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Cleaning wastewater every day for a better Bay.

Project EVO — Training for
Suppliers, Engineers and
Inspectors
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Cleaning wastewater every day for a better Bay.

General Information



Why Project EVO?

e HRSD is implementing an integration of their ERP
software, EBS, and their project management
software, Unifier, to eliminate redundancies and
provide accurate and timely financial information.
The goal of this project is to leverage the
strengths inherent in each of the systems.



What will NOT be affected - External

e Bid/Solicitation process — Still in Oracle E-Business
Suite (EBS, ERP)

— Including contract award
e Non-CIP project processes
e Non-cost related Unifier processes



Accessing the Systems

e Unifier: https://uhrsd-primavera-
idm.oracleindustry.com/

e Contact Unifier Help Desk at
UnifierAdmin@hrsd.com for Username and
Password for Unifier

e Oracle E-Business Suite (EBS) or “ERP”:
https://erpprodext.hrsd.com/OA HTML/AppsLoc

alLogin.jsp
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https://uhrsd-primavera-idm.oracleindustry.com/
mailto:UnifierAdmin@hrsd.com
https://erpprodext.hrsd.com/OA_HTML/AppsLocalLogin.jsp

Schedule

e May 5t — |ast day for initiation in EBS

e May 12t — |ast day to complete approvals in EBS
— In-flight bids will be able to process in EBS

e June 15— Cost records for capital projects
initiated in Unifier



Preferences — Time Zone

e Confirm Time Zone Preference

-l W @ @Stefanie Crowell =

Preferences
Get Unifier Mobile App ... x

T

General Email Subscription Proxy More
Preferences ...
Language, date and time format Number and Currency format
. Preferred Region Decimal
Last login: 05/04/2020 10:06 PM L
’ Select v ‘ I . v ‘
Currency Example
H Language Digit Grouping Symbol
Slgn Out = gl' hg ‘ g Pl 2% ‘ Positive Negative
nglis
2 M Y| #123456.99 (#123,456.99)
Time Zone Digit Grouping 3 1 -
b |
‘ (UTC-05:00) Eastern Time (US & ... v ‘ I 123,456,789 - ‘ ecimal Number Example
h Positive Negative
[ 123,456.99999999 -123,456.99999999
iymbol
(UTC-05:00) Bogota, Lima, Quito
! t Integer Number Example
(UTC-05:00) Eastern Time (US & Canada)' g[ma
T Positive Negative
(UTC-05:00) Indiana (East) M s ass 123 5o
(UTC-04:30) Caracas yrmat ’ o
(UTC-04:00) Asuncion M
(UTC-04:00) Atlantic Time (Canana) mat
(UTC-04:00) Cuiaba M

(UTC-04:00) Georgetown, La Paz, Manaus, San Juan
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Unifier Support

e Contact unifieradmin@hrsd.com for any of the
following:

— Post go-live support
— Additional training for new Unifier users

e User Productivity Kit (UPK) available within
Unifier

HRSD Contracts..

+ Create v Actions v View = AllRecords v X|[IC| &~ Q B |@w

— Record Contral  HRSD Contracts.. Help
ﬂ Number Title Vendor Name Numbe
HRC-000012  Req for New Engineer 1ST QUALITY ELECTR... User Productivity Kit
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Cleaning wastewater every day for a better Bay.

HRSD Payments BP
Contractor Initiated
Inspector and Engineer Approval



HRSD Payments Business Process (BP)

e Used by Contractor to initiate payments
e EBS Work Confirmation = Unifier HRSD Payments

e Flow of information:
HRSD Payments BP created and approved in Unifier
Interface to EBS for payment request

Payment created in EBS
Interface Final Payment Information back to Unifier

CCCCCC

-l S

CCCCCC

Creator Revise Creator Revise Creator Revise

RRRRRRRR

SSSSSSS
Engineer

SSSSSSS

eeeee pector Review Engineer Specialist ena
Review Review | pf  TPE¥E <
eeeeee
t t t $
ppppppp
Return to Ref 4
Inspector ~ Engineer
VVVVVVV
| ) Comee =
Hold (Inv) loucher
proved
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Presenter
Presentation Notes
The workflow shown is initiated by Contractors, who will submit invoices to Inspectors for Review. The Inspector can then send the record to the Engineer for review or send it back to the Contractor for revision.
The interface from Unifier to EBS runs every 30 minutes.



Navigation

e Project > Collaboration > Tasks
* Project > Payments BP Logs > HRSD Payments

ORACLE' Primavera Unifier (Development)

a Company Work... Example Pipelin... +
& Example Pipeline Projec... Capital Projects >  Example Pipeline._.
A Alerts
_ HRSD Payments..
‘s* Collaboration

Tasks -+ Create Actions v View | All Records X|IIC|l B Q|| B| @ v

Notifications

1] PO Number Title Record Number Invoice Number Invoice Date Vendor Name

Drafts 6202078 Invoice HPA-000001 2134 05/01/2020 ZZ Test Supplier
Cost Manager
Document Manager
Schedule Manager
Payments BP Logs

HRSD Payments..
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Presenter
Presentation Notes
When an invoice has been sent to the Inspector or Engineer for review, the record can be found under the user’s Tasks list or the HRSD Payments logs.


Review — Payment Voucher Tab

e |nvoice should be included on Attachments tab

HRSD Payments..

Payment Voucher

T

Title
Invoice

Record Number
HPA-000002

Select Appropriate Application
District Contract

Invoice Number
2134

Invoice Date
05/01/2020

Performance End Date 0
04/30/2020

Account Number

Unique Invoice ID
103020-2134

Requested Disbursement

Creator

Test Contractor

Creation Date
05/04/2020 08:22 AM (UTC-8)

Status
Pending

Amount

Attachments @ Comments

ﬁ Name

Linked Records

Linked Mail

ln
4

W

v

D— Title

4 Unpublished Attachments

o3 Invoice.pdf

64,000.00

Total Amount

64,000.00

[



Review — Requested Disbursement Tab

e Requested amount(s) should match Invoice

Attac

HRSD Payments..

nment

Payment Voucher Requested Disbursement

FH | View Currency Transaction Currency

v |G = Q BB Line Item Details

No. o

001

@ < CostCode

Attachments Linked Records e

Code Name Amount

94120

4
CONSTRUCTION CON... 64,000.00 General

Tatal: 1

Cost Code
94120

Code Name
CONSTRUCTION CONTRACTS

Short Description
CONSTRUCTION CONTRACTS

4 Transaction Details

If the quantity field is used, this change will be sent to EBS as a quantity for

payment. For it to be sent as a services payment, quantity must be 0, and the
dollar amount field should be used.

