
Project EVO Training – General 
Information for Requisitioners for 

Capital Projects

Presenter
Presentation Notes
Ground Rules:  
On mute, use chat for questions, Stefanie Crowell and Erin Girardi are available to answer questions via the chat
If time allows we will unmute and take questions
Presentation is being recorded and will be made available on our website



• HRSD is implementing an integration of their ERP 
software, EBS, and their project management 
software, Unifier. The goal of this project is to 
leverage the strengths inherent in each of the 
systems. 

Why Project Evo? 
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Presenter
Presentation Notes
Cross Departmental team working for over a year
To Integrate Unifier and ERP  
We want the best of both worlds – Top-Notch Project Management Tool and Top-Notch Financial Management Tool




• Bid/Solicitation process – Still in Oracle E-Business 
Suite (EBS, ERP)
– Including contract award

• Non-CIP project processes
• Non-cost related Unifier processes

What will NOT be affected
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• iExpense (P-Card transactions)
• Payment (check) requests for non-PO invoices
• Receiving

What will NOT be affected
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• Initiation in Unifier:
– ALL Requisitions for capital projects
– ALL Change Orders for capital projects
– Invoices against capital PO’s

What WILL Change – Project Management
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• Unifier: https://uhrsd-primavera-
idm.oracleindustry.com/

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

• Oracle E-Business Suite (EBS) or 
“ERP”:https://ebsprdap1.hrsd.com/OA_HTML/Ap
psLocalLogin.jsp

Accessing the Systems
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https://uhrsd-primavera-idm.oracleindustry.com/
mailto:UnifierAdmin@hrsd.com
https://ebsprdap1.hrsd.com/OA_HTML/AppsLocalLogin.jsp


• May 5th – last day for initiation in EBS

• May 12th – last day to complete approvals in EBS
– In-flight bids will be able to process in EBS

• May 18th – Cost records for capital projects 
initiated in Unifier

• Post go-live support: unifieradmin@hrsd.com

Schedule
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• Used by Requestors to initiate Requisitions
• EBS Requisitions = Unifier’s HRSD Contracts 

Business Process (BP).
• Flow of  information:
1. HRSD Contract BP created and approved
2. Interface to EBS for Req creation
3. Bid process and PO awarded in EBS
4. Interface Final Contract Information back to Unifier

HRSD Contracts Business Process (BP) 
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The interface from Unifier to EBS runs every 30 minutes.




• Logging in to Unifier 
• This is a unique username and password not related to 

ERP and will be assigned by the Unifier Admin -
unifieradmin@hrsd.com

Navigation
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• Unifier Portal – Select the “U” to access Unifier

Navigation
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• Begin typing the name of your project and the list will populate with your 
available projects.  Please note that the project number here is not the same 
as the ERP project number.  It is a number unique to Unifier.

Navigation
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• Click the “+” to search your list of projects

Presenter
Presentation Notes
Users will only see projects that they are involved in.  Notify the Unifier Administrator if you are unable to see your projects.



Creating HRSD Requisitions



• Expand the  Contractual BP Logs by clicking the + sign.

Navigation
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• Project > Contractual BP Logs > HRSD Contracts > Create

Navigation
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• Mandatory Fields = *

Creating HRSD Contracts – Required Information
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Presentation Notes
General Tab:
Mandatory fields are marked with a red asterisk. 
Vendor Information Section: “Vendor Name” field can be filled with any active Vendor. This field will be updated during integration once the PO is created in EBS/ERP with the Vendor who is awarded the PO.
Contract Information Section: “Need by Date” is the only required field and the date entered must be at least one day after the creation date of the BP. 
Integrated EBS Fields: Contract/PO Type is the only mandatory field with Engineering or Procurement as the choices. This field determines whether a Contract Specialist or Procurement Specialist will process the requisition in ERP. 
**Sent via Integration**-DO NOT CHANGE THIS FIELD.  This field determines whether the record has been processed via integration with ERP. When creating reqs, leave the field as “No” and it will be updated once integration with ERP is complete.




