, PCOI - Intemal CO/Backcharge 10d
RC - Related Costs (Transfer)

*NOTE: PCO (Scope Change) is the only type that is an
external change order
o All other types are either internal change orders
or budget transfers

g
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Module 5: Create PCl Markups/
PCI Markup Rules

« To add a new markup, click "New"

w From Job Copy From PCI Type

Total Markup Flag Action

e Assign the "Order"
o This is the order the markups will appear on the
the change order

e Add a "Description"

RULES

Demo Markup

Order Description Rounding Rule
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Module 5: Create PCl Markups/
PCI Markup Rules

 Complete the remaining information:
o Rounding Rules - more often than not you will
select "No Rounding"

o Rounding Method - select "Standard"

o Level - this the order in which your markups wiill
calculate
*NOTE:

Level 1 - Markups calculate on the change
order only.

Level 2 - Markups calculate on change order
& Level 1

Level 3 - Markups calculate on change order,
Level1& Level 2

Rounding Rule JNo Rounding v Rounding Method )Standard +
Leve

Rounding Method Total Markup Flag

Standard 1 O

cel Copy From Job Copy From PCI Type

H n n
b CI'Ck Save Rounding Method Standard Level ® 1 Total Markup Flag [_]

Level Total Markup Flag Action

g
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Module 5: Create PCl Markups/
PCI Markup Rules

« Scroll down to "Details" and click the "+" button to
fill out additional details to create the markup rule
*NOTE: See Markup Rules Explained for additional
notes

DETAILS

Calculate On Allocate To

Action Job Phase * Category * Job Phase *

» Click "Save" when done

el Copy From Job Copy From PCI Type

Rounding Method Standard w Level* 1 Total Markup Flag [
Level Total Markup Flag Action

1 O o

1 O m

1 O m
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Module 5: Markup Rules Explained

*NOTE: When billing below the line, select a change order
phase rather than the original contract phase code. This
ensures that the markups will be coded to an OCO line

Other Markup Rules Explained

I B
5

COI Mariup
-1 Permit Markup
7 Insuranca Markup
g CM Fes Markup

TG Gallagher Added Change
Added LKCo PM Time
Subtotal

LKCo Insurance (1%)

Permits (2%)

Fee (3%)

Grand Total

o Order: The order the markup will appear on the PCI

e Level: The level is how the PCI calculates

RULES

*For further explanation, see example below:

2,000.00

1,500.00

3,500.00

35.00

70.70

108.17

3,713.87

Rounding Rule Rounding Method

Mo Rounding Standard 1
Mo Rounding Standard 2
No Rounding Standard

No Rounding Standand 4

Level 1 Markups - Calculates on the Subtotal of the
change order

Level 2 Markups - Calculate on the Subtotal of the
change order plus the total of all Level 1 Markups
Level 3 Markups - Calculates on the Subtotal of the
change order plus the total of all Level 1 Markups plus (3,500 + 35.00 + 70.70) x 3%
the total of all Level 2 Markups

(3,500) x 1%

(3,500 + 35.00) x 2%
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Module 5: Markup Rules Explained

Job

Allocate To

*Inherited” Q 990501.00 Q ) Q d 3.000000 3.000000

e "Calculate On" is what the markups calculates on

o i.e - For fee, select "ALL" for jobs, "ALL" for phases, and
"ALL" for category because you want to calculate on
all phases and categories within the PCI

o There are times this will be different. For example: for
CDI you will select "ALL" for phases but only select
category "Subcontracts" so the markups will only
calculate CDI the subcontract PCls

DETAILS

Calculate On

Action Job Phase * Category *

B A Q AL Q AL Q

e "Allocate To™:

Select "Inherited" for job

Select the phase you want the markup to hit
Select the category

Add the Budget % and Billing % (this should be the
same for both)

(0]

o

O

O

Calculate
x ¥ On - o .
Phase Category Billing Budget % Billing %
Amount

g
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Module 6: Create a subcontract

1 CMIC FIELD
e After Iogging into 02171.00 - CMIC Playbook Job
CMIC, click on the
blue Field button. Project: CMiC Playbook Job (02171.00)
Workflow Notification
e Click on "Subcontract
Management”
4 Subcontract Management
° Subcontract
e Click on
"Subcontract” Subcontractor Tracking Log
Contract Listing Report
2

« Click on "Add Subcontract"
*This is a blue box on the right hand side of the
screen

CMIC FIELD

02171.00 - CMIC Playbook Job v ] -

Subcontracts

Preject: CMIC Playbaok Job (02171.00)

b Job Setup

: Date :  PostDate

4 Subcontract Management

Subcontract

.00

Posted

3 SC
Changes.

HI

0.00
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Module 6: Create a subcontract

3

e Choose the "Vendor" by clicking the magnifying glass
*NOTE: Click on "ALL" to search for vender
« Add a description in the "Description" box

@

i enterprise.cmiccloudri2.com/emicprod/ApLOV/EFVendorsLOV.do

o Confirm date

vt w BB Subcontract Change -
= Detail Orders Participation Attachments Alternates
Vendor @ Ll cud L S:::‘us Status Order #
Contract Type w 4081 04081  Patrick il
Contract Mo. Staty 1206 04206  Patricia Palmiere
Contac 09753 09753 Paul Spadaccini
Sender Emal 12278 122713 Paul Mc Donald
02022 Bt Amount
e Scroll down to
° -
Accounting Accounting
Invoiced Via - Subcontract W
Default
: 10
® Conﬁrm Retalnage o

o Invoiced
o Default
Retainage %

» B0V Level Retainage Release

60


https://app.vidcast.io/share/669d045e-f2cf-4eb9-9a44-26070da03503

Module 6: Create a subcontract

5

» Scroll down to "User Defined" and confirm:
o "Monthly Billing Date"
o % Markup

o % Markup - Sub-Subcontractor Work Performed

User Defined

Master Agreement % Markup - Work Performed

Q
Monthly Billing Date % Markup - Sub-Subcontractor Work Performed
20th of the Month

« Click the magnifying glass and identify
o Payment and Performance Bond
o Scope Details

Payment and Performance Bond

Scope Details

D
<«
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Module 6: Create a subcontract

7
« Scroll down to "Schedule of Values"
e Click the blue "+"
Schedule of Values
Action Delete ™ Task Code
=
8

o Task Code - Input the subcontract line number
*NOTE: In most cases, this will be "01"

« Task Name - Type in the line description

Schedule of Values

Action Delege Task Code Seq

+]—

g
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Module 6: Create a subcontract

« Use the magnifying glass to identify:
o W/M - In most cases this will be "LS"
o Amount - Type in the dollar amount

Schedule of Values

Seq Task Name WiM Unit Rate
Painting L3 @ 0 120.00

 Scroll to the right to complete the line information:
o Job - Select the project number if it does not auto
populate
o Phase - Select the phase code
o Category - Select the category code
*Note: this should be "S" for all subcontractor
costs

02171.00 Q.|| 090190.91 Ql|l s Q
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Module 6: Create a subcontract

10
e Scroll down to "Key Dates"
e Input
o Start Date
o End Date
Key Dates
o Issued Date Start Date 020123 =
End Date 022823 ail
Issued Date 022123 £
Received Date A
Executed Date i
n
« Click "Save"
© OLieekencian @ =
) Save Drcel Z ®
Review/Approval )
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Module 6: Create a subcontract

12
« To print/run the report - Click "Print" in the top

right corner of the screen

« Once a new window opens, click "Print" again

ons | [ Copy From | ©@Add ¢ Edit |« Post ﬂ:]u:-GCal'npliance Q, Select Bid Items = Q

Special Pricina Inclusions Exclusions Text Codes Eree Form ReviewlADpprovi
e Select Report - Google Chrome — "

@ enterprise.cmiccloudri2.com/cmicprod/SysReportPopup/showReportPopup.do?&p_c...

Group By Report Type: [
Report Name WORD LK Master Subcontract Job Order »

Template Letter of Intent.docx w

Embed Attachments (O Splect i=rommeiall @ None
s

*NOTE
o Use the arrow next to "Template" to identify the

form to be printed

& Select Report - Google Chrome = O *
8 enterprise.cmiccloudr12.com/cmicprod/SysReportPopup/showReportPopup.do?&p_c...

Group By Report Type: O

Re VWORDLK Master Subconfract Job Order w

Template | Lettey of Intent.docx V|
er of Intent.docx

Subcontract Job Order - Section 1.docx

| Print Close |

Embed Attac
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Module 6: Create a subcontract

13
o Click "Run Report"

) Copy From || @Add || o Edit | «f Post| ® Delete | & Print | @ Compliance || Q Select Bid ltems | Q) Select PCls

pecial Pricina Inclusions Exclusions Text Codes Eree Form Review/Approval
6 Form Letter - Geogle Chrome - D)

B enterprise.cmiccloudr12.com/emicprod/SysRptParams/acceptRptParamsde?p_app_code=PM&p_w...

REPORT CONFIG

Print Server Jasper Semvar
Destination  Preview w

Format FDF v

Print Blank Letter [_]

Run Report Chbse istl
— —

*NOTE- The subcontract should be sent through
DocuSign and fully executed before posting

14

o To post the subcontract
o Click "Post" in the top right corner
o Click "Proceed"

opy From | © Add .;’E:IeTe & Print || @ Compliance | Q Select Bid ltems || Q, Select PCls || € Back To Log @I

al Pricing Inclusions Exclusions Text Codes Free Form ReviewlApproval

Post Subcontract

Cancel

Sender Email
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Module 6: Create a subcontract

15

F Job Billing

« Go back to the tree
view on the left side
of the screen

Cost Reporting
Current Cost to Date (Live)
ost Projections

® CIiCk on "COSt Monthly Cost Report
Reporting”

Detail Job Cost Report

Labor Hours Report

e Click on "Current
Cost to Date (Live)"

AP Imaging & Workflow Invoice Status Rep

AP Invoices by Job

16
 Click on the 3 dots next to "Spent/Committed" to

choose the categories to show on the job

: | Current Budget * | SpentiCommitted oCumplilf i Cost at Completion :  Variance

ort Ascending

0.00 130 o] 130.10
+ Sort Descending
0. 558.00 0 —
ll columns L] Job Code

338,292.00 3 T Filer » Cost Code
I Deseription
Category Code
87.818.00 0.00 B7.818.0 Original Budget
Transfers

External CO

20,843.00 0.00 20,8450 Current Budget
67 27700 = Spent

"] Committed
231,140.00 0.00 281.140.0

T Committed Remaining
52 T18.0 SpentiCommitted

Cast To Complete
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Modules 7-12 -
PrOJect Admmlstratlon




Module 7: Create a PCI

1 .
D Rl )
o After Iogging into 02171.00 - CMIC Playbook Job
CMIC, click on the
blue Field button. Project: CMIC Playbook Job (02171.00)
Workflow Motification
« Click on "Change b Job Setup
Management” ¥ Subcog
4 Change Management
° Click on Ilpotential Potential Change ltems
Change Items"
PCI Import
2

« Click on "Add Change Item"
*This is a blue box on the right hand side of the

screen
’ B Reset [B Expertvw

Potential Change Iltems

¢ PCINo. i PCIName i | Date ¢ PostDate i Status i Type i  Reasol
< | ORG-001 Lgsp?aini‘fkge‘SE"“P‘“E"‘""asmadEfD' Feb 02, 2023 Feb 02, 2023 Approved Original Budget

g
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Module 7: Create a PCI

e Use the arrow next to "Type" to scroll down and choose

the appropriate option
*NOTE: See the Glossary section of the playbook for the
definitions of each "Type". Transfers will need an offset

line for the amount that is being transferred. See below

Not
“hype * M a e Mﬂg""“" ':“"F‘i‘;a"' Samph E;"!I o
PCI Detail RFQ Review/Approval Notes Related Objects Flag
(<} ingensy Uisg Teansher CTG-~= T334 -]
L srow asge Teanite: LL-== LL-348
i el Budiget T Trangh e R ITR-348
RC Related Coshs Transh fer - = RC-248 =
SUhics Scops Chang External PLQm L0234
PCOI Cammizment Onl g e INT- = INT-345 =
Commitmant Only Cnaﬂge — e =
Date | Contingency Usage oRig Criginal Original Budge oR B oRe ]
Internal Budget Transfer TR Busiget Teansfes Teansfer TRN- (-] TRN-248 =
Post Date | Original Budget
Related Costs B Bas Teandl BEC- BC-3
Total Budgeted | scope Change
Amount
° PCI Detail RFQ Review/Approval Motes Attachments History
e Click on the
Type v D
"Status" to
select "Open"
Proceed Forecast
Date £
 Choose the FestDue
Total Budgeted
9 0.00

date

Amount
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Module 7: Create a PCI

o Write a description

PCI Datail RFQ ReviewlApproval MNotes Attachmants History

Type OCuriginal Budge w Description  CMY: Playbook Change Order OCO no.
Status Open -

Days Impact

ORG-002

Proceed Forecast w Update Projected During
Posting

Date 020323 i) Scope Proi
rojected Amount Eortad A
Cale Method Recalculate Projected Amou w

Post Date
Total Budgeted

Amount 0.00
Total Billing

Amount 0.00

o Scroll down to "PCI Details"

o Under "Action" click the blue "+" button

PCI Details

"' | Show Rates

Print
Action Seq Description
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Module 7: Create a PCI

o Option 1- For a non-subcontractor change:
o Add a description
= The job number will autofill

PCI Details
+ Show Rates Import
Print
Action Seq Description dor Vendor Name Subcontract
4[] v CMIC Change Order #1 Q Q| o27i00 Q

o Select a phase and category by clicking the
magnifying glass

Phase* Category* Bil

COERCY
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Module 7: Create a PCI

7
e Option 2 - For a subcontractor change:
o Click the magnifying glass next to "Vendor" and
select a vendor.
= The "Subcontract" will auto populate unless there

are multiple subcontracts for the same vendor. If
that is the case, click the magnifying glass and
select the correct subcontract.