H Quantity
H

Unit Cost Dollar Amount @

64,000.00

4 Transaction Totals

Amount

64,000.00
Total Amount

¥ . 64,000.00
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Workflow — Inspector

e Contractor will submit Payments BP to Inspector
e |nspector Workflows

— Send for Engineer Review
— Creator Revise

Workflow Action Details

4 Action Details

*
Workflow Actions Send For

| Select v

Creator Revise

Send for Engineer Review



Presenter
Presentation Notes
Creator Revise will send the invoice back to the Contractor for revision. 
Select Engineer name from list to Send for Engineer Review.


Workflow — Engineer

e Engineer Workflows
— Send for Contract Specialist
— Return to Inspector
— Creator Revise

@ uhrsd-stage-unifier.oracleindustry.com/bp/mod/bp/record/opentask/29087313/undefined/undefined?__uref=uuu120311245t2 Q

Workflow Action Details X

4 Action Details

*
Workflow Actions Send For
Select v

Select
Send for Contract Specialist

Return to Inspector

Creator Revise



Presenter
Presentation Notes
Creator Revise will send the invoice back to the Contractor for revision. 



Checking Workflow Progress

e Payment Voucher > Workflow Progress tab

— Record shows the current workflow step and any
previous completed steps

HRSD Payments..

=v
Payment Voucher Requested Disbursement
Attachments Comments Linked Records Linked Mail Workflow Progress Audit Log Reference Records : :
Title N
Invoice ) i
Workflow Progress View Graphic...
Record Number Creator
RPRELEOLT] Tt CamiEee Title Record Number Current Step BP Setup Used
Select Appropriate Application Creation Date Invoice HPA-000001 Engineer Review Contractor Enters (Integration...
District Contract 05/01/2020 09:48 AM (UTC-8)
Invoice Number Status Filter By: | Visited Steps v
2134 Pending
. Step Name Assignee Company Status Action Completion Date
Invoice Date Amount
05/01/2020 50,000.00 Creation Test Contractor ZZ Test Supplier Completed Send for Inspector Review 05/01/2020 09:48 AM (UTC-8)
Inspector Review Stefanie Crowell HRSD Completed Send for Engineer Review 05/01/2020 09:52 AM (UTC-8)
Performance End Date o
Engineer Review Enstoa HRSD HRSD Not Started
04/30/2020
Engineer Review Willy Wonka HRSD Not Started

Account Number
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Cleaning wastewater every day for a better Bay.

HRSD Payments BP
Supplier or Engineer Initiated


Presenter
Presentation Notes
Insert when complete


HRSD Payments Business Process (BP)

e Used to initiate payments
e EBS Work Confirmation = Unifier HRSD Payments

e Flow of information:
HRSD Payments BP created and approved
Interface to EBS for payment request

Payment created in EBS
Interface Final Payment Information back to Unifier

eeeeeeeeeee

-l S

Specialist

101 - Int
Hold (Inv) »



Presenter
Presentation Notes
The interface from Unifier to EBS runs every 30 minutes.



»

Navigation

* Project > Payments BP Logs > HRSD Payments > Create

Company Work...
Example Pipeline Projec...
Alerts
Collaboration
Cost Manager

Document Manager

Schedule Manager

Payments BP Logs

HRSD Payments..

Contractual BP Logs

Example Pipelin... +

Capital Projects >  Example Pipeline...

HRSD Payments..

- Create Actions View | All Records w X @ = v Q O @ v
PO Record
l Number Title Number Invoice Number Invoice Date
19 el =



Creating HRSD Payments — Required Metadata

Create New HRSD Payments..

Payment Voucher

Requested Disbursement

Title

*

Record Number

Select Appropriate Application

’ District Contract

Invoice Number *

Invoice Date *

’ MM/DD/YYYY

Performance End Date 6

’ MM/DD/YYYY

Account Number

Unique Invoice ID

4 \/endor Info

Creator

Willy Wonka

Creation Date

Status

Amount

Total Amount

Reference Commit *

’ Type a Record Number...

FPO Number

Vendor Name o

Vendor Number

Search | Find on Page

Project Number

HRSD Contracts..

Record Number

w PO Number

Vendor Name

Title

Status

Total: 39

Proj0640 MIGa-6160804 6160804 HDR ENGINEERING INC = Migrated PO: 6160804 Approved
Projo640 MIG-CE01062 CE01062 HAZEN AND SAWYER Migrated PO: CE01062 Approved
Projo640 MIG-6201088 6201088 BRIDGEMAN CIVILINC  Migrated PO: 6201088 Approved
Proj0640 MIG-6181427 6181427 AECOM TECHNICAL S... Migrated PO: 6181427 Approved
Proj0640 MIG-6173598 6173598 TA SHEETS GENERAL. Migrated PO: 6173598 Approved
Projo640 MIG-6161038 6161038 PRECISION MEASUR...  Migrated PO: 6161038 Approved
Projo640 MIG-6160804 6160804 HDR ENGINEERING INC = Migrated PO: 6160804 Approved
Proj0640 MIG-6160404 6160404 INFOR US INC Migrated PO: 6160404 Approved
Proj0640 HRC-000078 6202065 CH2M HILL ENGINEE SIT 05 REQ 04 - Quantity = Approved
Proj0640 [ HRC-000077 6202063 HAZEN AND SAWYER ... SIT 05 REQ 03 Approved
Proj0640 HRC-000076 6202062 EN AND SAWYER SIT 05 REQ 02 Approved
Projo640 HRC-000075 6202061 HAZEN AND SAWYER SIT 05 REQ 01 Approved
Projo640 HRC-000074 6202060 HAZEN AND SAWYER ... SIT 04 REQ 06 Approved
Proj0640 HRC-000071 6202054, BROWN AND CALDW.. SIT 04 REQ 03 Approved
Proj0640 HRC-000070 BROWN AND CALDW. SIT 04 REQ 02 Approved

cancel m

4C
De:

A Vendor Info

Reference Commit *

‘ HRC-000077

ve-‘

Vendor Name 0
HAZEN AND SAWYER PC

PO Number
6202063

Vendor Number
101703

20



Presenter
Presentation Notes
Payment Voucher tab:
Mandatory fields are marked with a red asterisk (i.e. Title, Invoice Number, and Invoice Date)
Vendor Info: “Reference Commit” refers to the corresponding HRSD Contracts record (PO) that the invoice will be applied to. Click on the “Select” icon in the field to open a list of PO’s for your project. Double-click or highlight and click Select to filter the correct PO information into the Vendor Info fields.