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

Adding Attachments
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Presentation Notes
Include any attachments that are required or might be useful for the Contract Specialist or Procurement Specialist. Users can use Browse from the attachment icon to Browse their computer or use drag and drop files from folders to upload attachments.



Creating HRSD Contracts – Cost Information Tips
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Cost Items tab:
Be aware of any fields with the Tooltip icon (?) as they include helpful hints in creating the record. 




• EBS Task – AKA project phase
– Previously 10.01, 20.01, etc. 
– Use WIP unless purchasing land, or a project that will not result in 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

Cost Codes – Important! 
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MOST IMPORTANT THING ABOUT COST CODES:  ASK PROJECT MANAGER IF YOU ARE UNSURE OF CODING
Email the Unifier Administrator for a cheatsheet for cost codes



• Cost Code – AKA Expenditure Type
• Must match with EBS Task

– Check with the Project Manager if you are unsure of the task
– Validations cannot be enforced by Unifier
– Mismatches will be rejected by interface

Cost Codes – Important! 
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• Cost Codes
• For example, if Design WIP is selected as EBS 

Task, a cost code in the design section must be 
used: 

Cost Codes – Important! 

20

Presenter
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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. 



• Determines the type of contract

Transaction Details
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Presentation Notes
Determines if this is a quantity PO or a Lump Sum PO for Dollar-based services.



• Requisition send for approval to Project Manager: 

• Chief send to interface: 

Send for Approval, Send to Interface
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Presentation Notes
After the Chief approves, the record will be sent to the EBS integration step.  The next time the interface runs, the Sent via Interface field will be updated to “Yes”.



• General > Integrated EBS Fields
– Requisition Number and Requisition Date fields will 

update via EBS Integration

• General > Workflow Progress 
– Record will move to the Integration Hold step to wait 

for PO information

Checking Requisition and Workflow Progress
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Requisitions will interface to ERP and be approved. The Requisition Number and Requisition Date will return to Unifier to update the fields in the Integrated EBS Fields section of the form. Once Req information has been received, the record will move to the next step in the workflow. Workflow progress can be monitored at any time by opening the record and selecting Workflow Progress.




• General > Integrated EBS Fields
– Awarded Vendor, PO Number and PO Issued Date 

fields will update via EBS Integration

• General > Workflow Progress 
– Record moved to Finalize Attachments when complete

Checking Purchase Order and Workflow Progress
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After bidding and contract awarded in ERP, the Vendor information, Purchase Order Number and PO Issued Date will be returned from ERP to update the fields in the Integrated EBS Fields in the Unifier records. Once PO information has been received, the record will move to the next step in the workflow. 



• Contract Specialist or Procurement Specialist task
– Upload final copies of attachments
– Send for Vendor/Supplier Notification

Finalize Attachments
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Presentation Notes
The Contract Specialist or Procurement Specialist who completed the PO in ERP will “Accept Task” and upload Final Attachments that the vendor/supplier can view.
UnifierAdmin is copied on this step and must be notified of who the Contact is for the vendor/supplier permissions group.




• Vendor notified for either:
– Professional Services Agreement OR 
– Contractor award

• Workflows
– Accept and Close-record reaches Approved status
– Vendor Notification-notifies Vendor of award

Vendor Notification

Presenter
Presentation Notes
HRSD Contracts BP must reach approved status to be able to create Change Orders or Payments against the PO. Suppliers/Vendors can view their own company records.



• Change Orders can be viewed from within the 
corresponding HRSD Contract record

HRSD Contracts – Change Orders
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Presentation Notes
Click on the Change Order tab to review any Change Orders applied to the Contract/PO.



• Unifier SOV tracks Contracts, Change Orders, and 
Invoice totals per contract record

Schedule of Values – SOV
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Presentation Notes
Replace pics



Creating HRSD Change Orders



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

Navigation
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Creating HRSD Contract Change – Required Information
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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 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.
**Sent via Integration**-When creating reqs, leave the field as “No” and it will be updated once integration with ERP is complete. This field determines whether the record has been processed via integration with ERP. If the field is marked as “Yes”, the record WILL NOT process.