PCI Details

v Show Rates —

+]- I CMIC Change Ordor #1 e Q a2171.00.001 Qo

e The "Phase" and "Category" will auto populate to match the

subcontract unless there are multiple phase codes linked
to that subcontract.
o If this is the case, select the phase code this change
order should be allocated to. (See below)

B

| UPrevset | | Nextseth | | Addnew | [

Code Name Vendor

Paint Diversified Construction Group
f50150:0: Restoration LLC

024100.00 Demaolition lina
get:
uni

099100.00 Painting

A ~ - ~
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Module 7: Create a PCI

8
« Scroll to the right and add the "Final Amount"
*NOTE: The "Billing Amount" should auto populate
to match the Final Amount.
PCI Details
+ Show Rates
Print
Action Seq Description ated Amount ] Final Amount  Billing Amount § Subcontract Change
- v CMIC Change Order #1 457 457 Q
- v CMIC Change Order #1 457 457 Q
*NOTE: For transfers, the amount must net to zero
*NOTE:

o If this is a Subcontractor Change, then the
"Subcontract Change" will default to TBD and the Task

ID will match the PCO number.
o The subcontractor change order number will be

assigned upon posting

Jetails
ow Rates Auto Calculate Markups
Print
Seq Description Final Amount = Billing Quantity = Billing Rate  Billing Amount | Subcontract Change | Task ID
= v Elevators - Added Scope 5040 ses0 [l [TED Q@ | |Pconss

g
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Module 7: Create a PCI

« Click "Save" in the top right corner

Potential Change ltem B savf
PCI Detail RFQ Rawie Motes
CTG-001

Type Conlingency Usage (Transfar) - Description CMIC Playbeok Change Onder QCO no.

Status  Open b4 Days Impact

Proceed Forecast + Update Projected During Posting
Date 020323 =t Scope ij!'g:::':;:?;ﬂ':: Recaloulale Projected Amount
Post Date
=

10

o Once the PCI has been saved, you will see some
additional options in the top right corner. Click
"Calc. Markups" to add markups to the PCI

xProjects Infrastructure

Potential Ghaﬂge Ilcem Copy o Edit W@ Delete & Print PCl | & Quick Print Q, Select Bid Iteml§ @ Cale. Markups ost |
PCI Detail RFQ Review/Approval Notes Attachments History
CTG-001
Type Contingency Usage Modify Description CMIC Playbook Change Order 0CO no.
(Transfer)
Days Impact
Status Open £
+ Update Projected During Posting
Proceed Forecast
b Fob 03, 2023 Scope Pm]ag:;i"z;u:‘; Recalculate Projected Amount
ate el v
Post Date
Total Budgeted 0.00
Amount
Total Billing 0.00

Amount
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Module 7: Create a PCI

m

« Once the change order is ready to be approved,

click "Edit"

Potential Change lterr @adpcl Didpy #Edt BDgete SPrintPCl B¢
PCI Detail RFQ Review/Approval MNotes Attachments History
CTG-001
Type Contingency Usage  Modify Description CMIC Playbook Change Order
(Transfer)
" Status Open w
Proceed Forecast
Scope P
Date Feb 03, 2023
Post Date
Total Budgeted | ..

12

« Change "Status" of PCI to "Approved"

e Click "Save"

xProjects  Infrastnucture

Potential Change ltem

PCI Detail RFQ Review/Approval Notes Aftachments

CTG-001

Type Contingency Usage
iy

Status | Open
Approved

Date

Scope
| Rejected
Submitted Not Proceeding
Post Date | 5, pmitted Procesding
Total Budgeted
Amount

Total Billing
Amount g

0.00

Description CMIC Playbook Change Order

P ™ - ™ - [ B a
YT Enter Query [ Save _,| Cancel g Cale. Markups ]

History

OO no.
Days Impact
Update Projected During

Posting

Projected Amount

I 1 Af w
Calc Method Recalculate Projected Amai
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Module 7: Create a PCI

13 - For Internal COs and Transfers:

 Click "Post"

e Click "Proceed"

Potential Ghaﬁge ltem {|Copy # Edit & Delete & Print PCl & Quick Print = Q Select Bid Items B Cale. ‘,'a'.rlu.p Link to lssus >(-.i

PCI Detail RFQ Review/Approval MNotes Attachments History
CTG-001
# Type Contingency Usage Madify Description CMIC Playbook Change Order QCO no.
(Transfer)
Days Impact
Status Approved -
+" Update Projected During Posting
« Procee d + Forecas! t
1 Amount -
Date [Fab 0312023 5 https:/fenterprise.cmiceloudr12.com/cmicprad/PMPeiEnt... A | ¢ Method Recalculate Projected Amount =
Post Date k. POST PCI
Total Budgeted |, o, Post Date (YYYY-MM.DD) 2022-11-16 £

Amount
Total Billing
Amount 0.00 Proceed Carjcel

*NOTE: For PClIs with "Type - Scope Change", the PCI
will be posted through an owner change order because
they affect the budget

(See Module 8 for owner change order posting)

g
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Module 7: Create a PCI

NOTE:

To send a RFQ:
« Go back to your PCI

o Change Management --> Potential Change Items-->
Click on the PCI

# Ed & Pr = T
° Motes Attachments History
e Click on the RFQ tab
ORG-001

Type Original Budget Description | This a a budget setup that
was made for the playbook.

Status Approved e

+ Proceed + Forecast

Date Feb 02, 2023 Scope

Post Date Feb 02, 2023

Total Budgeted
P ° Ameunt
1] n
. Click "Edit
Ic ! Amoun

« Use the magnifying glass to select the contact
e Select the due date

e Click "Save"

Potential Change ltem B Save 3r. Cancel (@
PCI Detail RFQ

Review/Approval Notes Attachments History

15.560.00

15,560.00

CTG-001 - CMIC Playbook Change Order

RFQ

Action Print Seq Description Vendor* :::f:r Ql?::t;elyd Qu;:::: A%u;::f Date Sent Date Received
CMiC Diversified = = ==
= 1 Change 05144 Q,  Consftruction Q iz} 11} 2]
Order #1 Group LLC
CMiC Diversified . - -
= 2 Change 05144 Q, Construction Q =] 21 EX
Order #1 Group LLC

» Click "Broadcast RFQs"
Py Select Template 3 Broadoast History | 3
e Click "Send"

% Link to Issue = > @

g
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Module 7: Create a PCI

NOTE:

To void a PCL:
« Click on "Change Management"
o Click on "Potential Change Items"
e Select the PCI you want to unpost
o Click "UnPost"
o Click "Yes"

© Modify PCI| ©AddPCl | [0 Copy || #Edit B Prnt PCl | 8 Quick Py :mk to Is
PCI Detail RFQ Review/Approval Motes Related Objects Attachmenis

History

PCO-002
Type Scope Change Description  CMIC Playbook - Unpast PC| Test OCO no.
Status  Approved w Source Type
« Proceed |« Forecast Reaszon
Date Mov 16, 2022 Scope Days Impact

Post Date Mov 16, 2022

Total Budgeted -
Amount 2,144.50

Toul 8iting 5.1, | CONfirm Post
Do you really want to unpost PCI PCO-002? WARNING: If a JB

Source

Draw/Beusiasds in process, it must be manually Deleted & Recreated via
"Ep#are Billing” prod™wg to reflect the currently unposted PCL

Cancel

SUE
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Module 8: Create an owner
change order

<

<

<

OC0 No.

CC0o-0001

0Co-0002

Click on "Add Change Order"

Owner Change Orders

OCO#

below the line oco

i Dayslmpact i Date lssued

Mov 15, 2022

MNov 15, 2022

¢ Date Executed

1 CMIC FIELD
 After logging into 02171.00 - CMIC Playbook Job
CMIC, click on the
blue Fleld bUtton' b Subcontract Management
4 Change Management
e n
° CIICk on Change Potential Change ltems
Management” o Renort
epo
. PCIl g
e Click on "Owner
Owner Change Orders
Change Orders"
ansmittal
2

© Add Change Order BB Reset

i Date Received i Post Date
How 15, 2022

Hov 15, 2022

g
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Module 8: Create an owner
change order

« Add a "Title"

« Add "Owner's CO#"

<< Prev Set

[ ] CIiCk “Accept“ |Code Name Date Amount  Days Impact

CTG-001 CMiC Playbook Change Order FEB 03, 2023 0.00

Change Numbers Notes Attachments
OCO No.* OCO-0001 Title* Playbook CO
JB Owner's
Contract 02171.00 Q CO# 0124
Notes Closed []
-
Days Date o Date o Date
Impact Issued 020323 = Executed Received
7~ N\
« Scroll down
°
and CIICk on s Impact Status Action
] ] | Pyl
Add PClI's
| & PCI Details LOV - Google Chrome
| & enterprise.cmiccloudr12.com/cmicprod/PMOwnChgOrder/MultiLovOcoDetails.do? 8icmmvC gpampmes ]
» Select the PCI e —

' Go ' Close | Accept |

Next Set ==

Status dJ

g
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Module 8: Create an owner
change order

« Click "Save"

Approve All @ Cancel (@

Change Numbers Notes Attachments
OCO No.* OCO-0001 Title* Playbook CO
JB Owner's
Contract 02171.00 Q COo# 0124
Notes Closed ()
s
Days Date . Date Py Date
Impact Issued 020323 = Executed Received
CHANGE ITEMS Add PCl's
PCI No. Name Date Amount Days Impact Status Actiol
CTG001  CMIC Playbook Change Order FEB 03, 2023 0.00 Approved v &

6

« Click "Post"
*NOTE: At this time, you can add
attachments or print the OCO

&+ User Extensions | @ Add OCO | | ¢ Edit Delete Print @ Create Transmittal | € Back ToLog (@)

Change Numbers Notes Attachments

OCO No. OCO-0001 Title Playbook CO Post Date
JB Contract 02171.00 Owner's CO# 0124

Notes Closed O

Days Impact Date Issued Feb 03, 2023 Date Executed Date Received
The Original Contract Sum was 15,560.0C
Net Change by Previously Authorized Requests and Changes 0.0¢
The Contract Sum Prior to This Change Order was 15,560.0C
Tha Cantract Qum will ha Incrascad hu nnr
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Module 9: Create a subcontractor
change order

CMIC FIELD

o After logging into

. . 02171.00 - CMiIC Playbook Job -
CMIC, click on the
blue field button
Project: CMiC Playbook Job (02171.00)
° CIiCk on Workflow Notification
"Subcontractor b Job Setup
Management“ 4 Subcontract Management

e Click on "Subcontract"

- s . . Ori
< Contract No. + : Description : Vendor i
o Select the An
Diversified
su bcontract < 02171.00.0001 This is a subcontract for the playbook C::nsrlrlulchon
Group LLC

e Click on "Change Orders"

e Click on "Create SC Change"

Subcontract Deta Change Orders Participation Attachmenis Alternates Free Form Review/Approval

06310-001 - Early Tttt

Change Orders

g
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Module 9: Create a subcontractor
change order

e Scroll down to the Schedule of Values

e Click "Add PCls"

Schedule of Values Add PCls

Action Item Code* Task Name Unit Rate Amount Job' Pha

4 o Select the PCI

e Click "Close"

o Click "Save"
*NOTE- Wait for signatures before posting

Available PCls
Select JPCINo. Task Name Unit Rate 2:::::1 Amount Job Phase Category W/M Days Impact PCI Status Long Descri
CMIC
CTG-001 Change 00 457.00 02171.00 00019091 S LS 0 ACO CMiC Chang
Order #1
CMIC
CTG-001 Change 00 -457.00 02171.00 08019091 S LS 0 ACO CMIC Chang
Order #1
Available PCls with TBD
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Module 9: Create a subcontractor
change order

e Click "Post"

e Click "Proceed"

Subcontract Change Orders # Edit @ Delete ei’lfjclucluldl'.cr'\

Post Subcontract Change

ost Qe YYY-MM-DD) oMo,

Proceed

*NOTE: For PCIs designated "Type: Scope Change", the
PCI will be posted through an owner change order.
(See Module 8 for owner change order posting)

6

. CMIC FIELD
To review a posted

02171.00 - CMiC Playbook Job -
change order: —
(]
e Click on i
b Subcontract Management
"Change
4 Change Management
Management”
Potential Change Items
PCI Report
(]
® CI'Ck on PCI Import
"S“bcontractor Owner Change Orders

Br Change Transmineg

Tracking Log"

Subcontractor Tracking Log

g
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Module 9: Create a subcontractor

change order

o

Subcontractor Tracking

PCl Type i PCINe.
Ot of Scope a0
Change it
Qut of Scope

Change

Cut of Scopa
Change

OQut of Scope
Change

Out of Scope
Change

Ot of Scope
Change
Out of Scope
Change
Out of Scope
Change

Out of Scope
Change

Out of Scope
Change
Out of Scope
Change

Out of Scope
Change

Out of Scope
Change

e This is a log of the status of change orders

PCI post date: Date the PCl was posted and

when it is hitting the budget

OCO#: Owner Change Order the Subcontractor

Change Order is linked to

SCO#: Subcontractor Change Order that can be

clicked into

= If there is no Contractor Post Date then the

subcontractor change order has not been
posted yet.