Adding Attachments

e Use the Attachments tab on the right-hand
section of the Payment Voucher tab to upload
documents

Create New HRSD Payments.. Send Save = v

Payment Voucher  Requested Disbursement

Comments  Link —
Title * [E] Upload Files - Google Chrome = O X
l m @ uhrsd-stage-unifier.oracleindustry.com/bp/sys/dm/file/upload?file_type=bp8&from_object_type=8&from_object_id=&_uref=uuu859935...
Record Number Creator
Stefanie Growell I Browse... Drag and drop or select files to upload
Select Appropriate Tl D Document Manager... ‘ Browse... ‘
l District Contract v I
File Name File Size Document Title Rev. No. Issue Date
Invoice Number * Status
Invoice Date * Amount

Advanced Options

File Upload Options
Include reference files

Upload from My Computer v

Revise automatically if file with same name exists
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Presenter
Presentation Notes
Users can use Browse from the Attach Files icon to browse their computer or drag and drop files from folders to upload invoices and any other attachments.


Payment Voucher

Requested Disbursement

Record Number

Select Appropriate Application

Creator

Stefanie Crowell

Creation Date

| District Contract

Invoice Number * Status
Invoice Date * Amount

MM/DD/YYYY

To be filled in by Contractor

Performance End Dats

| MM/DD/YYYY

]

Account Number

Unique Invoice ID
101703-

4 \/endor Info

Reference Commit *

Total Amount

PO Number

HRC-000077

This is the new extended (250 chars) vendor name

Vendor Namq (@)

Vendor Number

HAZEN AND SAWYER PC

101703

Creating HRSD Payments — Tooltips

Create New HRSD Payments..

Payment Voucher

Add

No.

Requested Disbursement

Actions v

v

) = CostCode

4

Send Save

L)
(S ]

Line ltem Details

Code Name

Code Name

Short Description *

4 Transaction Details

If the quantity field is used, this change will be sent to EBS as a
quantity for payment. For it to be sent as a services payment,
quantity must be 0, and the dollar amount field should be used.

Quantitv

Used for services req's, not tied to quantity and unit price

Ca| Unit Cost DoIIarAmoun
$o.oo| | $0.00|
4 Transaction Totals
. ]
Amount
Total Amount ¥ . $0.00 $0.00
Total: 0
22 | f— ) ey
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Presenter
Presentation Notes
Payment Voucher: 
Be aware of any fields with the Tooltip icon (?) as they include helpful hints in creating the record. 



Creating HRSD Payments — Requested Disbursement

Create New HRSD Payments..

Payment Voucher | Requested Disbursement|

Add Actions w

No.y, @ < CostCode Code Name

Amount

SOV Picker X
Search | Find on Page
Item # Ref Description CBS Code Breakdown

000010 1 CONSTRUCTION CONTRACTS 94120

000020 2 CONSTR CONTRACT ADMIN SERV 92305

Total: 2
=N
Total Amount v . $0.00
Total: 0

Send Save = w

Line Item Details

4 General 2
Cost Code *
-
Code Name

Short Description *

4 Transaction Details

If the guantity field is used, this change will be sent to EBS as a quantity for

payment. For it to be sent as a services payment, quantity must be 0, and the
dollar amount field should be used.

Quantity
| o]
Unit Cost Dollar Amount o
$0.00 | ‘ $0.00
4 Transaction Totals
Amount
$0.00

23
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Presenter
Presentation Notes
Users will need to select the line they will be invoicing against. 
From the Requested Disbursement tab, click Add to enter a new line. 
Click the “Select” icon from the “Cost Code” field.
The SOV Picker window will open. From the lines available, select the correct CBS Code/Line Number that will be invoiced against. 

Please Note: The Description column will be pulling the Description from the Contract and Contract Change records and may not use the matching Cost Code Description. The Cost Code Name will be shown once Line Item Details have been saved.


Transaction Details — Important!

Determined by the type of contract

Quantity vs Dollar Amount
1. Quantity and Unit Cost — Goods Billed by Quantity

If the quantity field is used, this change will be sent to EBS as a quantity for
payment. For it to be sent as a services payment, quantity must be 0, and the
dollar amount field should be used.

Quantity
| 4]
Unit Cost Dollar Amount 0
| $450.00 | | $0.00

4 Transaction Totals

Amount
$1,800.00

2. Dollar Amount — Used for Services

4 Transaction Details

If the quantity field is used, this change will be sent to EBS as a quantity for
payment. For it to be sent as a services payment, quantity must be 0, and the
dollar amount field should be used.

Quantity

| |

Unit Cost Dollar Amount 0
| I l $2,400.00

E]Transaction Totals
Tt | f— ) ey

$2,400.00 | Bl N



Presenter
Presentation Notes
Be sure to click Save after entering Transaction Details to save them to the record. Click Save and Add New to add an additional payment line.


