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BEGINNER RMS TRAINING

The Goal of this training session is to cover how to perform 
some of the most common basic functions in RMS. 

This training does not include guidance on business 
processes, policy, or regulations that govern contract 
administration or quality assurance actions.
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BEGINNER RMS TRAINING
Topics

General Navigation
Administration 

Submittals / Transmittal
Quality Control/ Quality Assurance

Progress Payment
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RMS 3.0 GM Navigation 
Learning Objectives:

• Explanation of RMS 3 Launcher

• Map of the USACE Divisions & 
Districts

• District Selection 

• Contract Selection View

• Add Favorite Contracts

▪ Contract Menu

▪ Action Items

▪ Understanding the Data Grid

▪ Sorting & Grouping

▪ Exporting

▪ Column & Search Box Filters

Basic Navigation

▪ Attachments
▪ Add, Edit, Delete Attachments

▪ Sign Word, or PDF Documents

▪ Online/Offline Mode
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Explanation of RMS Launcher

• What is RMS Launcher?
• The first program that runs when clicking RMS 3.0 GM icon 

on desktop.
• Checks servers for latest update and automatically updates 

software to latest patch.

• Because of updating privileges, permissions need to be set up on 
the RMS3 folder on user’s local machine.

• It is recommended that the program be installed from the 
app portal, as it sets all permissions automatically.

• Helpful links:
• Installing the launcher for the first time on government 

computers: https://www.youtube.com/watch?v=X79--
2JiUTI

• Updating the launcher: 
https://www.youtube.com/watch?v=3gTgMn1eC_o

Basic Navigation
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RMS Launcher – Common Errors

• After launcher runs, no new window pops up, but 
RMS shows open on the task bar.

• Caused by Windows handling of multiple monitors, 
adding, changing or removing monitors – User needs to 
maximized the window. 3 possible fixes: How to View Non-
Displayed Reports - YouTube

• Disconnected: your computer could not connect to 
the following resources

• Can be caused by shortcut pointing to the wrong 
location – update shortcut to point to the correct 
location: https://www.youtube.com/watch?v=1D8POO-
Nfus&t=14s starting at 0:14 seconds

• Can also be caused by not opening the program on a 
weekly basis – need to update from the website: : 
https://youtu.be/rdTd7bK_ZgM

Basic Navigation
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RMS Login View

Basic Navigation
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First Screen – Map of the USACE Divisions

Basic Navigation

• The USACE District offices are color coded according 
to the USACE Division they belong to.

• You can also click on any USACE Division to see what 
Districts are tied to the Division.

▪ You will have access to all the districts you have been assigned 
to with your single login.
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District Selection

Basic Navigation

• To find a contract in RMS 3.0 GM, 
click on the District the contract is 
associated with.

• If you are assigned to multiple 
districts, you will select the other 
district here.

• Common Errors: Login to <district> 
failed

• Contact a District administrator for the 
district you need access to. If access 
has already been granted, but you still 
can’t access, then contact the help desk 
for assistance.
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Navigation Buttons

Basic Navigation

• Returns view to District Selection
map/list.

• Return to Contract Selection list.

• Return to Contract Menu screen.

10

BACK Saves and Returns to the previous screen. There is
no SAVE in RMS3; data is stored to the database upon
entry. Clicking on BACK will also save/commit data to the
database. Note: Exiting RMS without clicking the back
button will result in loss of data.

REFRESH Refreshes data view. On occasion screens may not
immediately reflect entered data. When this occurs, click on
REFRESH to update the data showing on the screen. Note: If data
entered has not been saved the refresh button will result in unsaved
updates being loss. When using the “Refresh", if newly input data is
not displayed, close and reopen RMS.

HELP provides quick access to the RMS3 Online User 
Guide, RMS Website and RMS Support Ticket entry.
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Contract Selection View

Basic Navigation

• The user can toggle between 
Contracts and Projects.
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Contract Selection - Common Errors

Basic Navigation

• The user can toggle between 
Contracts and Projects.

12

• Not being able to find a contract or add a contract
• Most likely, the view displayed is incorrect, click on the display 

projects or display contracts radial button to change view and try 
again.
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Contract Selection View

Basic Navigation

• Click on Favorite, or Recent, contract and the 
contract will open.  Always add your contracts you 
mostly work on as Favorite. 

• Select Contract Stage filter icon and select contracts 
that are Active, Construction Complete, Final 
Payment Made, etc..  

• You can generate data grid reports for these 
contracts in Excel, or PDF, format, by clicking the 
Export button.  

• The Search box instantly filters as you type.

The Data grid (List View) is typical for 
different modules.

Actions for this 
view

District Contract 
Statuses Sort Tiles

District Menu Items: 
Click on Menu item to 

open

136/5/22



Adding Favorites to Contract Selection View

• The Favorites tile is very useful, especially if you are 
working on several active contracts.

• To make a contract a Favorite open contract and on 
the next screen, click on the button:

• The contract will be added to the Favorites.

Basic Navigation

▪ To remove the contract from the 
Favorites, just click on the Mark as 
Favorite button again.  

Once the user selects a contract, on the 
next view, they can click Mark as 

Favorite. This will add the contract to 
the Favorites square. 
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Sorting & Grouping Data on the Data Grid

▪ And all the records in the Data Grid will be 
visible; but will be displayed by each group (in 
ascending order).