If the information is blue, then the link to that

item is live

B Reset
E Owner Reference Number i Subcontractor Reference Number Conrracl Past Date

Mov 15, 2022 QCO-0001 06311.0250-001 Mov 14, 2022
Mov 15, 2022 1 2 Nowv 14, 2022
Mov 15, 2022 1 06311.0212-001 Mov 15, 2022
Mov 15, 2022 1 1
MNov 15, 2022 1 5311
Mowv 15, 2022 1 3110 1 Nowv 15, 2022
Mov 15, 2022 1 53110
Mov 15, 2022 1 31.C i Mow 15, 2022
Nov 15, 2022 1

1

Mov 15, 2022 i MNow 15, 2022

Mov 15, 2022 i MNow 15, 2022
Nev 15, 2022 06311.0207-002 Nov 15, 2022
Mow 15, 2022 06311.0207-003

g
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Module 9: Create a subcontractor
change order

*NOTE:

» To post a SCO that has not been posted yet,
o Go to "Subcontract Management-->"Subcontract” in the
treeview
o Select the subcontract
o Click on the "Change Orders" tab
o Click on "Create SC Change"
o Click on "Add PCls"
o Check off selected PCls
o Click "Save" and "Post"

I CMIC Enterprise - LIVE Q Ouwcousooras & E

Action em Code® Task Name Unit  Rme  Amount

Oviginal Prior Changes  Currant Changs  Ravised

« When referencing back to the tracking log, there will be a post
date for any subcontractor change orders that have been posted.

Subcontractor Tracking

PCI Type i  PCl No. : PClPost Date i Owner Reference Number i Subcentractor Reference Number i OCO# T SCO# L)
Change T PCOOO1 Nov 15, 2022 0CO-0001 E
glx‘-:‘:::;fconc PCODO2 Nov 15, 2022 OCOo-0001 5311.0250-002 | Mov 14, 2022 E
glx‘-:.‘gigasv:one PCOD0S Mov 15, 2022 QCo-0001 6311.0212-001 | Mov 15, 2022

QhangaP®  [pcons2 Now 15, 2022 0C0-0001 631.0221-001 i
gﬂ;g;e&:ﬂw PEONY? Now 15, 2022 W0-0001 53141.0227-001 Mowv 15, 2022 b
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Module 9: Create a subcontractor
change order

**NOTE:

To void a subcontractor change order
 Click on "Subcontract Management"
o Click on "Subcontract Change Orders"
o Select the PCO you want to unpost
« Click "Void"
o Click "Proceed"

Irders #Edt | & r‘d 50)

Subcontract Change Orders ReviewfApproval Altachmenls Text Codes Free Form

06311.0228 - 002
Vendor Allan Construction LLC
Contract No. 06311.0228 Sender Emall
Description  CMIC Playbook - Sub CO L

Pay Request

Cancel

Created Nov 16, 2022

Accounting
Description

« Click on "Potential Change Items"
e Select the PCO you want to unpost
e Click "Unpost"

e Click "Yes"

@ Modify PCl| @AddPCl || D) Copy | o Edit | & Frint PCI || & Quick F"ri

PCI Dgtail RFQ Review/Approval Moles Related Objecls Altachments History
PCO-003
Type Scope Change ) 0C0O no
Confirm Post
Status  Approved Source Typ
Do you really want to unpost PCI PCO-003? WARNING: Ifa JB
¥ Froceed |¥§ Draw/Reyjsignis in process, it must be manually Deleted & Recreated via Reasol
ey M AT am to reflect the cumently unposted PCI o
Post Date Nov 16, 2022 Cancel Sourc

Total Budgeted
Amount 321675

g
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Module 10: Create owner invoices

1-

Set up first bill

02171.00 - CMIC Playbook Job -

« After logging into

CMIC, click on the Project: CMiC Playbook Job (02171.00)
blue field button Workflow Notification
» Job Setup

e Click on "Job
Billing"

} Subcontract Management
} Change Management
4 Job Billing

e Click on "Enter
:
Contract

Prepare Bill

2-

Set up ﬁrSt bill Create Contract

* Company LEEKENCZ Q,  Lee Kennedy Co., Inc

[7) Use Subcontract Vendor on New Bill Lines  [| Show Closed Contract:
]
L Enter the jOb Contract Information
number next to View Or Freeze 1 Detach 2 Search 4= Insert 5 Delete
Find | 02171.00
llF‘ dll
In Job Job Name " Contract
a Q001,00 Large Projects Template a0001.00
o P G
ress o 0000200 Interiors/Special Projects Template 00002.00
Q100100 Mutt Cutts - Pet Groomers - Lioyd ¢ 01001, .00
Contract Information
o —
° Cllck on the View = & Freeze im | Detach [F] Search &= Insert % Delete

Find 02171.00 Go

pencil next to

Job Job Name * Contract

the ‘IOb number m 00 CMIC Playbook Job 02171.00

Cwn

g
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Module 10: Create owner invoices

3-

Set up first bill
o Under "Billing Items" select Group 5

4 Billing ltems

e
Billing Codes Group 1 Group 2 Group 3 Group 4 Perfc

o Click on "Add New Bill Codes"

Create Contract Details Bill Rated

View » & Freeze g Detach Search 4= Insert @ Insert Mul
Group Code Group Name Budg
NOGROUPS Mo Group 5
[ ]
4 - Set up first bill
e Select "Add New Bill

Codes Only" Table Mode | [®] Save
o *NOTE- This only
needs to be done if a

cost code was added e T
to the job since the
last bill
@ Ad) New Bill Codes Only
() Add New Bill Codes And Reset All Groups
Click IIOKII () Add New Bill Codes And Reset Null Groups
OK Cancel

Click "Save"

[® Exit =

g
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Module 10: Create owner invoices

5 - Set up first bill

« Click on "Description"

 Click on the magnifying glass next to "Invoice
Format" and change the Invoice Format to 5

Match @ All () Any

Code
L]
e Click "OK" .
Search  Reset

Codo Mame
i D0 NOT USE
2 Growp 2 Datad
3 Group 3 Detad
3c Growp 3 with Change Order Cokimn
3CX Group 3 with Change Order, Transber Colunans
5 Group 5 Detad
53 Growp 5 Sum, Group 3 Detail
530 Group 5 Sum, Group 3 Detail with Change Order Column
530K Growp 5 Sum, Group 3 Detail with CO and Transder Columng
&C Graup 5 with Change Order Column
ECX Growp & with Change Order, Transfer Columns

G-

6 - Set up first bill

« Click on "Insert Multiple"

i Billing ltems

Billing Codes Group 1 Group 2 Group 3 Group 4 Group 5 Performant

View v Ey Freeze [ Detach Search &= Insert ( @ Insert Multiple
Group Code Group Name Budg. Billini
NOGROUP5 No Group 5

il e+ BEl T noda

o o
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Module 10: Create owner invoices

7 - Set up first bill

*NOTE: To make the table larger, click on "Detach"

viewr [r Freeze [m] Datach [ Search 4= Insert @ Insert Multiple &= Delete @, Workflows » & Report Op
Group Code Group Name Budg. Billing Amt Max Billing Amt
NOGROUPS No Group 5 15,560.00

8 - Set up first bill

o Set up the line items for the bill the way the owner
wants to see them
*NOTE: The "Budg. Billing Amt" will auto populate on
line 1. DO NOT delete this number

Detached Table
View v Or Freaz ‘n" Detach & Search &= Insert @ Insert Multiple &= Delate Uy Workflows & Rep
Group Code Group Name Budg. Billing Max Billing Amt
NOGROUPS No Group 5
01 General Conditions
02 Project Requiremeants
03 Demaolition
04 Rough Carpentry
05 Milkwork
0B Doors and Frames
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Module 10: Create owner invoices

9 - Set up first bill

e Click "Save"

Tahleuude [ save ® Exit ‘ @ @ .r:h.‘

10 - Set up first bill

« Click on "Billing Codes"
*NOTE: Click "Detach" to see the table in a

separate window

« Scroll |
right to 02171.00-0241C Q
IIGroup 5II 02171.00-0550C

02171.00-0801¢€
02171.00-0891C

02171.00-0991C

PC

PC

BC

PC

PC

* Type

Q

Description

1
Demalition - Subcontr |
|

Misc Metals - Other
Paint Restoration - St
Painting - Labor

Painting - Subcontrac

Group 3

024100.00
055000.05
080180.91
099100.00

099100.00

Q

4 Billing Items
Billing Codes ®moupi1 Group2 Group3 Groupd4 Group5  Performance Obligations
' x ‘=" Detach 7 Search 4= Insert @l Insert Multiple = Delete il Duplicate Record @ Mass L

w = w O w

Q Q
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Module 10: Create owner invoices

11 - Set up first bill

o Code items to go to the line that you want them to

hit

Detached Table

View v [y ‘s Detach [ Search & Insent

Billing Code

02171.00-0241C

02171.00-05500

02171.00-0901%

02171.00-0991C

02171.00-9905C0

02171.00-99065

PC

PC

PG

PC

PC

PC

02171.00-99080 Q PC

* Type Description

Demalition - Subconti
Misc Matals - Other
Paint Restaration - Su
Painting - Labor
Construction Manage
LKCO Insurance - Ol

Q.|  Building Permit - Othe

@ Insert Multiple &5 Delete # Duplicate Record

fom Value Group 1
02471.00 02
02171.00 05
02171.00 09
02171.00 039
02171.00 99
02171.00 ]
02171.00 Q 99

Group 2 Group 3

02410000
055000.05
050190 91
099100.00
990501.00
990650.00

Q, 550800.00

@ Mass Update

U, Workflows + & Report Options

Group 4 Group 5

12 - Set up first bill
« Go back to "Billing Items"

 Click back on "Group 5"
o Check to make sure that your budget aligns

CONTRACT ENTRY

e Click "Save"

4 Billing ltems

Biling Codes  Group 1

View -

"

0z

]

o4

05

06

T Freeze

Group Code

ROGROUPS

Add Group to Bill Code

Group2  Groupd  Groupy
" Detach 2 search
Group Name

Gengral Condiions

Project Roquirements

Damalition

Fiough Carpeniry
Mitwork

Doors and Framaes

Mo Group §

2

priormance Obligations

o Delete

Budg. Billing Ami

0.00

12,000.00

0.00

2,000.00

000

TE.O0

E10.00

| 'r.-uenw_| [ save  [® Exit

T, Workflows + & ReportOptions » [ E

Max Billing Amt

94


https://app.vidcast.io/share/2741d911-711b-4106-b96a-67300de1f403

Module 10: Create owner invoices

13 - Create new owner bill

02171.00 - CMIC Playbook Job -

 After logging into %]
CMIC, click on the
blue field button

Project: CMIC Playbook Job (02171.00)
Workflow Notification

b Job Setup

e Click on "Job

— " b Subcontract Management
Billing
b Change Management

e Click on "Prepare 4 Job Billing

Bi““ Enter Contract

Prepare Bill

14 - Create new owner bill

 Click the magnifying
glass next to
"Company" and
"Contract Number"

Confract 02171.00 has no billings. Would you like to create a new Draw "Draw 17
1

e Click "Draw" to
create a new owner

bill
New Billing created. Would you like to include new transactions up to Reference Date 31-DEC-22
?