Schedule of Values — SOV

e Tracks Contracts, Change Orders, and Invoice
totals per contract record

e Can be used to determine the Remaining Balance

for each line item

Create New HRSD Payments.. Send Save
Payment Voucher Requested Disbursement sov
P RS < Line Item Details Export Line Item Template :
Print »
No.y W < CostCode Code Name Amount
4 General Reload
Cost Code *
-E Schedule of Values- (Base Record: HRC-000009) - Google Chrome - X
@ uhrsd-stage-unifier.oracleindustry.com/bp/sov/view/processing?docid=08&recordid=30402&__uref=uuu978787973t2 ©F
File Edit View
& Export ~ [# Import ~ Rows [ split [Z] Freeze 2 Fund Assignment
Schedule of Values
Currency: United States Dollar (USD)
Item # Ref Description WE | Original Contract Value Pending Changes Planned Changes Unplanned Changes Migrated Change Value Current Scheduled Value Pending Payments |
000010 1 CONSTRUCTION CONTRACTS 94120 $250,000.00 $0.00 $0.00 $0.00 $0.00 $250,000.00 $64,0[][).00ﬂ
000020 2 CONSTR CONTRACT ADMIN SERV 92305 $0.00 $0.00 $17,000.00 $0.00 $0.00 $17,000.00 $0.00 4
Schedule of Values
Currency: United States Dollar (US[]
Item # Ref Description WB Planned Changes Unplanned Changes Migrated Change Value Current Scheduled Value Pending Payments Paid to Date Remaining Balance
0010 1 CONSTRUCTION CONTRACTS 94120 $0.00 $0.00 $0.00 $250,000.00 $64,000.00 $0.00 $250,000.00
0020 2 CONSTR CONTRACT ADMIN SERV 2305 $17,000.00 $0.00 $0.00 $17,000.00 $0.00 $0.00 $17,000.00



Presenter
Presentation Notes
SOV can be used to determine the Remaining Balance for each line item.



Workflow - Engineer

e Supplier/Engineer sends for Contract Specialist

Review

e |Interna

HRSD Payments..

Payment Voucher Requested Disbursement

Vendor Name 0
2ZZ Test Supplier

4 Comments
Description

4 Payment Information
Check No.

Check Amount
$0.00

Vendor Number
103020

Actual Payment Date

Sent via Integration? - ADMIN ONLY
Yes

Workflow Action Details

4 Action Details

Workflow Actions )

Send For

‘ Send for Contract Specialist Review

v Contract Specialist Review

To

Start typing for suggestions...

| HRSD Workflow

Attachments

Comments  Linked Records  Linked Mail

Workflow Progress

Title

Engineer Payment Request

Record Number

Filter By: | Visited Steps

HPA-000003

Accept Decline

Workflow Progress | Audit Log Reference Re  »

terface

Current Step
101 - Int Hold (Inv)

View Graphic...

BP Setup Used
Engineer Enters (Integration) ...

Step Name Assignee Company Status Action Completion Date

Creation Willy Wonka HRSD Completed Send for Contract 05/04/2020 02:20 PM (UTC-5)
Contract Specialis... Stefanie Crowell HRSD Completed Send for PM Review 05/04/2020 02:24 PM (UTC-5)
PM Review Stefanie Crowell HRSD Completed Approve 05/04/2020 02:24 PM (UTC-5)
Chief Review Stefanie Crowell HRSD Completed Approve 05/04/2020 02:27 PM (UTC-5)
101 - Int Hold (Inv) Stefanie Crowell HRSD Not Started

101 - Int Hold (Inv) HRSD Administrator HRSD Not Started

101 - Int Hold (Inv) Enstoa HRSD HRSD Not Started



Presenter
Presentation Notes
After the Chief approves, the record will be sent to the I01 Interface Hold Step. The next time the interface runs, the Sent via Interface field will be updated to “Yes”.


Checking Workflow Progress

e Payment Voucher > Workflow Progress tab

— Record shows the current workflow step and any

previous completed steps

HRSD Payments..

Payment Voucher Requested Disbursement

Unique Invoice ID
100870-Retainage 05 05 20 - 01

4 Vendor Info
Reference Commit
HRC-000018

Vendor Name 0
CH2M HILL ENGINEERS INC

4 Comments
Description

Total Amount
$20,000.00

PO Number
6201525

Vendor Number
100870

4 Payment Information
Check No.
4029301

Check Amount
$19,000.00

Actual Payment Date
05/05/2020

Sent via Integration?
Yes

Attachmenis Comments Linked Records Linked Mail Workflow Progress Audit Log Reference Records

Workflow Progress View Graphi
Title Record Number Current Step BP Setup Used
Retainage 05 05 20 - 01 HPA-000008 End Engineer Enters (Integration) ...
Filter By: | Visited Steps v
Step Name Assigl (of Status Action Completion Date
Creation Donna Stinson HRSD Completed Send for Contract Specialist Review 05/05/2020 06:42 AM
Contract Specialist Review Donna Stinson HRSD Completed Send for PM Review 05/05/2020 06:44 AM
PM Review Donna Stinson HRSD Completed Approve 05/05/2020 06:45 AM
Chief Review Donna Stinson HRSD Completed Approve 05/05/2020 06:45 AM
101 - Int Hold (Inv) HRSD Administrator HRSD Completed Voucher Complete 05/05/2020 07:04 AM
102 - Voucher Approved HRSD Administrator HRSD Completed Paid 05/05/2020 07:11 AM

27


Presenter
Presentation Notes
Payment will be processed in ERP and interfaced back to Unifier to update the Payment Information block. Workflow Progress can be used to track the status of payments.
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HRSD Contracts BP



HRSD Contracts Business Process (BP)

e Used by Project Managers to initiate Requisitions
e Bid/Solicitation process will take place in ERP

e Supplier or Engineer Notification step:

Notification will be emailed to Supplier/Engineer with final attachments regarding
any Agreement/Contract awarded

WW_
Close
Creat
Revision
Send fol
o Ot Supplier or ie"? f(’[ A4
. Send for Chie L i : ontractor Accept and
Creation  |paiisw Chief Review Approve 101 Int Hold Req Complete 102 Int Hold PO Complete Finalize Egﬁézsﬁgn Supp_ller ar Nofification Contractor CICOC;D an B
(pM) » > (Req) » (PO) »| Attachment (T »|  Notification »
Notificat]
A
Creator
Revi
Resubmit
Creator
> Revise
Cancel
Pemanently Cancel
Permanen tly
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Navigation

e Project > Collaboration > Tasks
e Project > Contractual BP Logs > HRSD Contracts

() Company Work... Example Pipelin... +

A Example Pipeline Project - Home Capital Projects >  Example Pipeline...

A Alerts

HRSD Contracts..