• Fields filled from original HRSD Contract BP
• Contract/PO Type – determines record workflow

Creating HRSD Contract Change – Base Contract Information
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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
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Contractor Record?

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

*Contractor record – will determine who can view change order records. Will prevent contractors from seeing Engineers records. 




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

Adding Attachments
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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
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Presentation Notes
Cost Items tab:
Be aware of any fields with the Tooltip icon (?) as they include helpful hints in creating the record. 
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Line Items Details – Important!

• Adding a new line vs. 
modifying an existing 
line
1. Adding a new line – use 

EBS Task and Cost 
Code fields

2. Changing an existing 
line – Use the Select 
icon to open the 
Commit Line Item 
Picker window to find 
the correct line.

1

2
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Line Items Details – Important!

• Adding a new line

• Line

• Modifying an existing line

Presenter
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.



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

2. Dollar Amount – Used for Services

Line Items Details – Important!

Presenter
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 . 

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.



• EBS Task – AKA project phase
– Previously 10.01, 20.01, etc. 
– Use WIP unless purchasing land, or a project that will not result in 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

Cost Codes – Important! 
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• Cost Code – AKA Expenditure Type
• Must match with EBS Task

– Verify with the Project Manager if you are unsure of the task
– Mismatches will be rejected by interface
– Validations cannot be enforced by Unifier

Cost Codes – Important! 
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Presentation Notes
Please request a Cost Code cheat sheet from UnifierAdmin@hrsd.com which includes Task Numbers and their corresponding Expenditure Types.



• Cost Codes
• For example, if Design WIP is selected as EBS 

Task, a cost code in the design section must be 
used: 

Cost Codes – Important! 
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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. 



• Unifier SOV tracks Contracts, Change Orders, and 
Invoice totals per contract record

Schedule of Values – SOV
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Workflow – Project Manager

• Approve
– Records <$50K
– Sends Contract Specialist 

or Procurement Specialist

• Send to Chief Review
– Records >$50K

Presenter
Presentation Notes
First of 2 “Conditions” set in the Workflow:
$50,000 Dollar threshold for Contract Changes-
Under $50K, PM can submit directly to Contract Specialist/Procurement Specialist for review. 
Over $50K, will be sent to Chief Review first and then to Contract Specialist/Procurement Specialist for review.




• Creator Revise 
• Approve 

– Sends to either Contract Specialist or Procurement 
Specialist

– Determined by Contract/PO Type

Workflow – Chief

Presenter
Presentation Notes
Second “Condition” set in the Workflow:
After the Chief approves, the record will be sent to the Contract Specialist or Procurement Specialist, depending on the Contract/PO Type. In the example above, the Contract/PO Type is Engineering so the record will be sent to the Contract Specialist. 





• Contract/Procurement Specialist approve
– Record interfaces with ERP for processing

Workflow – Contract/Procurement Specialist

Presenter
Presentation Notes
After the Contract or Procurement Specialist approves, the record will be sent to the I01 Interface Hold Step to interface to ERP for processing. The Sent via Interface field will be updated to “Yes”.



• General > Workflow Progress tab
– Record shows the current workflow step and any 

previous completed steps

Checking Workflow Progress
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Presenter
Presentation Notes
Workflow progress can be monitored at any time.




• Vendors will submit their invoices in Unifier
• Separate training is being held for Vendors
• Vendors will be able to see the status of their 

invoices

Invoicing
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Presenter
Presentation Notes
Workflow progress can be monitored at any time.




• Questions?
• Training slides, recordings, procedures will be 

posted to HRSD.com/Doing Business with 
HRSD/Engineering/Unifier and ERP Portal

Questions and Additional Information
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https://www.hrsd.com/engineering-task-submittals
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