. Click "OK" (o

*NOTE: If this is the first bill on the contract, see Step 1
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Module 10: Create owner invoices

15 - Include change orders in your bill

« Click "Change Orders" to access all posted PClI's
(external and budget/internal transfers)

4 Draw Info
Search @, Workflows » & ReportOptions + & Attachments = Motes . ECMDocuments = & UserEx

Job  02171.00 CMIC Playbook Job
Customer 00100 Sample Client

Billing Date Fab 03, 2023 Type Draw

AN

Due Date  Mar 05, 2023 DrawiRev Num 1 Revision Num

Period Ending Date Jan 31, 2023 te Contract Currency Status  Unapprove:
Budget Billing Amt 15,560.00 Max. Billing Amt Invoice Format 5
Invoice Desc

el

Notification

Message

Add Bill Codes  Update Bidge Recalc. Billings  Create Billing  Generate  Print Draft  Print  Delete Billing  Create RFP
Cost Transactions{ Change Orders Funding Sources

16 - Include change orders in your bill

o Within JBBILL TRANSACTIONS popup, use the
"Status" buttons to select how to treat each PCl on
the current Draw/Req

PCIl Post Date Draw Rev @ Markup

Nov 09, 2022 0 OBOC@®TOP

Nov 09, 2022 o0 e e

g
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Module 10: Create owner invoices

17 - Include change orders in your bill

*NOTE: Status is color coded
o Green= Unbilled Transactions
o Yellow= Temporarily Deferred
o Red= Permanently Deferred
o Blue= Future Transactions

PCI Post Date Draw Status Markup
Now 09, 2022 0 OBOC@®TOP

Nov 09, 2022 9 e "eUe i

*NOTE: The PCI status can be filtered using the check
boxes under "Selection Criteria"

JBBILL TRANSACTIONS

Selection Criteria

Previously Billed Currently Billed Temporarily Deferred Permanently Deferred Future Transactions
Bill Code Details

g
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Module 10: Create owner invoices

18 - Include change orders in your bill

« When change orders are complete, click "Save" and
then click, "Exit"

] save [® Exit [ﬁ‘@@ﬂl Q

19 - Assign job cost transactions to owner bill

« Click on "Cost Transactions"
*Note: A new window will appear

Search T, Workflows + &5 ReportOptions ¥ 4 Aftachments = Motes § ECMDocuments v 5 UserEx

Job  02171.00 CMIC Playbook Job
Customer 00100 Sample Client
Billing Date Feb 03, 2023 e Type Draw
Due Date Mar 05, 2023 fe DrawiRev Num 1 Revision Num

Period Ending Date Jan 31, 2023 Ce Contract Currency Status Unapprowe
Budget Billing Amt 15,560.00 Max. Billing Amt Invoice Format 5
Invoice Desc r
Notification
Message

Update Budget  Recalc. Billings  Create Billing Generate  Print Draft Print  Delete Billing  Create RFP
Cost Transactions ] Change Orders Funding Sources

g
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Module 10: Create owner invoices

20 - Assign job cost transactions to owner bill

o Use the "Status" column to T, Workflows v & Report

select how to treat each e
LStatus Dra\
transaction Cade OBOTOF
o B (Green)= Currently Billed OB®TOP

o T (Yellow)= Temporarily
Deferred: Do not bill this -
period

o P (Red)= Permanently OB@®@TOFP
Deferred/ Will not be billed -

OB@TOP

21 - Assign job cost transactions to owner bill
» To defer a transaction, click the "T" button under

status.
*NOTE: Deferring a transaction will push it to the
next draw/bill

Cost Code Category =~ PCl>tatus Draw Rev Bill Code P
010000.00 OB @®TO)P 1 0 06375.00-010 Oct .
I_-- =
034000.00 OB@®TOP 1 0 06375.00-034 Dec
034000.00 OB @®TO)P 1 0 06375.00-034 Dec

. &

g
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Module 10: Create owner invoices

22 - Assign job cost transactions to owner bill

o To permanently defer a transaction to a future draw,
click the "P" button under status.
*NOTE: Permanently deferring doesn't push the
transaction to the next draw, it allows you to decide
when to push the transaction to

Status )
OBOTO P Draw Rewv Bill Code Pc

OB@TOP 1 0 06375.00-010 | | Oct:

@

1 0 06375.00-034 Dec

PCI Status

Cost Code Category Code

010000.00

034000.00 OB@TOFP

(024000.00 OB@®TCOP 1 0 06375.00-034 Dec

I_-- =

23 - Assign job cost transactions to owner bill

e To bill an item that was permanently deferred, click the
"B" button under status.
*NOTE: This will pull the item into the current draw

Status
OBOTOF

OB@TOFP

PCI Status

Code Draw Rewv Bill Code Pc

Cost Code Category

010000.00

034000.00

1 0 06375.00-010 Ot &

&

0 06375.00-024 Dec

034000.00 OB@TOFP

o 100

1 0 08375.00-034 Dec

|G
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Module 10: Create owner invoices

24 - Assign job cost transactions to owner bill

« Click "Save"
*NOTE: The item that has been pulled into the
current draw will turn green to indicate that it is
unbilled.

CTIONS

eria
ed Currently Billed Temporarily Deferred Permanently Deferred [ Unbilled Transactions [] 5C Unposted Pay Requests

MGl = Detach [ search  ©, Workflows ~ & ReportOptions ~ [ Export = = Notes § ECMDocuments w  g& User Exte

PCI Status Status Contract
Code OBOT(p| Draw Rev Bill Code Post Date Curmency Calc. Curr Uni

Cost Code Category
ntial Rev.

T ]
T [

Oct 31, 2085 46789 Ml usD

Dec 15, 2058

0 | 06375.00-010

'Ef

25 - Assign job cost transactions to owner bill

« Scroll to the right and check the "Express Bill" box
to finish pulling the transaction into the current
draw

ns w [ Export v [E MNotes /) ECMDocuments ¥ & User Extensions

curr Oﬂﬂlnal Ret. Original Malerlal Stnred Express Bill
mt Release Amt [

Freeze Cost

@ 101
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Module 10: Create owner invoices

26 - Assign job cost transactions to owner bill

« When cost transactions are complete, click "Save"
and then click, "Exit"

Bsve Bext 5| @ @ A |Q

27 - Assign job cost transactions to owner bill

« Notification will read, "Recalculate Bill"

 Click on "Recalc. Billings" button

Invoice Desc

Message
Recalc. Billings

Cost Transactions Change Orders peiPIT SouUrces

Add Bill Codes Update Budge reate Billing iZenerate Print Dr

g

102


https://app.vidcast.io/share/9f111d01-4c93-48a3-bae0-4c75e62a5043

Module 10: Create owner invoices

28 - Assign job cost transactions to owner bill

« A new popup will appear, click "Recalc. Billings"

o Click "Cancel" to exit
PREPARE BILLING

Selection Criteria

RS

[ Include New JIC transactions in Billing Recalculation

To Posting Date E'é
To Reference Date | Mov 30, 20225"’@

To Transaction Creation Date E‘é

Select Criteria

ReCalc. Billings

Cancel
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Module 10: Create owner invoices

29 - Exporting Subcontractor Reqs from GCPay (Option 1)

« To import subcontractor reqgs to CMiC:
o Login to GCPay to access sub reqs
Click on "CMIC" tab
Filter based on project number
Select items you'd like to export
Click "Export"
= Click "Yes" on popup

o

o

o

o

~ GCPAY

WELCOME PROJECTS DASHBOARD REPORTS LIEN WAIVERS VIEWPOINT CcMIC

EXPORTABLE APPLICATIONS FOR PAYMENT

4 44 Page1 aof 1 B B 10753 Period To E [ Show Only Assigned ] Hide Retainage release
Company v Project Schedule

Boston Fire Sprinkler Protection Co., Inc NOBULL Headquarters (10753.00) 10753.0008 - Fire Protection

Charles Smith Steel LLC NOBULL Headquarters (10753.00) 10753.0006 - Misc. Metals/Structural

EXPORT 2 ITEMS?
Export these 2 items?

+ YES 9 no

*NOTE: Make sure all subcontractor reqs have been
approved in the project before exporting reqs to CMiC
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Module 10: Create owner invoices

29 - Exporting Subcontractor Reqs from GCPay(Option 2)

« To import subcontractor reqgs to CMiC:
o Login to GCPay to access sub reqs

o Click on "Projects" tab
o Select your project

~ GCPAY

WELCOME PROJECTS DASHEOARD REFPORTS LIEN WAIVERS VIEWPOINT CMIC

PROJECTS
44 Pagelofil m » 10748 Open Projects w No Grouping w 1 Show Only Assigned
Project ~ # Frogress Budget
10748.00 | $10.333,739.16

Fedaral Resarvie H3 Rendvalionsg

o Within the project, click the "Integration" tab
o Select items you want to export
o Click "Export"

= Click "Yes" on popup

FEDERAL RESERVE H3 RENOVATIONS (10748.00)

10748.00 = EXPORTABLE APPLICATIONS FOR PAYMENT

p— s 44 Pagelof) b B Fhert o 1A R A,
§ Apolications fer Prymect
Company v . Gross § Dued Status Export Dute
EXPORT 3 ITEMS? *
By State Buildiny) Spciaied, i 3 A B $50.5397.00 S4TATTAS APPROVED @
s $20,500.00 £19.47500 PPROVED
B Export these 3 items? i

~ YES 8 N

*NOTE: Make sure all subcontractor reqs have been approved

in the project before exporting reqs to CMiC

g
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Module 10: Create owner invoices

29 - Exporting Subcontractor Reqgs from GCPay

To check that the reqs have come over from CMiC:
e Log into CMiIC

o Field--> Cost Reporting-->Detail Job Cost Report

o Click the magnifying glass next to "Job" to seach
for the correct job

o Above "Post Date: Month" use the calendar to
input the "From:" and "To:" dates

o Use the dropdown arrow to input the category
code

LKCO - DETAIL JOB COST REPORT

Company Code Contract

LKCO Q 08341.00 - Harvard Adams Phase 2: Randolph 2@

Labor Transaction Details

Phase Code” Phase Name

e Under "Exportable Application for Payment" in GC
Pay, click "Exported"

e Click on the arrow next to "Export Date" in GC Pay to
cross reference the list in CMiC

EXPORTABLE APPLICATIONS FOR PAYMENT

eeeeeee

e
E
SIS SIS ]S
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Module 10: Create owner invoices

30 - Add Subcontractor Cost to an Owner Bill

° ° F Job Setu
o After logging into P
CMIC, click on the b Bid Management
blue Field button b Subcontract Management

. o, » Change Management
e Click on "Job Billing"
4 Job Billing

 Click on "Prepare Bill" Enter Contract

Prepare Bill

31 - Add Subcontractor Cost to an Owner Bill

« Verify the company

 Enter the contract number

4 Selection Criteria

KENCT Q,  Lee Kennedy Company

Q

Job Number Q

* Company LN

Contract Number
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Module 10: Create owner invoices

32 - Add Subcontractor Cost to an Owner Bill

« Click on "Recalc. Billings"
*NOTE: Before you do your bill, always click
"Recalc. Billings" for GC Pay invoices to be
available in the bill

o Click on "Cost Transactions"

Ad des | Update Budget

Change Orders

Create Billing Generate | Print Draft

Mding Sources

Prin

33 - Add Subcontractor Cost to an Owner Bill
*Note: For all subcontractor costs to be added to the bill,
change the "Status" to B

*Note: If the req does not appear, check the "Unbilled
Transactions" and "SC Unposted Pay Request"

Selection Criteria
(0 Previously Billed Currently Billed Temporarily Deferred Permanently Deferred nbilled Transactions C Unposted Pay Requests

» Scroll right to

check "Express
Permanently Deferred Unbilled Transactions 5C Unposted Pay Requests
Bill"
°
IIS n d : = >
iR E = f
e Click "Save" and w« - &smronon « Bovot + Snows 9 omDocumans v UerExersons
n BT o Original Cale.  Freeze Cost ¢ Original Ret. Original Material Stored [| ExPress Bill
Ex‘t OB O T O P Potential Rev.  Adj os ur Amt Release Amt Amt 0

c e ® ™ 12,180.00 Jf usD [ ]

g
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Module 10: Create owner invoices

34 - Bill lump sum line items including fee and insurance

« Within the Prepare Billing window, scroll down to
Summary

Summary | Group 1 Summary  Group 2 Summary  Group 3 Summary  Group 4 Sumr

Previous Draws Current Draw Total To Date
Cost 0.00 0.00 0.00
% Complete 16.21 -16.21 0.00
Billed 1,425,440.00 -1,425,440.00 0.00
Material Stored 0.00 0.00 0.00
Completed & Stored 1,425 440.00 -1,425 440.00 0.00
Retainage 142,544.00 -142,544.01 -0.01
Retainage Released 0.00 0.00 0.00