‘8 Collaboration

Tasks Actions ¥ View = All Records v X||IC| B Q|| BB @ w

Notifications (] Record Number ﬁﬁ::lgﬁt Requisition Number PO Number Title

Drafts @ HRC-000005 3202740 6202078 Requisition fc
M Document Manager s> § HRC-000004 3202736 6202077 Requisition fc
[@ Schedule Manager
== Payments BP Logs
‘$* Contractual BP Logs

HRSD Contracts..
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Presenter
Presentation Notes
Task Notification will be sent to the Engineer after contract awarded in ERP.


HRSD Contracts — Supplier or Engineer Notification

e Supplier/Engineer notified for either:
— Professional Services Agreement OR
— Contractor award

e \Workflows

— Accept and Close-record reaches Approved status
— Contractor Notification-notifies Contractor of award

Workflow Action Details

4 Action Details

3333333



Presenter
Presentation Notes
HRSD Contracts BP must reach approved status to be able to create Change Orders or Payments against the PO. Engineers can view their own company records, as well as, Contractor records when a Contractor is awarded the project.


Checking Workflow Progress

e General > Workflow Progress tab

— Record shows the current workflow step and any
previous completed steps

HRSD Contracts..

General Cost ltems Change Orders
Attachments [‘lJ Comments Linked Records Linked Mail Workflow Progress Audit Log Reference Re )
4 |ntegrated EBS Fields Workflow Progress View Graphic. .
Contract/ PO Type Agreement Number
Engineering Title Record Number Current Step BP Setup Used
Requisition for Engineering S... HRC-000008 End PM Enters (Integration) V1

Unifier Integration ID

84127971
Filter By: | Visited Steps v

L]
[ & ]

Requisition Number PO Number
3201967 6201516 H Step Name Assignee Company Status Action Completion Date
H
Requisition Date PO lIssued Date Creation (PM) Stefanie Crowell HRSD Completed Send for Chief Re... 05/04/2020 09:04 AM (UTC-5)
05/04/2020 05/04/2020 Chief Review Stefanie Crowell HRSD Completed Approve 05/04/2020 09:04 AM (UTC-5)
101 Int Hold (Req) HRSD Administrator HRSD Completed Req Complete 05/04/2020 10:04 AM (UTC-5)
Creator for EBS Requestor for EBS
- 102 Int Hold (PO) HRSD Administrator HRSD Completed PO Complete 05/04/2020 10:47 AM (UTC-5)
Stefanie Crowell
2 5 Finalize Attachme... = Stefanie Crowell HRSD Completed Send For Enginee... 05/04/2020 11:03 AM (UTC-5)
Sent via Integration?
Yes |Engineer Notificati... Willy Wonka HRSD Completed Accept and Close 05/04/2020 11:07 AM (UTC-5)

32 el 2
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Presenter
Presentation Notes
Workflow progress can be monitored at any time.
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HRSD Contract Change BP



HRSD Contract Change Business Process (BP)

e Used by Engineers to initiate Change Orders

e Flow of information:
HRSD Contract Change BP created and approved
Interface to EBS for changes to original PO

Lines items added/updated in ERP
Interface Line Item information back to Unifier

-l S

l Creator Revise
CCCCC |
Creator Permanen tly
Revi <
Creator R l
A
Creator R Resubmit Send for A d
Contract i Pprove:
- Integration 101 Int Hold
Specialist > Unplanned N *0) Approved > End
(Eng)
Send for PM A
Creation Review PM Review
(Eng) P Approved
Planned
Appre rove
Send for Chief
Review Procurement
Proc Change > " 101 Int Hold Approved
Send 9 (PO)
Contract
iali A
Assign
Send Specialist Approved
Procurement Unplanned
Assignm P
A
Send for Approved

Creator Revise Procurement Intsgration;></ Planned



Presenter
Presentation Notes
Engineers can initiate a Change Order for Construction Contracts and submit to Project Managers for review.
The interface from Unifier to EBS runs every 30 minutes.



Navigation

e Project > Contractual BP Logs > HRSD Contract Change > Create

Example Pipeline Project - Ho.. Capital Projects >  Example Pipeline...

Alerts

HRSD Contract Change..

Project Mailbox

Collaboration - Create Actions v View  All Records v X[ G|l Q| B | @

= Gates I Record Number - Title Vendor Name Contract Number PO Number Amount  Status

Cost Manager
Budget BP
Document Manager
Schedule Manager
Payments BP Logs
Contractual BP Logs
HRED Coniracte..

HRSD Contract Change..

Previous Contracts Versions @
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Creating HRSD Contract Change — Required Metadata

Create New HRSD Contract Change..

Reference Commit *

Should Construction Contractor be able to View approved
record?

I Type a Record Number... v = )‘-
General  Cost ltems I Select v I
4 General PO Number Contract Number
Creator
Stefanie Crowell
Contract / PO Type @ Agreement Number g
Creation Date
Original Contract Amount Amount This Change
Due Date Status 9 9
I MMDD/YYYY HHAMM AM e I $0.00 $0.00
Amount Account Number Previous Approved Changes Revised Contract Amount
S0 $0.00 $0.00
StartDate FinishDate
| MM/DD/YYYY HH:MM AM E&) | | MM/DD/YYYY HH:MM AM
4 \/endor Information
Need by Date o
Vendor Name
I MMDDIYYYY HRSD Contracts..
Search | Find on Page v
A Jystification Location Name Project Number Record Number PO Number + Vendor Name Title Status
Contract Type Proj0s40 HRC-000076 6202062 HAZEN AND SAWYER SIT 05 REQ 02 Approved
Proj0640 HRC-000075 6202061 HAZEN AND SAWYER ... SIT 05 REQ 01 Approved
Select Proj0640 HRC-000074 6202060 HAZEN AND SAWYER SIT 04 REQ 06 Approved
Planned or Unplanned? * 0 Proj0640 HRC-000071 6202054 BROWN AND CALDW... SIT 04 REQ 03 Approved
A |ntegration Infa Proj0640 HRC-000070 6202053 BROWN AND CALDW... ~ SIT 04 REQ 02 Approved
| S@/ec! g Proj0640 HRC-000068 6202050 /ABA MORIAH CORPO. Retainage Test 04 Approved
Sent via Integration] projoso HRC-000066 6202047 BROWN AND CALDW...  SIT 03 Req 03 Approved
Change Category
N o Proj0640 HRC-000064 6202046 American Contracting &. SIT03 Req 01 Approved
| Select Proj0640 HRC-000063 6202044 ABAWELLAND SEP...  SIT Qty Retainage Approved
N . . > e Proj0640 HRC-000062 6202043 American Contracting &. SIT BUDGET CHECK Approved
Has the corresponding risk item been resolved? Proj0640 HRC-000059 6202042 AHHARRISAND SON... SIT02Req11-procaty  Approved
Select Proj0640 HRC-000055 6202041 CH2M HILLENGINEE...  SIT 02 Req 06 Approved
4 Justification ] eroioss0 HRC-000050 6202038 CH2M HILL ENGINEE...  SIT 02 Req 01 Approved
Reason for Change]  contract Type Proj0640 HRC-000048 6202037 American Contracting &... SIT01Req 03 Approved
[ Lump Sum v I Projos40 HRC-000047 6202036 CH2M HILL ENGINEE SIT 01 Req 02 Approved
Proj0640 HRC-000046 6202035 CHZM HILL ENGINEE...  SIT 01 Req 01 Approved
*
Planned or Unplanned? e ‘ Proj0640 HRC-000041 6202030 ACHIEVE 1 LLC YF -PWEng Lump Su...  Approved
‘ Unplanned Amendment v |
|—] Tota:30
Analysis of Recomi] | Change Category *
] Cancel
7] ==
Scope Change risk item been resolved? @
Errors and Omissions v |
Vi
Unforeseen Conditions
Other |
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Presenter
Presentation Notes
General Tab: Mandatory fields are marked with a red asterisk. 
Justification: “Planned or Unplanned”-If Unplanned, a Change Category must be picked.
Base Contract Information: 
“Reference Commit” refers to the corresponding Construction Contract (PO) that the Contract Change record will be applied to. Click on the “Select” icon in the field to open a list of PO’s for your project. Double-click or highlight and click Select to enter the correct PO Number.
“Should Construction Contractor be able to View approved record?” – For Contractor Change Orders, select “Yes” so that the Contractor will be notified once the record is approved. This will auto-create a Contract Change Notification BP for the Contractors to view the attachments.



Creating HRSD Contract Change — Base Contract Information

e Fields filled from original HRSD Contract BP
e Contract/PO Type — determines record workflow

HRSD Contract Change.. =«
[General Cost Items
Attachments Comments Linked Records Linked Mail Workflow Progress Audit Log Reference Records : :
Vi
Workflow Progress View Graphic..
4 .
Base Comrac_t Information Title Record Number Current Step BP Setup Used
Reference Commit co 2 on this project HCO-000004 End PM Enters (Integration) V1
HRC-000012
PO Numb: Contract Numb
6201510
Contract/ PO Type @ Agreement Number @ Step Name Assignee Company Status Action Completion Date
e Creation (PM) Enstoa HRSD HRSD Completed Approve 05/01/2020 04:31 PM (UTC-5)
Original Contract Amount Amount This Change Procurement Assignment Enstoa HRSD HRSD Completed Assign Specialist [ 05/01/2020 04:31 PM (UTC-5)
LU $10000 Procurement Specialist Enstoa HRSD HRSD Completed Send for Integration | 05/01/2020 04:31 PM (UTC-5)
Previous Auproved Changes Revised Contract Amount 101 Int Hold (PO) HRSD Administrator HRSD Completed Approved 05/01/2020 04:38 PM (UTC-5)
$0.00 $200,100.00
4 Base Contract Information Workflow Progress View Graphic...
Reference Commit
LI Title Record Number Current Step BP Setup Used
PO Number Contract Number CO for PO 6201511 HCO-000005 End PM Enters (Integration) V1
6201511
Contract / PO Type 0 Agreement Number 0 Filter By: | Visited Steps
Engineering
Original Contract Amount Amount This Change Step Name Assignee Company Status Action Completion Date
$1,525.30 $669.54 Creation (PM) Donna Stinson HRSD Completed Approve 05/02/2020 09:28 AM (UTC-5)
Previous Approved Changes Revised Contract Amount Contract Specialist (Eng) Donna Stinson HRSD Completed Send for Integration ] 05/02/2020 10:33 AM (UTC-5)
$0.00 $2,194.84 I 101 Int Hold (PO) HRSD Administrator HRSD Completed Approved 05/04/2020 12:41 PM (UTC-5)
.
:
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Presenter
Presentation Notes
Contract/PO Line Type determines the record’s workflow. If the original Contract/PO Line Type was Procurement, the record will be routed to the Procurement Specialists. If it was Engineering, the record will be routed to the Contract Specialists.


Creating HRSD Contract Change — General Tooltips

4 Justification
Contract Type

This determines where the change will show on the cost
| Select sheet v |

Planned or Unplanned? [ [E2)

| Select v |

Change Category

Verify that any risk items associated with this change order
| Select have been closed out. v |

Has the corresponding risk item been resolved? IaT

| Select v

Reason for Change

4 Base Contract Information
Reference Commit - Contractor

Type a Record Number... v =
Reference Commit * Should Construction Contractor be able to View approved record?
Type a Record Number... v = | Select v
PO Nimbioe Used to determine which workflow path this record will Ft Humbee
follow ‘ Used to reference a blanket agreement in EBS

Contract / PO Type Agreement Numbe| :"] 1

Original Contract Amount Amount This Change
$0.00 $0.00

Previous Approved Changes Revised Contract Amount
$0.00 $0.00

38 el 2
H


Presenter
Presentation Notes
Be aware of any fields with the Tooltip icon (?) as they include helpful hints in creating the record. 



Adding Attachments

e Use the Attachments tab on the right-hand
section of the General tab to upload documents

Create New HRSD Contract Change..

General  Cost Items

4 General
Title *

Record Number

Due Date
I MM/DD/YYYY HH:MM AM % ‘

Amount
$0.00

Creator

Stefanie Crowell

Creation Date

Status

Account Number

Browse...

Document Manager...

Send Save

Comments  Linked Records  Linked Mail

E Upload Files - Google Chrome

=v

a

X

@ uhrsd-stage-unifier.oracleindustry.com/bp/sys/dm/file/upload?file_type=bp&from_object_type=&from_object_id=&_ uref=uuu859935...

39

Drag and drop or select files to upload

[ Browse... ‘

File Name

File Size Document Title Rev. No.