35 - Bill lump sum line items including fee and insurance

o Access the group number tab that cooresponds
with the invoice format

Period Ending Date  Mov 30, 2022 O Contract Currency Status | UnappM
Budget Billing Amt 8,792,255.43 Max. Billing Amt Invoice Format | 3C Q
Invoice Desc
Motification
Message

Add Bill Codes  Update Budget  Recalc. Billings  Create Billing  Generate  Print Draft | Print  Delete Billing  Create RFP

Cost Transactions  Change Orders Funding Sources

Summary Group 1 Summary Group 2 Summary Group 2 Summary roup 4 Summary Group S Summary Bill Code Detail

= . . T

Sfmimases T S S -_—— . |
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Module 10: Create owner invoices

36 - Bill lump sum line items including fee and insurance

*NOTE: Click on the magnifying glass next to "Invoice
Format" to see how invoice templates are organized

Invoice Format List

4 Search Advance
Match @ Al (0) Any

Code

Name

Report

Search  Rese

Code Mame Report
roup 3 JBFE_U1D
roup 3 with Change Or... | JBPE_U11
roup 3 with Change Or... | JBPE_UZ1
oup 5§ JBPB_U1D
53 roup 5 Sum Group 3D JBFE_U1D
53C
530X

roup 5 Sum Group 3D JBPE_U1
roup 5 Sum Group 2D JBFE_U21

o
Qo oo o0 o Q

&C roun § with Chanae Or_ | JBPE U1

37 - Bill lump sum line items including fee and insurance

o To bill a lump sum, input dollar amount into
"Current Completed" or "Compl & Stored"
*NOTE: % Complete can also be input at this time

Owr | Curmment Completed Compl & Stored Y Completed Retainage
-3G,189.51 0.00 0.00 0.00
-10,829.74 50.00 0.07 5.00
0.00 0.00 0.00
-4 28299 0.00 0.00 0.00
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Module 10: Create owner invoices

38 - Bill lump sum line items including fee and insurance

° Add Bill Codes Update Budget Recalc. Billings Creat
 Click "Recalc.

ocre Cost Transactions = Change Orders Funding Sources
[ 1]
Billings

PREPARE BILLING

Selection Criteria

H n I
« Click "Recalc.
Billingsll and [ Include New JIC transactions in Billing Recalculation

To Posting Date #6
ReCalc. Billings Cancel

To Transaction Creation Date E‘e

Select Criteria

llcanceln to eXit To Reference Date | Mov 30, 2020
39 - Bill lump sum line items including fee and insurance

» Click "Save"

@ m
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Module 10: Create owner invoices

40 - Clear billing and retainage overrides

e Scroll down to the
Summary

e Click the boxon
the far left for the
line item that you
want to clear and
override

Summary Group 1 Summmary

Select
0 Group Code

000501.00 Q
000615.00

000650.00

O 0O 0o o

000200.00

ungnu.uu
= 000915.00

000950.00

41 - Clear billing and retainage overrides

« At the bottom of the Summary Click "Clear Billed

Amount Overrides"

| 8,738,77T1.76 -114,112.11

1

g Bill Code Clear Billed Amount Overrides

Clear Retainage Overrides Cle

« Click "Save" in the top right corner

o Do @
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Module 10: Create owner invoices

42 - Print the bill and backup

 Click "Recalc. Billings"

o Click "Generate" to generate a bill

Update Budget Recalc. Billings Create EilliPn’nt Draft Print Delete

5 Change Orders Funding Sources

43 - Print the bill and backup

« Click either "Print Draft" or "Print"

*NOTE: "Print Draft" will have the words DRAFT
INVOICE written onit

ONAND CER'I'IFImTE FOR PAYNENT
i

- = = gﬁ:::;m%if: H . “‘;“5”
ling Generat Print Draft Print Delete ;@m-mmw deenen Y =
.|. 1L g .M

] B.737.000.65 ARDPITECT‘S CERTIFICATE FOR PAYMENT
EETTIONE] ! STeetach mh e Conta e, fbad 00 50-4im Dhearvatonk a] T s compreing
Bove appicaon, T AR Caies 10 T Corer T8 1 T st 0l . AGTABCEY Knowied

00 | ctormstcn e beket i Werk s rogreine e P sty of ok 2 6 accedance
Contesct Documants, aret Fon Corieactor 1 erilied k. Fan Py o Fan AMOLIT CE

et papemace

AMOUNT

g
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Module 10: Create owner invoices

44 - Print the bill and backup

e To print backup, click the print button, a new
window will popup

e To run backup, click "Close"

Report Configuration for: JB - Job Billing Back-up (JBBACKUP)

Destination | Preview
Format | PDF w

Locale | English United States

45 - Print the bill and backup

« After clicking "Close" a new popup will open. Click
"Run Report" to view billing backup or "Close" to
exit

Report Configuration for: JB - Job Billing Back-up (JBBACKUP)

Destination | Preview
Format @ PDF L

Locale | English United States

Run Report | Cldse
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Module 10: Create owner invoices

46 - Print the bill and backup

e To print, click "print"

Create Billing Generate Print Drlele Billing Create RFP

wrces

e Click "Run Report"

Report Configuration for: JB - Invoice - US Progress Bill - Change Order [JBPE_U11] (JBPE_U11)

Destination | Freview
Format | FDF v

Locale Enghish United States

47 - Print the bill and backup

« This will generate a report that can be printed

APPLICATION AND CERTIFICATE FOR PAYMENT Page: 1 of 3
TO OWNER: American Towers LLC PROVECT: Test Propect Estimating Job
116 Huntngien Avenue - 1116 Flsor 116 Herngton Averuse - 110 Floor APPLICATION NO:- 1 Detutin e
o, LA D218 Baaasn, MA 02118 PERICD TO- Wow30, 2022 [JowneR
PROSCT NOS.: 0637800 [ #csmect

Lew Kierady G, e ARGHITECT WVOICE ND.: 08750081 []conTmacton
CoNTRACTER: 122 Qurey s D
Euncy, WA

CONTRACT DATE : Nevig 2122 [

CONTRACT FOR: Test Progees Eutmantrg Jots

APPLICATION AND CERTIFICATE FOR PAYMENT T2y e e
n et Dorments that a1 srmcusts have been aad by ihe Contracisr e Werk Rt whath pravicus Cartficate for

parymact payents recerved Chniar. pryvrand
1 ORIGINAL CONTRACTSUM ...-...covvoe § 873877176 &2 R e S e
2. Net change by change orders . . 5 0.00 conracior Lee Kennedy Co.. inc
3, CONTRACT SUM TO DATE (Lined #-2) . s erarnize
$

4. TOTAL COMPLETED & STORED TO DATE .. 3587.80 o
(Coueme G e GT0Y) ‘Sute ot
5. RETAINAGE:
(Tokal retanage Colmn | of GTOJ). . . R, 1 |.E|SI’9M“
e.‘ram.mml.sasnzrm . H 1,771.00 Sebscribad sad swcm o balory
{Line 4iess Lina & Total } me s auyol
7.LESS CERTIFICATES FOR PAYMENT
(L 6y e TG - - eeeceeenan e .00 Motary Public:
8. CURRENT PAYMENTDUE ................ $ 1??||EM P
§. BALANCE TO FINISH, INCLUDING RETAINAGE
Line Jiems L 3 8,737,000.66 ARCHITECTS CERTIFICATE FOR PAYMENT
[UANGE ORDER SLumafty ADOMON DEDUCTIONS 0t o Avcnasss corhes 1 the Ducas Pt 1o 0 o ©f . Acoabers omasone,
[nange Oroer appeoved in P 0 informasion and belel the Work has progressed 3 indeaied, T qually of Work & in ccondance wift e
fevicus s By Chares Centrast Documarts, and the Cortractor B enbtied 15 e payment of the AMOUNT CERTIFIED.
WPPROVED THE MONTH
Dot Aopreed AMOUNT

FASaGh eapanaton I amound coviled Gffers Fom e amoun! appied dr. il fgures on P Applcaton
a0 e Confinuation Sheel St ane changed ix Gonim 4o e amount cevilied |

ARCHITECT.

] Ll = -
it Gharage by Ghangs Orders

This Cotficats i nol regotaths, The AMOUNT CERTIFIED nm&mrnncwuaw
B AN, pYTONT AN cCapncs Of aYTETE T WIRGLE PORIGE T ny rights of T Cner o
Contracior
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Module 11: Cost Reporting/ Projections

*NOTE- Cash Flow Reporting - Fill out Cash Flow
Spreadsheet under Module 11 (Cost Reports) on the People
and Culture Websﬂe (cllck here |f usmg online Playbook)

(® Project Financial Management Training

(®» Update/Print Cost Report

Financial Checklist
Reference Guide
' Glossary -
Video Instructions

e Each month, every project is required to include a cashflow/
cost projection report for the project
e The purpose is two-fold:

o The cash flow report is to be used as a tool by the PM/
Superintendent/PX/GCS to verify the construction
schedule by marrying the remaining cost to be spent on
the project by month

o The cash flow report will be used as a tool by Mike Heath
to prepare monthly corporate financial reports

e The preparation of this report is not an “exact science”,
however, every effort must be made to provide accurate
reporting. It is highly recommended that input is received
from subcontractors to assist in creating accurate reports

@ 16
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Module 11: Cost Reporting/ Projections

*NOTE- Cost Reporting_- Fill out Final Exec Summary
Spreadsheet under Module 11 (Cost Reports) on the People
and Culture Website (click here if using online Playbook)

Import Budget Manual Budget PCI Markups

Obcontracts  Create PCI ate OCO  Create SCO Owner Invoices
sy
M e 11
N LeYe [BY
(® Project Financial Management Training

® Update/Print Cost Report

Financial Timeline Sample

Why do we do cost reports?
Cost reports are a tool to help us understand the financial health of]
the project. Entering accurate projections, reviewing the data, and
analyzing it will help you come to a conclusion about the narrative
of your project. The cost report is a snapshot in time that allows
you to compare more accurately the changes from month to
month. It will also let you directly compare the amount billed

versus the cost.
Timeline (live link, also available under Module 11)
Due Date Activity

30-Aug Pencil requisition submitted

10-Sep Final requisition due

12-5ep All subcontractor requisitions/misc invoices approved
15-Sep First draft of cost report due to PX/VP

15-Sep Final cost report due: Interiors/ Special Projects
21-5ep Final cost report due: General Construction

22-5ep Cost report due to CFO

28-Sep Monthly analytics issues by cost controller

September 23-September 30 Monthly cost report review meeting

@ n7
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Module 11: Cost Reporting/ Projections

*NOTE

Terms to know

» Fee: Fee on the cost report is the job level profit that we
expect to earn on the project

o Stipulated fee: Calculated as a percentage of cost at
the time of GMP. This is the minimum fee we expect
to earn on a project

o Shared savings: Any savings left in the GMP is split
with the owner at the conclusion of the project

o Incentives: Incentives are where we earn additional
fee when we achieve a certain milestone on the
project. These are typically schedule related

o Lump Sum/General Conditions: We agree to take
the full risk (and benefit) of the general conditions
budget

@ 18


https://app.vidcast.io/share/e228c4a1-f87b-4657-b454-36eb334cb783

Module 11: Cost Reporting/ Projections

*NOTE

Terms to know

e Contingency: Contingency is a provision for an
unforeseen event. *Think of this as a bucket of money
set aside for something we did not plan on*

o In terms of the cost report, the contingency is the
total "cushion" that protects the LKCo fee. It is the
difference between our contract value and the
expected final cost

o On a GMP cost report, the contingency is the

bottom line variance and is the singular most
important number on the cost report

(See examples on next page)

Adapted from Tom LeClerc 3/13/2023
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Module 11: Cost Reporting/ Projections

*NOTE

Insurance and Fee Example:

P L IS
Cand Conte Gl ok Masrot Oyl Bt Corror! Blesget At Gl Pornaricg Codd To Comt Al Compipton {rrypletean ity
Commitied Cost Compiie Vananoe
0501 05 Comprruction Manage Fog 16841900 AT 436 &4 060 b 00 Ba3 32 S0 a2 200
TR0 § 500 Subcontracics Delault insurwres 075600 06 ETAG 70, 75600 L] 13782212 208 £TH 12 [-1:-]
TR O LECD rmasrce TaDoa0o 206G AV0 &0 oo (o] 208 4162 20841362 Qo
DB 0 Bty Pl and LT 189575 L] ang 189575 1,805 TS
IO ) Gontngency B4 BAR00 471 63800 oo Ll oo AT163R00
) o Byt Saeegs a0 IR N 1T AT L Ak ] ana 148 77048 B A
¥ pev Ol Coralitons and L] LTe L ana DLl -Le]
5.718.031.00 T452ATL.T0 13573804 30 sTiaan 4,008 425 06 Tl534 384T

o Enter amounts in "Cost to Complete" for Fee and Insurance so that the
variance on these lines is zero.

e There are no items on the contingency log, because zero known
contingency draws identified. Nothing is entered on "Cost to Complete"

e The total "Completion Variance" represents the "Project Contingency"

Allowance and Related Cost Example:

Gt e Gt Caxd Narme gl Buciget Caarand Buckont Al Cosl ] Gt Ta ot A Cormpiation: Completion

Cormumined Lost Vanaron
oTa1FIedg Aigrinum Compoeste Wl and Softi [l ] FI7. 88500 184, 31509 Do 13 BS5E VT 8500 L=
Pangls - Canagy
OTE SHT Speay Faregprnoling 1] LT il ] 008 (0] [T Bt
0TI 0008 Polasoc copt - Mise sorapng § pasching (121 £ 008 00 FESFET] 006 LR & 008 00 1=
TR 00 Algmanca - ot Gaalanty Caropy Ly 28000 LR ono 2800 00 oen
DB B0 OPENRGS (1] ELITR OO BATHOD 000 (L] BITE00 =1
[ M LR Flatadod ol - Faerarvn shore B touse 1] 5000 oo 0o BEGG B50.00 1=
o 185
oRvIiAGE Flnigtod cont - Guich prip MV framos (1] 2843 00 2A4Z 00 000 (1] 2542 00 00
Mmoo scfedy
DBI00 AbGEmngs - s Calord 10 Laaneg (L] 5,000 00 oo 18, 75000 5,000 00 L=y
Sioreleond
o] Chypetase drpwall 24,500,000 00 Fe e ] .00 (1] A 00 1=

e "Cost to Complete" is adjusted for allowance to make variance zero.