Issue Date

Advanced Options

File Upload Options
Include reference files

Upload from My Computer v

Revise automatically if file with same name exists

| f— ) ey
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Presenter
Presentation Notes
Include any attachments that are required or might be useful for the Contract Specialist or Procurement Specialist. Users can select Browse from the Attach Files icon to Browse their computer or use drag and drop files from folders to upload attachments.


Creating HRSD Contract Change — Cost Items Tooltips

Create New HRSD Contract Change..

General Cost Items

=] Add Actions w Cll Baw Q || B3

No.* ] < EBSTask WBS Code Code Name

Short Descripti

If the quantity field is used, this change will be sent to EBS as a quantity change. For it to
be sent as a services change, quantity must be 0, and the dollar amount field should be
used.

Quantitv

Used for services req's, not tied to quantity and unit price

Unit Cost Dollar Amount e
| $0.00 ‘ | $0.00

4 Total Change Amount

Amount
$0.00

This description will be sent to EBS, HOWEVER the field
"Short Description" is critical in Unifier and is the only
description for the line you will see when doing change

Line Item Details

R
X

2"l

If you are changinn an existina line an the Purchase Qrder SOV _1sea the '

reference field. If
code, and the ref
7

EBS Task| 8

Replaces the old EBS Task which was a decimal value field

‘ Select

M ‘

orders or payments (invoices)

. $0.00

40

Cost Code *

‘ Type CBS Code or Name... v W ‘
Code Name

Reference

| Type a Reference No.... v ‘
Line Item Description (240) 9

| |
Unit of Measure

‘ Each v ‘



Presenter
Presentation Notes
Cost Items tab:
Be aware of any fields with the Tooltip icon (?) as they include helpful hints in creating the record. 



* Adding a new line vs.
modifying an existing

line
1.

Adding a new line — use
EBS Task and Cost
Code fields

Changing an existing
line — Use the Select
icon to open the
Commit Line Item
Picker window

41

2 ‘ Type a Reference No....

Line Item Details

Line Items Details — Important!

L]
M

field. If you want to add a new line to the PO, select a new cost code, and the
reference field should show "0"

If you are changing an existing line on the Purchase Order SOV, use the reference

EBS Task @

‘ Select v |

Cost Code *

‘ Type CBS Code or Name... v |

Code Name

Reference

Short Description *

Line Item Description (240) o

Unit of Measure
‘ Each v |

If the quantity field is used, this change will be sent to EBS as a quantity change.
For it to be sent as a services change, quantity must be 0, and the dollar amount
field should be used.

Quantity

o]

Unit Cost Dollar Amount 0

$0.00 ‘ ‘ $0.00 ‘

el D
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* Adding a new line

Line Item Details

If you are changing an existing line on the Purchase Order SOV, use the reference field. If you want to
add a new line to the PO, select a new cost code, and the reference field should show "0"

CONSTR CONTRACT ADMIN SERV

EBS Task @

| Construction WIP v |
Cost Code *

‘ 92305 +Q '§|
Code Name

Reference

‘ Type a Reference No....

Short Description *

| Contract Administration Services

Line Item Description (240) a

Unit of Measure

| Each

If the quantity field is used, this change will be sent to EBS as a quantity change. For it to be sent as a

mmdiamn Abhma ;i ik la A~

Aallar mms b £l

PRI

A bm mnd

Line Items Details — Important!

* Modifying an existing line

Commit Line Item Picker

Search | Find on Page

lem

el lescription

000010

1 CONSTRUCTION CONTRACTS

Line Item Details

If you are changing an existing line on the Purchase Ord
add a new line to the PO, select a new cost code, and the

OV, use the reference field. If you want to
rence field should show "0"

EBS Task @

| Construction WIP

Cost Code *

| 94120

Code Name
CONSTRUCTION CONTRACTS

Reference

K

*

Short Description

| CONSTRUCTION CONTRACTS

Line Item Description (240) * (2]

| Additional amount needed for construction contract

Unit of Measure

|Each

R A
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Presentation Notes
When modifying an existing line, users will only need to enter the incremental amount that needs to be applied. For example, the original Design Agreement was for $100,000 and we want to add an additional $35,000, the Total Amount added should equal $35,000. Once the PO is processed, the SOV (Schedule of Values) will be updated and the . See slide 15 on how to access the Unifier SOV.


e Quantity vs Dollar Amount

Line ltems Details — Important!

1. Quantity and Unit Cost — Goods Billed by Quantity

If the quantity field is used, this change will be sent to EBS as a quantity change. For it to be sent as a
services change, quantity must be 0, and the dollar amount field should be used.

Quantity

‘]

Unit Cost

Dollar Amount 0

$1,200.00 | |

4 Total Change Amount

Amount

$6,000.00

2. Dollar Amount — Used for Services

If the quantity field is used, this change will be sent to EBS as a
quantity change. For it to be sent as a services change, quantity must
be 0, and the dollar amount field should be used.

Quantity
0
Unit Cost Dollar Amount o
$0.00 $20,000.00
4 Total Change Amount
Amount
$20,000.00



Presenter
Presentation Notes
Be sure to click Save after entering line item details to save them to the record. Click Save & Add New to add an additional line.


Cost Codes — Important!

e EBS Task — AKA project phase

— Previously 10.01, 20.01, etc.

— Use WIP unless purchasing land, or a project that will not resultin a
capitalizable asset (ex. studies)

= WIP for Capitalizable projects
= Non-WIP for Non-Capitalizable projects
= Land for the purchase of land
— Directs to the subset of expenditure types that can be selected

HRSD ContAreacts.. Send Save =
Seneral Change Orders
Add Actions w View Currend v Transaction Currency - Line item Details Attachments Linked Records
No., @ <2 Line Number EBS Task Cost Code Code
Q 001 1 PrePlanning WIP 97120 PRE-F “ General

EBS Task &

I Design WIP - ]

([N -
- o=

Select ]
-~

PrePlanning WIP
PrePlanning Land 2SS HR R SRS
PrePlanning Non-WIP

PER WIP ©OUS OTHER COSTS ‘

PER Land

PER Non-WIP ©OUS OTHER COSTS ‘
Design WIP N
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Cost Codes — Important!

e Cost Code — AKA Expenditure Type
e Must match with EBS Task

— Mismatches will be rejected by interface
— Unfortunately, selections cannot be enforced by the system

Create New HRSD Contract Change.. Send Save = v

General Cost Items

Add Actions v Line Item Details Attachments Linked Records

No.* @I < EBS Task WBS Code Code Name Short Description Quantity
_ If you are changing an existing line on the Purchase Order SOV, use the reference field. If you want to
‘Q’ 001 94120 CONSTRUCTION CON... Line 1 0 add a new line to the PO, select a new cost code, and the reference field should show "0"
EBS Task @
l Construction WIP Y l
Cost Code * \ b
| 94120 - Q 'g|
Code Name

CONSTRUCTION CONTRACTS
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Presenter
Presentation Notes
Please request a Cost Code cheat sheet from UnifierAdmin@hrsd.com which includes Task Numbers and their corresponding Expenditure Types. Or refer to the help file on hrsd.com. 


Cost Codes — Important!

e Cost Codes

e For example, if Design WIP is selected as EBS
Task, a cost code in the design section must be
used:

wWBS Code WBS Item

» 10.91000 PRE—&
» 20.91300 PRELI RIN.__
l4 30.92100 ' DESIGN SERVICES |
92440 DESIGN SOFTWARE ...
97100 DESIGN ADVERTISING
97110 DESIGN CAPITALIZED. ..
97120 DESIGN MISCELLANE. ..
97130 DESIGN LEGAL
97140 DESIGN PARTNERING
92105 DESIGN - BUDGET
92110 DESIGN-PROGRAM M. _.
92155 DESIGN AGREEMENT
92125 DESIGN ENVIRONME. ..
92160 DESIGN BUILD
92170 DESIGN - LOCALITY R...
o175 —DESIGN-ENVIR DOC
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Presenter
Presentation Notes
Please request a Cost Code cheat sheet from UnifierAdmin@hrsd.com which includes Task Numbers and their corresponding Expenditure Types. Or refer to the help file on hrsd.com. 


e Unifier SOV tracks Contracts, Change Orders, and

Schedule of Values — SOV

Invoice totals per contract record

Create New HRSD Contract Change..

General

4 General
Title *

Cost Items

Creator

Workflow Screenshots

Stefanie Crowell

Record Number

Due Date

Creation Date

Status

| MM/DD/YYYY HH:MM AM

®)

Amount

E Schedule of Values- (Base Record: HRC-000004) - Google Chrome

Account Number

b ~

Attachments

Comments

Linked Records

Send Save IE

sov

Auto-create

Export Line ltem Template

Print
Reload
Review ...
Help

Close

— O X
@ uhrsd-stage-unifier.oracleindustry.com/bp/sov/view/processing?docid=0&recordid=30362&__uref=uuu752217758t3 Q
File Edit View
& Export ~ [ Import ~ Rows [d] Split ] Freeze 2|t Fund Assignment
Schedule of Values
Currency-_United States Dollar (USD)
Iltem # Ref Description Original Contract Value Pending_ Changes Planned Changes Unplanned Changes Migrated Change Value Current Scheduled Value Pending Payments
000010 1 Requesting PER and Design Services 914 $15,000.00 $0.00 $0.00 $0.00 $0.00 $15,000.00 SC 4
000020 2 DESIGN AGREEMENT 921 $0.00 $0.00 $250,000.00 $0.00 $0.00 $250,000.00 $C4
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Workflow — Engineer

e Engineer sends record for Project Manager
Review

Workflow Action Details

4 Action Details

*
Workflow Actions Send For
Send for PM Review v PM Review
To

HRSD Administrator;Stefanie Crowell;Project Managers

4 Due Date Details

Task Due Date

Task Due Date is not available




Checking Workflow Progress

e General > Workflow Progress tab

— Record shows the current workflow step and any
previous completed steps

HRSD Contract Change..

General Cost ltems

4 Vendor Information
Vendor Name @

ZZ Test Supplier

4 Contractor Notification
Contractor Notification Creator

4 |ntegration Information

Sent via Integration? - ADMIN
ONLY

Yes

Vendor Number
103020

Accept Decline = v
Attachments @J Comments Linked Records Linked Mail Workflow Progress Audit Log Reference Re ) :
Workflow Progress View Graphic...
Title Record Number Current Step BP Setup Used
Change Order 1 HCO-000002 101 Int Hold (PO) Enigineer Enters (Integration)...
Filter By: | Visited Steps v
Step Name Assig| Company Status Action Completion Date
Creation (Eng) Willy Wonka HRSD Completed Send for PM Revi...  05/03/2020 03:23 PM (UTC-5)
PM Review Stefanie Crowell HRSD Completed Approve 05/03/2020 03:29 PM (UTC-5)
Contract Specialis... = Stefanie Crowell HRSD Completed Send for Integration  05/03/2020 03:30 PM (UTC-5)
101 Int Hold (PO) Enstoa HRSD HRSD Not Started
101 Int Hold (PO) Lisa Matthews HRSD Not Started
101 Int Hold (PO) HRSD Administrator HRSD Not Started
101 Int Hold (PO) Stefanie Crowell HRSD Not Started
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Presentation Notes
Workflow progress can be monitored at any time.


e Questions?

e Training slides, recordings, procedures will be
posted to HRSD.com/Doing Business with
HRSD/Engineering/Unifier and ERP Portal

iSupplier Portal Unifier

« Update Supplier Information « View Capital Project Contracts

» View Purchase Orders / Agreements Submir / View Capital Project Pay Applications
« Submit / View Invoices [ Pay Applications Professional Services Deliverables

« Submit / View Work Confirmations Construction Submittals

« View Open Solicitations and Your Responses Design Review

« Participate in Online Discussions Action Items

» Submit an Online Response to a Solicitation Request for Information

Request for Proposal
Daily / Weekly Reports
New to HRSD? Click here to register for the first time. -

Meeting Summaries
Citizen Inquiries

iISupplier Portal How-To Unifier How-To Guides

GUIdeS « For support, users can access the User Productivity

Click here for Manuals and Guidelines. Kit (UPK) from any Help menu or send an email to IJ. = = - .

UnifierAdmin@hrsd.com.
« Click here for password reset instructions



https://www.hrsd.com/engineering-task-submittals
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