*NOTE- In all circumstances when a negative value is entered in "Cost
Complete”, always enter a note explaining why.
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Module 11: Cost Reporting/ Projections

*NOTE

There are different ways to view

. . 4 Cost Reporting
the cost report in the treeview

Current Cost to Oate (Live)

o Current Cost to Date
o This is your live budget.
o Anything that is blue can
be edited Detail Job Cost Report

Cost Projections

Monthly Cost RE'DH

Labor Hours Report

e | Exesico

JC - Transaction Report

JC - Transaction Drilldown

o Cost Projections
o This is where you will complete your cost report each

month.

BILL CODES (FILTERED)
sty Conal Codde Crnerpbesn Catepary | Orignal Bodgsl |Podlid POIE | Cummes? Budgel | SpeilComimilled | Codl 1o Comphile Cirid ol Corplétann | Varasdn | Hob el icupd Giupd | Giesp S

o
DA3E100 OO11M000 Cld Bty Prace 30000 00 MNo0000 o 3000000 o m 10 @
0834100 DM1Z0.00 CM Preconstu . L 100,000 00 00 130 000 60 L] WESRST O 999957 om 0hm W00
ARG 113000 Ml Praconate 13,000,060 1 180000 O 18.00000 am L] mn o
0534300 DOD01008 OG- Pragect Ex . L 20192300 00 200 2300 2027144 TiSeE80 C AM4I0E T2 IET 34 J Bresn popeced 00w o000 00
SO0 (01500 00 -Seni P L Y T 00 TE1 1960 50179012 MMam O TOTRI000  -96.764 80 B Temed projected 0w o400 00
DE34100 DOJ025.00 OG- PrgetM . L 50,029 00 00 E0.029 00 6521804 e o BAIEOE 5 15004 Mo Cument prophiis 0h m 300500 00
0834100 DO308000 OC - Asantant L 347 508 00 000 357 50800 254 BEYES 18088578 O S T4042 3R 0 B Oslty poeoet 0o m 003080 00 00
083100 OO0 00 OO -CostEnal . L .88 00 oo 63468 00 5255819 nMre o A06A70ET 3890 5T T Absamorolecied 0o w0 00 20
M n nthly c u St Rep n “ sor Comiode Category  Owpton  Origiludget Coen Busiget  Spest/Commmed  Cott T Complets Cont ot Conpleion  Completion hoam

o This is the broken out
SOV
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Module 11: Cost Reporting/ Projections

1- Update Cost Report
« After logging into CMIC,
click on the blue "Field"
button

Workflow Notifications
b Job Setup
b Subcontract Management
b Change Management

e Search for the jOb number » Job Billing

in the top search bar

4 Cost Reporting

asito Date (Live)

Cost Projections

« Click on "Cost Reporting"

Heport
e Click on "Cost Detail Job Cost Report
Projections" Labor Hours Report

2 - Update Cost Report

« Review the contract number, year, and period.

« Scroll left and click "Go" to load the cost report

28350 wWILn Ful Frojeculions

CONT™"__.

1075400 ~ 2022
Year M rrent Status r ; O zero
Fitter @ CostRevenue

Il"\
pnd Revenue Lines ) = Recoverable
Hide Zero Projected Cost Lines Rows (U Non-Recoverable
bnl',' @ Boith
]

Period

CostCode Name | Cat ‘
lli...| Pend CO Rev | Projected Projected Rew. Owver - Projected Notes Billed
pie | ({Incl. Risk) Rev. Budget | Revenue Under + Profit To Date
(Adj. for max) | Rewv. Budget
[G] [H] M=[G}-H] [I=[HHE]
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Module 11: Cost Reporting/ Projections

3 -Update Cost Report
» To update your cost report:

o Update the "Cost to Complete”
o Add in any notes.
= *|If cost codes don’t show up, refer to page 20

tob CostCode | Description | Category longm Bud...| Posted PCI's | Cusrent Bud... | Spent spontiCom. | [Costtocom...| | [Forecast Variance | Hotos biliod |
[0 Date

205500 DO3O2500  ProjectMana. | awpem 27 000 P wmowa [ sew aof I 0.00/
205500 00311500 Superiniendent | £0,000.00 0.00 0 &000.00 & ¥ 000,00 54,000 0.00
(208500 00321200  Phones ) 1,00000 0.00 0 100000 G 1,000,00 0 0.00
2055 00 003232 00 Prnts (a} 500,00 00 0 0000 O 500.00 a 0.00
205500  DOIZBS00  TrmvelandMi. O 1,200.00 0.00 0 120000 G 1.200.00 P 0.00
2055 00 (TS B ] Progress Cie L 50,000.00 0.00 &0.000.00 000 0 2000000 & 50.000.00 a 0.00
205500 DIS0BS00 Fnal Ceaning | 25,00000 .00 0 500000 Q 25,000.00 0 0.00
W00 02000 Demolien 5 £0,000.00 000 60,000 00 o £0.000.00 0

205500  DGIO0O00  RoughCame . O 30,0000 000 0 0.00000 Q) 30,000.00 0 0
WSSO0 0RLDOODO Mok 5 25,00000 000 000 o 31.000.00 3,000

1205500 09100000  DocrsandFr. 5 15,000.00 000 000 o 30,000.00 7,500 0
WEE00  0SEDOOO0  Glass 8 GEm . S 28,000.00 0.00 00 q 72.000.00 00

1205500 092900 00 Dnywall 5 125.000.00 000 o 13500000 O 135 00000 L] 0.00
0ES00 09900000 Famang g 70,000.00 000 0 70.00000 & 70,000,00 0 0.0
1205500 1000000  Applances S 30,00000 000 o 200w a 30.000,00 [ 0.00
55 00 220000 00 Plumiing 5 50,000 00 200 0 200000 & £0 000 00 0 0.00
(05500 23000000  HUAC 5 325,00000 000 ofp  ms00m o 2% 000.00 0 0.00

GG MONITOR Eseve BEit @ @ @ A

Selection Criteria

e Click on the magnifying
glass next to llcost to * Company LEEKENGCZ Q.  Lee Kennedy Co. Inc ) “"g};‘:ﬁ‘ Dec 01, 2022 | §';?.T..i°'""’“““

* Contract 06338.00 Q, | MIT - Music Building °"é"n";‘ Dec 31, 2023 Code | P6338.00-003005.00-L

Year 2023 Q, Por 19 From Jan 01, 2023 To  Jan 31, 2033 Cost Cutoff Date  Jan 24, 2023

Complete" on any labor ‘ e e
line to access labor Mo T
projections

view v Oy Fresz: Detach B search & Insen @ Insen Multiple 55 Dl »
Trade Employte Employee Name Union Pay Type * Bill Cod
SRVP 76 Chaistopher Pann NWHR 05338 00-003005 00-L
SRVP 2 Robert OLeary NWHR £5338.00-003005 00-L
L]
Ils 1]

e Click "Save . .

Trade = St Vieo Presidant Unian Bill Code  Vice Prasidant ( Bob O - Laber

Period Details Dedaub Missing Bill Codes ish L urce Plan

e Click "Store Forecast" in

the top right corner © Store Forecast
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Module 11: Cost Reporting/ Projections

4 - Print Cost Report

4 Cost Reporting
« Go back to the treeview
Current Cost to Date (Live)

« Click on "Cost Reporting"

« Click on "Monthly Cost Monthly Cost Report

n
Report Detal

~eport
Labor Hours Report

JC - Transaction Report

5 - Print Cost Report

e To print your cost report, you can print it in either a PDF or
Excel format
o Click on the "Export to Excel" icon to export the report
into an Excel document

o Click on the "Export to PDF" icon to create a PDF file
P

k J L L L

tted Cost To Complete Forecast Budget Variance
ling

*NOTE:
o Click on the "Maximize" button to make the report larger
o Click on the "Filter" button to filter results
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Module 11: Cost Reporting/ Projections

6 - Print Labor Report

« Go back to the
treeview

e Click on "Cost
Reporting”

« Click on "Detail Job
Cost Report"

4 Cost Reporting

Current Cost to Date (Live)

Cost Projections

Burs Report
JC - Transaction Report
JC - Transaction Drilldown

JC - Cost Details by Billing Group

[T

7 - Print Labor Report

o Use the
magnifying
glass next to f
"Contract" to

input the job o
number j

e Click "OK"

abor Transaction Details

Contract

06341.00 - Harvard Adams Phase 2: ’!e*k!ﬂ. and Select Contract x

Search
— 00001.00 - Large Projects Template =il
00002.00 - Interiors/Spexial Projects Template
0560100 - LKCO MAINTEMANCE
0612007 - sidential Library & Museum A...
Phase Name " 0625100 - Mosy Hotel - Parcel TA Ca
DE235.00 - South Bay Expansion - Site Develog... ¢
Citibusiness & D6260.00 - 48 therford Avenue Apartments o
0B273.00 - Beston Arts Academy |
O'Leary, Robel 0B6275.00 - WBUR City' L
O'Leary, Rober . . fn_alcg ~ - L
OVLeary. ok 06283.00 - Babzan Co arn Collider Librasy L
. Babsan College- Centennial Pask
Or'Leary, Rober 6 00 - 189 B Strest NEC e B Shell and .. L
O'leary. Robel 06287.00 - Simenons Col ege - Gwen Ifill College
O'Leary, Robel 06288.00 - 100 Hoodpark Drive
O'Leary, Rober D6298.00 - Analog Deviges- Phase 2 Parking Gar... L
O'Leary, Rober MR30100 - Manuarr riams Krurce: Phace 1 =R,
Or'Leary, Rofe L
O'Leary, Rober L
O'Leary, Robet L
{'Leary, Rofbert C Aug 2021 2021-08-05 L
O'Leary. Rabert C Awa 2021 20271-08-10 L
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Module 11: Cost Reporting/ Projections

8 - Print Labor Report
« Above the "Category Code" filter by L (Labor)

« Click on the calendar to identify the "Reference Date"

¥ | From: E.'a ¥ | From: ECE.E"@ ¥ L ¥ v

To @ To:  202.[g

Source Desc ¥  Post Date:Month Reference Date | | Category| Dsrc Code
Code
Zurns, Peter 5, Mar 2020 FUL0-03-T7 L Py
Elshamy, Mohamed H Mar 2020 2020-03-17 L PY
Ewvans, Stephen J Mar 2020 2020-03-17 L PY
Hough, John Mar 2020 2020-03-17 L Py
Ladd, Joshua M Mar 2020 2020-03-17 L PY

9 - Print Labor Report

e To view your labor report,
o Click on the "Export to Excel" icon to export the report
into an Excel document

o Click on the "Export to PDF" icon to create-a PDF file
Er @
k J L L v
tted Cost To Complete Forecast Budget Variance

ling

*NOTE:
o Click on the "Maximize" button to make the report larger
o Click on the "Filter" button to filter results
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Module 11: Cost Reporting/ Projections

10 - Print Labor Report

« Go back to the
treeview

e Click on "Cost
Reporting”

e Click on "Labor Hours
Report”

4 Cost Reporting
Current Cost to Date (Live)
Cost Projections
Monthly Cost Report

Detail Job Cost Report

Labor Hours Report

JC - Transaction Drilldown

JC - Cost Details by Billing Group

11 - Print Labor Report
e Use the
magnifying

glass next to -
"Contract" to

number

e Click "OK"

abor Trarsaction Details

input the job o 7

06341.00 - Hasvard Adams Phase 2: 9.&":13!3:“ and Select Contract %

Search

= 0000100 - Large Projects Template - 0

- Interiars/Special Projects Template
00 - LKCO MAINTENANCE
08120,07 - JFK Presidential .ihrgr:,'& Museum A

Phase Name M 0625100 - Moxy Hotel - Parcel TA
h Bay Expansion - Site Develop...
Rutherford Avenue Apartments
ris Acadenty
275,00 - R CitySpac
ce Preside earny ] N Yopace

- Analog Devices-Phase 1
0 - Babson Colage Hom Collider Librasy
Babson Colege- Centennial Pask

vy, Robel 06287.00 -
ry, Robel D62

Y00 QQ9
= e = e

ons College - Gwen Ifill College
doark Drive

Wi - Haruard s Heoses: Phoss 1

O'Lesre. Rabert C

Aua 2021

29 Devices- Phase 3 Parking Gar...
-

-~

127


https://app.vidcast.io/share/e228c4a1-f87b-4657-b454-36eb334cb783

Module 11: Cost Reporting/ Projections

12 - Print Labor Report

e To print your cost report, you can print it in either a PDF or
Excel format

o Click on the "Export to Excel" icon to export the report
into an Excel document

o Click on the "Export to PDF" icon to create a PDF file

L J L L L 4

tted Cost To Complete Forecast Budget Variance

*NOTE: "™

o Click on the "Maximize" button to make the report larger
o Click on the "Filter" button to filter results

13 - Assembly of Final Report

*NOTE: Refer to Cost Report (Final Exec Summary
Spreadsheet under Module 11 on P&C website) to assemble
final cost report submission with all required documents.
Distribute to project team as necessary.
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Module 11: Cost Reporting/ Projections

*NOTE

 If your cost report is not populating, verify the "Year" and
llperiodu LKCO - PROJECT SUMMARY

Company Code Cont Code
2023 1 LEEKENC2 Q Q

e There are 3 ways to view the cost report.
*NOTE: Scroll down on the far right to view

a. Contract Forecast Summarized by Cost Code

SRR
¥ ¥ v v v v v v v
Cost Code Cost Code Mame Original Budget  Current Budget Spent Committed Cost To Complete: Forecast Budget Variance
Remaining
and

Matt B VOC Dept

013510000 neering Consultant 000
014001.00 0.00
1400500 000
1501 73551700 35181747 50 5612.22 361 425,65
0500 500 0501000 73392 000 30813.00 208 54652
112,250,000.00 112 250,000.00 31,973 68714 55,328 TREOT 24.761,334.21 112,063 816,42 184,183.58

b. Contract Forecast Summarized by Category

Contract Forecast summany by C31ﬁ3 Oy

Cat Original Budgat Current Budget Spent Committed Cost To Complete Forecast Budget Variance
Remaining
L 8217, 398.00 8,223,380.32 0.00 1,148 865.55 4,578,143.93 3,660,236.34
o 12,347,001.30 11,863 540928 34,589.00 12,744,12 -1,000,268.36
s 91,685, 92,162,070.40 55,294 196.07 140782 94,741,545.80 =2 3835 7EB4.40
L]
c. Contract Forecast Summarized by SOV
- Summary by SOV
oV e SOV Naie o:iginal ﬂudgel Cuirent Dm!g!l Spdn! Committed Tt To Complete Fodecast Bndgel Variamde
FRemaining
" General Conditions 0 Z
02 Froject Requirements 0

105,118,131.00 105,118, 28,5136
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Module 12: Approving Invoices

02171.00 - CMiC Playbook Job

CMIC FIELD

Project: CMiC Playbook Job (02171.00)

| =

Workflow Notification U

b Job Setup

b Bid Management

1
. CMIC FIELD
*NOTE: The PM will
. |
receive an email .
notification that they
have an open invoice to
approve
o After Iogging into CMiC, Subcontract Management
click on the blue field T —
Job Billing
e Click on "Workflow _
Cost Reporting
Notification"
2

« The unapproved invoice will appear on the right side
of the screen

WORKFLOW NOTIFICATIONS

A_

Subject Status

Meonday, January 16, 2023
Please Approve Inveice: 0000019512 for
Vendor: 03922 (C. Carney Recycling
Solutions)

Unread

g
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Module 12: Approving Invoices

« Click on the notification
o A new screen will load on the right

e Click on "View"

WORKFLOW NOTIFICATIONS T She

O - Subject Status 1 Approval 0 FYls
Monday, January 16, 2023

0 Please Approve Inveice: 0000019512 for Vender  Read l* Y.

. A 03822 (C. Camey Recycling Solutions) and job:

DE841.00 (Test 12.8) Approve Reje £ Heass|

Submit

COMMENT

NOTIFICATION

Jacky Liu [Step 1 Reg Invoice Approver], please code/approve the following Invoice.

4

« After clicking "View", a new screen will appear
o Click on the pdf on the left side of the screen

REFRESH

Search
TG Al Sources bd Fosted |G -
ypes *all Types b Status REU w

=  CmicDownloadServiet.do

UILCONFIG | QUERY MODE |

Sourced: *AllSources | Status: A CUSTOMER NO' D002TS
G C. Carney Recycling Solutions INVDICE DATE 1213112022
35 Thrasher Sireet INVOICE NO 0000019612
M@ AP Non-Commitment Invsices [1] P;T(':CBT&;Z:;&‘ CUSTOMER PO
=% ¢ carney Invoice 0000019512 pdf Fax: (508) 8230492 DUE DATE 11572023
Job# 06841.00

All containes must be acoessible, I we aee unable to service, 8 trip charge of $150.00 wil be incurned,

DATE | QUANTITY | FREQUENCY | DESCRIPTION | WORK ORDER I TICKET | AMOUNT |
i Hew Charges
Site 000275-0022 - Lee Kennedy Company Inc. - 500 RUTHERFORD AVE, CHARLESTOWN
e | 121612022 1.00 FUEL SURCHARGE « ROLL OFF 0DDC3F1 26 420969 $47.70
Upload Export }'}"'&ng 1160002 1.00 HALIL CHARGE « 30 YD ROLL OFF DODDETHL 26 420959 $795.00
- 122002022 1.00 FUEL SURCHARGE - ROLL OFF 00D003F141 421429 4770
— Faiinnsn M e e s Taraleg 1220002 1.00 HALIL CHARGE - 30 YD ROUL OFF 0000039141 421429 $795.00
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Module 12: Approving Invoices

5 ) Document Name C Ca
)

e View the invoice and
confirm it to be approved

Workflow Control

and processed for Ad Hoc Approver 1 | JLIU jacky Ly €

payment Ad Hoc Approver 3 ¢
Invoice Type Normal

: 3

« Scroll down to "Registered

Invoice Details Registered Invoice Details —

e Click the blue "+"

User Comments =)
G (] @
« Use the magnifying

Line 1

glass to input e B , N

o) Cost COde/ Company* LEEKENC1  LEEKENC1 Q

Account Job | Department*  06841.00 06841.00 Q

Cost Code [/ Account® Q

o Category Category Q

o Amount wCode Q
*NOTE- The WM Code —

Description

will autofill

**To add another line, click the blue "+" on the

right side of screen
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Module 12: Approving Invoices

« Click "Update" at the top of the screen

Image Export Q, Query Mode

Document Name C Carney Invoice_0000019512.pdf

2 Type Normal w

Update

*NOTE
« To verify that you have entered the distribution for
the entire invoice amount, scroll to "Registered
Invoice Header"
o Distributed Amt should equal the total “Invoice
Amount”
o “Remaining Balance” should be 0.00

Registered Invoice Header

company LEEWENC1 LEE KENMEDY COMPANY vendor 03922 C. CARMEY RECYCLING
Workflow Routing - Job 0684100 TEST 128 (o] ipggice Mo. | 0000015512
Invoice Date” 12 3 22 £ Inveice Amaunt” 337000
Due Date 01 30 23 s Workflow Routing - Department

Description | 0000019512 / 06841.00 Fa I Code 01 MISCELLANEOUS INVOIC Q)
@ 3,370.00 Remainin g Balance 0.00

Q

g
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Module 12: Approving Invoices

« To approve the invoice, click "Approve"

« To reject the invoice, write a comment in the
comment section and click "Reject"

1 Approval 0 FYls Submit c

COMMENT

« Once you click on “Approve” a new screen will
show and you must click “Submit” to complete
the full Approval process of the invoice

% O Q ~»

Approve Reject View Reassign
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Module 12: Approving Invoices

1- Approving Committed Invoices

*NOTE: The PM will
receive an email
notification that they
have an open invoice to
approve

CMIC FIELD

02171.00 - CMIC Playbook Job -

o After logging into CMiC,
click on the blue field

b Subcontract Management
» Change Management

b Job Billing

e Click on "Workflow
Notification"

b Cost Reporting

2- Approving Committed Invoices

« The unapproved invoice will appear on the right side
of the screen

CMIC FIELD

02171.00 - CMiC Playbook Job

S WORKFLOW NOTIFICATIONS

O~ Subject Status
Project: CMiC Playbook Job (02171.00) Monday, January 16, 2023
Workflow Motification O Please Approve Inveice: 0000019512 for Unread
A Vendor: 03922 (C. Carney Recycling
Solutions)

b Job Setup

b Bid Management
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Module 12: Approving Invoices

3- Approving Committed Invoices

« Click on the notification
o A new screen will load on the right

e Click on "View"

WORKFLOW NOTIFICATIONS T She

O - Subject Status 1 Approval 0 FYls
Monday, January 16, 2023

0 Please Approve Invoice: 0000019512 for Vender  Read l* Y.

. A 03822 (C. Camey Recycling Solutions) and job:

DE841.00 (Test 12.8) Approve Reje £ Heass|

Submit

COMMENT

NOTIFICATION

Jacky Liu [Step 1 Reg Invoice Approver], please code/approve the following Invoice.

4- Approving Committed Invoices

« After clicking "View", a new screen will appear
o Click on the pdf on the left side of the screen

=  CmicDownloadServiet.do

*All Sources g Fosted (I w
*all Types b Status REU w

UL CONFIG | QUERY MODE |

Sourees: *AN Sources | Status: A

CUSTOMER NO 000275
G C. Carney Recycling Solutions INVDICE DATE 1213112022
35 Thrasher Sireet INVOICE NO 0000019512
SR AP Non.Commitment Invaices [1) w{’:;;";im CUSTGMER PO
= ¢ Carney Inwoice 0000019512 pdf Fax: (508) 8230492 DUE DATE 11572023
Job# 06841.00

All containes must be acoessible, I we aee unable to service, 8 trip charge of $150.00 wil be incurned,

DATE | QUANTITY | FREQUENCY | DESCRIPTION | WORK ORDER I TICKET | AMOUNT |
-
Hew Charges

Site 000275-0022 - Lee Kennedy Company Inc. - 500 RUTHERFORD AVE, CHARLESTOWN
X Image Q 16002 1.00 FUEL SURCHARGE - ROLL OFF DODONEHL 26 420969 $47.70
Upload | Export L‘"‘i‘&‘]r{ 12160002 1.00 HALIL CHARGE - 30 YD ROUL OFF 0000039126 420989 $795.00
122002022 1.00 FUEL SURCHARGE - ROLL OFF 0000039141 421429 4770
— | SR PISE J SRS SRS 1272071002 1.00 HALIL CHARGE - 30 YD ROLL OFF 0000039141 21419 $795.00
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Module 12: Approving Invoices

5- Approving Committed Invoices

« View the
invoice and Job* B-FLEXION
Contract® i ([ APPLIANCE (FITQUT)
confirm:
Invoice No.”
o JOb # Invoice Amount® 1,389.95
e} Contract H Retention Release Amount | 0 b
H Pay Control Code 01 MISCELLANEOUS INVOIC Q,
o Invoice
Message Posted Balance = $35,209.42
Amount

Contract Balance 35,209.42

6- Approving Committed Invoices

« Scroll down to "Registered Pay Request Detail”

e Review line items

Registered Pay Request Detai

Line Task Name Job Cost Code Category  Contract Amount ::ﬁ;:ﬁ:&l? CRURS Panding Amount Current Task Amount ElL:c'u‘lel I
Appliances 1077400 1 0000.00 S 23,595 T, 0o
Addtional Appliances 107 _T_'fD 110000.00 s 11, 213,67
Total Ling 35,209 42 0.00 D03 0030

*NOTE- These are the items that the invoice is entered
against. The “Previously Certified Amount” cell would be
filled if a previous invoice amount was billed against that
line item.
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Module 12: Approving Invoices

7- Approving Committed Invoices

o Choose the line item
« Scroll right to “Current Task Amount” and enter the
invoice amount into the cell

Registered Pay Request Detai

Lina Task Mama Job Cost Code Category Contract Amount :T_::':r:sw CRERaE Pending Amount Current Task Amount
Appliancas 10774.00 110000.00 3 23.995.75 0.00
Additional AppRances 1077400 11000000 S 1,.212.67
Total Line 35,208.42 0.00 0.00

Inwobce Mo | 1799371

1,399.95

e The “Current Task Amount’” and G
the “Invoice Amount” should be =
the same

8- Approving Committed Invoices

Update

L CIiCk “Update” and the nt Name Hancock 10774-1.pdf

top of the screen = .

*The screen will refresh and Registered Pay Request Header

Company® LECO LEE KENNEDY COMPANY
[ ]
you will see that the W
Workflow Routing Job* 1007400 B-FLEXION Q

“Distributed Amount” and LT e e P
“Total Completed” on the e
left side of the screen will g -
equal the “Invoice Amount”
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Module 12: Approving Invoices

9- Approving Committed Invoices
o Close out of the screen

o This will take you back to the “Workflow
Notifications' screen

WORKFLOW ROTIFICATIONS

ol Prev
Tosk 0 ted | Cumest Retsnage Consract Cumet Tt Ungosed  Cument  Retsiap
Description | P ameant SO0 amosnt  Amoust TP panc Guanury  UOM Rate CotPed  Gusniny  Rewsnsge Rissnsge Rissinsge | Resased

10 s 8 o 7 5
Dt W0 | 2AT a0 LT T 200 ZIWEETS 500 15 L] 00 009

Adsicnal 1 n2147 ° o 1 so0  maner s it 000 0w a0e
Apctancer

10- Approving Committed Invoices

e Click the “Approve”
button
o The screen will
refresh and

Submit

Q

Rflect View Reassign

Q

iy

Approve

show that the

invoice is
O~ Subject Status

approved

Wednesday, October 23, 2023

O A Please Approve Subcontract RFP: 178937-1 for Vendor: 08038 (Hancock TV &
Appliance Co) and job: 10774.00 (B-Flexion)
O Please Approve Subcontract RFP: 176685-12 for Vender: 08038 (Hancock TV & Read
A Appliance Co) and job: 10774.00 (B-Flexion)
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Module 12: Approving Invoices

11- Approving Committed Invoices

o Click “Submit”
o The page will reload

! Submit E E

% O Q ~»

Approve Reject View Reassign

« Once you see the message “You have successfully
approved, rejected, or closed the selected
notifications”, you have fully approved the invoice

You have successfully approved, rejected, or closed the selected notifications

Remrn
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REFERENCE: Report Guide

Accounts Payable Reports

Non Compliance Reports Enterprise = Field  E-Time
o Insurance, Job
Orders, Lower Tier
Waivers, Lien
Waivers, Recons, Etc.

Search for programs...

4 FINANCIALS

4 Accounts Payable

Check Reconciliation b Setup
Aged Payables by Job b Check
Report b Query

Vendor List Reports

Accounts Receivable Reports

Billing Status Report Enterprise  Field E-Time
Payment Status Report Search for programs...
Aged Report 4 FINANCIALS

b Accounts Payable

4 Accounts Receivable

b Setup

b Query
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REFERENCE: Report Guide

Job Costing Reports

Project Budget Report Enterprise = Field E-Time

JOb Cost Transaction Search for programs...
Report b FINANCIALS
Job Cost Variance 4 PROJECT CONTROLS
Report 4 Job Costing

b Setup
Cash Flow Report o

Cost Detail Report

b Forecasting

b Query

Subcontract Management Reports

NOn-Compliance Report Enterprise ~ Field  E-Time

Subcontractor Draw Search for programs...
RequeSt b FINANCIALS
° ° 4 PROJECT CONTROLS

Commitment Detall .

b Job Costing
Report Subcontract M

A UDContract vl anagement
SchontraCt Detail » Payments
Summary Report b Logs

b Query
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REFERENCE:
CMiC Assist Resource

» To access CMIC Assist, click on the life raft next to
your user name in the top right corner

© O LEEKENC1-PMTEST E'P

&

« Click the chat 9 LkcoJBOORAS @ @

assist next to : @O ~
your user name

Hi Jill &
« If you click How can we help?
here, you can We sty ek e it
send a message
to a CMiC expert

CMIC FIELD R12 - System Elements
Accounts Payable

Subcontract Management

« If you find that CMiC is not working correctly, use the
CMIC Cloud Status to see if there is an incident report
filed
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GLOSSARY OF TERMS

Term in Procore Term in CMIC Definition

A formal proposal
PCO issued to the owner
(Proposed PCI for a change in
Change Order) either the project
cost or project
schedule

A fixed set of
codes that are
used to manage,
Cost Code Phase Code track, and report
costs on a
construction
project

A contract issued

Commitment(s) Subcontract(s)
to a subcontractor
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GLOSSARY OF TERMS

Term in Procore Term in CMIC

Definition

CCoO SCO A change order
(Commitment (Subcontract written to a
Change Order) Change Order) subcontract

A series of PCl's
PCCO (Prime (change orders)
OCO (Owner X
Contract Change rolled into an
Change Order)
Order) owner change
order
*NOTE: Both the
billing and cost
Billing Budge budget in CMIC
Budget 9 get/ 9

Cost Budget

mean the same
thing and should
always be equal
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GLOSSARY OF TERMS

Term in Procore Term in CMIC

Definition

Categories:
1. Labor
2. Subcontracts
3. Materials
4. Equipment
5. Other

Categories:
L= Labor
S= Subcontract
M= Materials
E= Equipment
O= Other

Additional
categories that are
new to CMiC and
not previously
used in Procore or
Viewpoint

C= Contingency
A= Allowance

*NOTE: While the
majority of
subcontract costs
are coded to
S/Subcontract,
you will now have
the option to code
things like sub
changes to a new
category,
C/Contingency or
A/Allowance. This
is an optional
functionality. If
you prefer to code
to S/Subcontract,
you are able.
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GLOSSARY OF TERMS

Term in Procore Term in CMIC Definition
Budget transfer to
. move
Contingency .
Budget Usage contingency costs
Modification/ 9 into other line
Transfer items
Class: Transfer
(Must net to $0)
Budget transfer to
move allowance
Budget Allowance Usage .
. . costs into other
Modification/ L.
line items
Transfer Class: Transfer
(Must net to $0)
Budget transfer to
move costs into
Budget Budget Transfer |other line items
Modification/ that will typically
Transfer Class: Transfer be shown to the
ownhner.
(Must net $0)
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GLOSSARY OF TERMS

Term in Procore Term in CMIC Definition

You will bring your
original budget in

Budget as a PCl under the
Modification/ Original Budget |"Original Budget"
Transfer type. This allows

you to use an
excel import file.

Budget transfer to
move relate costs
Budget Related Costs |, .
. . into other line
Modification/ .
items
Transfer Class: Transfer
(Must net $0)
Budget transfer to
move related costs
Budget into other line
Modification/ Internal CO/ items that will NOT
Transfer Back Charge  |{ypically be shown
to owner.
*DOES NOT affect

the budget, even
when posted*
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GLOSSARY OF TERMS

Term in Procore Term in CMIC

Definition

PCO-in/ External
Change Order

Scope Change

Class: External

This is the
standard PCO that
will affect the
budget. You will
roll these into your
owner change
orders *PCCO in
Procore and OCO
in Viewpoint

149



VIDEO INSTRUCTIONS
*NOTE: Right click the link to view the video

1. Create a Project
2. Update Job Info

Module 1
3. Create Contract
4. Start Job
Module 2 1. Project Maintenance

Module 3 1. Import a Budget

Module 4 1. Manual Budget Setup

1. Create PCI Markups/ PCI
Module 5 Markup Rules
2. Markup Rules Explained

1. Create a subcontract
2. Print/Run Report

Module 6
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https://app.screencast.com/ynUGyUmlIV0KA
https://app.screencast.com/Qh5SrpN5UC6r4
https://app.screencast.com/Qh5SrpN5UC6r4
https://app.screencast.com/OLZjyc0yLIENL
https://app.screencast.com/ZZIZsQrKkyi1m
https://app.screencast.com/kn6uHWfeE2Uey
https://app.screencast.com/kn6uHWfeE2Uey
https://app.screencast.com/GI7C2roN1ssqm
https://app.screencast.com/IwrWSGFFZCRE2
https://app.screencast.com/IwrWSGFFZCRE2
https://app.vidcast.io/share/f1e53418-e68a-4b70-a126-681a6972cd93
https://app.vidcast.io/share/f1e53418-e68a-4b70-a126-681a6972cd93
https://app.vidcast.io/share/c439c420-953b-45e7-b65a-cd1a1d7cd0a3
https://app.vidcast.io/share/c439c420-953b-45e7-b65a-cd1a1d7cd0a3
https://app.vidcast.io/share/669d045e-f2cf-4eb9-9a44-26070da03503
https://app.vidcast.io/share/669d045e-f2cf-4eb9-9a44-26070da03503
https://app.screencast.com/bGxqroDXSH6Q0

VIDEO INSTRUCTIONS
*NOTE: Right click the link to view the video

1. Create a PCI
Module 7 2. VOID PCI

1. Create an owner change order

1. Create a subcontractor change
Module 9 order

1. Set up first bill

2. Create new owner bill

3. Include change orders in your
bill

4. Assigning job cost
transactions to owner bill

Module 10 5. Exporting reqs GCPay/ Add SC
cost to bill

6. Bill lump sum line items inc.
fee and insurance

7. Clearing billing and retainage
overrides

8. Printing the bill and backup
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https://app.vidcast.io/share/9c2679c6-ede1-4e81-896d-c4d2e3333c13
https://app.vidcast.io/share/9c2679c6-ede1-4e81-896d-c4d2e3333c13
https://app.vidcast.io/share/f44ef8d7-ffcf-46c8-8123-8ca53e5485d3
http://d62a9dd/
https://app.vidcast.io/share/31f5299c-19e8-49a8-8e1b-ace2a94e0a43
https://app.vidcast.io/share/31f5299c-19e8-49a8-8e1b-ace2a94e0a43
https://app.screencast.com/vQWB4uPFrqmEd
https://app.vidcast.io/share/2741d911-711b-4106-b96a-67300de1f403
https://app.vidcast.io/share/2741d911-711b-4106-b96a-67300de1f403
https://app.screencast.com/XJ4WGaDe5zdN0
https://app.vidcast.io/share/f3d8dd2f-5ba5-44ce-bcda-58f2a4993593
https://app.vidcast.io/share/f3d8dd2f-5ba5-44ce-bcda-58f2a4993593
https://app.vidcast.io/share/9f111d01-4c93-48a3-bae0-4c75e62a5043
https://app.vidcast.io/share/9f111d01-4c93-48a3-bae0-4c75e62a5043
https://app.vidcast.io/share/8e4e78b7-44bf-4f94-b12b-1db4a9f67243
https://app.vidcast.io/share/8e4e78b7-44bf-4f94-b12b-1db4a9f67243
https://app.vidcast.io/share/2c0e01ff-0b88-4301-a760-0df06dbd1493
https://app.vidcast.io/share/2c0e01ff-0b88-4301-a760-0df06dbd1493
https://app.vidcast.io/share/3f02dd86-f15f-4bcd-892d-7c223021f5a3
https://app.vidcast.io/share/3f02dd86-f15f-4bcd-892d-7c223021f5a3
https://app.vidcast.io/share/3f02dd86-f15f-4bcd-892d-7c223021f5a3
https://app.vidcast.io/share/b1b4afa9-8239-4a2a-9a71-a61802c52db3

VIDEO INSTRUCTIONS
*NOTE: Right click the link to view the video

1. Project Financial Management
Module 1 Slideshow
2.Update/Print Cost Report

Module 12 1. Approving Invoices
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https://appriver3651010989-my.sharepoint.com/:p:/g/personal/jbooras_leekennedy_com/Eaf6JOGJlv5GpksOj5WneFkB3G3wyGpX5f-plHe0QELnZw?e=lVqsvN
https://appriver3651010989-my.sharepoint.com/:p:/g/personal/jbooras_leekennedy_com/Eaf6JOGJlv5GpksOj5WneFkB3G3wyGpX5f-plHe0QELnZw?e=lVqsvN
https://appriver3651010989-my.sharepoint.com/:p:/g/personal/jbooras_leekennedy_com/Eaf6JOGJlv5GpksOj5WneFkB3G3wyGpX5f-plHe0QELnZw?e=lVqsvN
https://app.vidcast.io/share/e228c4a1-f87b-4657-b454-36eb334cb783
https://app.vidcast.io/share/e1aa60a9-27a3-4ac0-8928-8c03584f8253