▪ The default sort is ascending, but the user 
can change to descending.

▪ Definition of a DATA GRID: a list populated with 
selectable items

Basic Navigation

Click the Arrow in 
the Report Menu 
square and the 
order will change to 
“Descending”. 
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Filtering the Data Grid

• This type of filtering will work on any data grid.

• To clear the filter, click on the filtering tool and then Clear Filter. 

Basic Navigation
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Demo: https://youtu.be/H1G7moM7T_4

6/5/22

https://youtu.be/H1G7moM7T_4


• Looking at Payrolls screen, and you want to look at all Draft 
Payrolls.

• Start typing in Search box Draft Payrolls, or 0003 for Resp 
Code, the filtering will bring up all Draft Payrolls in the data 
grid.

• The Search box does not work on the date field.

Using the Search Box on the Data Grid

Basic Navigation
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Exporting the Data Grid

• Click Export and the data can be exported to 
an Excel or PDF document.

• This Export works on any Data Grid.

Basic Navigation

Click on the “Export” 
button to export the 
current Data Grid.
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Sorting & Grouping Data on the Data Grid

▪ Grouping Data on the Data Grid (Reference All Reports under Contract Reports):
▪ DRAG the Column Header to the space above the data grid.

▪ All the data in the Data Grid in this case will be Grouped By Report Menu. 

▪ This type of Sorting and Grouping will work on all the Data Grids.

Basic Navigation
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Contract Menu

Basic Navigation

▪ The Action Items Dashboard (boxes) on this screen are 
in RMS 3.0 CM and RMS 3.0 GM. There are three Key 
Performance Indicators(KPI) on Government side and two 
on Contractor side. Each KPI has High, Medium and Low
priority action items that indicate to the user what items 
need to be completed for the contract.

▪ The three boxes to the left show the Government 
personnel actions, and priority, needed to be taken by the 
Government, Contractor and individual.

▪ If there are any High Action items that are outstanding, 
the box will turn Red. If there are Medium Action Items 
outstanding, the box will turn Orange. It there are Low
Action items outstanding, the box will turn Yellow. If 
there are no outstanding High, or Medium, Action Items, 
the box will turn Green.
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• Government enables the Government and Contractor Actions Items for each contract (under Action Items Control module) and 
assigns an action to an individual on GM and CM sides. Each action item has a preset Alert Level.

• The Action Items are only visible when the contract is being viewed/edited.

• If you want to see the Government Action Items, click on Government Mode Action Items box, and a new window will be 
displayed.

• This features provides a great visual of what data is needed for each contract. The Contractor should view, and update data in CM, 
prior to meeting with Government QA to discuss % complete for activities. Government personnel can also use this feature to keep
data updated on Government side, and to monitor Contractor’s data.   

Contract Menu - Action Items

Contractor Mode Action Items

Government Mode Action Items
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Contract Menu - Action Items

§ Click on the Title of the Action Item and then click 
Enabled or Disable.

§ If the Action Item is no longer needed, just click 
on Disabled. 

§ Select a responsible person for each action item. 
§ The Alert Level is predetermined by the program, 

which can’t be changed. 
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Attachments – Document Packages folder
• Has two functions: 1) Enables transfer of signed documents generated by RMS 3.0 between Contractor and  Government, 

and 2) Allows Gov to send back data to Contractor for re-submitting incorrect, or missing, data.                                

• Document Packages folders are available in most modules.

• Generated documents are automatically added to Document Packages folders where they can be signed. Currently for 
government signatures, predefined signature positions are already available for BCD’s, RFI’s, ENG 93’s, QA Daily Reports &
ENG 4025’s inside Document Packages folders. Gov can add additional custom signature positions for other documents for 
Gov and Contractor to sign inside District Library under Document Signature Positions module.   

• Manually signed by Contractor and Manually signed by Government buttons allow imported documents signed status to be 
changed to signed. If signed outside RMS, signature status becomes Attested Signature Attached. 

• When Gov opens a Contractor’s Document Package folder to review the document, document can be Accepted and then 
processed; or document can be Return for Corrections. The returned Document Package folder can be opened by the 
Contractor to make changes, or a new Document Packages folder can be created to submit changes.       

• Once Gov forms are prepared and marked Completed, Document Packages folder are automatically created and completed 
form is added. Then, just sign, add attachments and comments to the Contractor, and send completed package to Contractor, 
and documents are sent to Government Contract File folder.

• Submit for Review and Completed buttons must be checked for signed document to transfer.

What’s New
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Add Attachments in RMS 3.0 GM

▪ Generally, document packages folders and forms (i.e., ENG 4025’s, ENG 93’s, RFI’s, QA/QC Daily 
Reports) are automatically generated when form is marked completed.

Basic Navigation
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Adding Attachments in RMS 3.0 GM

• Either click Add button
or use the Drag and Drop feature to import files from your C:/ drive to 
the Document Packages folder.

• The Date of the Document field is the date when the document is 
uploaded inside the Document Packages folder, and not the date of the 
document. This date cannot be changed.

• The Document Title, and Description can also be changed after file is 
added to Document Packages folder. It is recommended not to revise the 
Document Title because the program knows where to file the document 
into the correct Contract File folder.

• Word (Insert/Signature Line) and PDF documents can be signed inside 
Document Packages folder.

• Programmers added a box Manually signed by Government when 
document is signed outside RMS 3.0 GM and imported into the 
Document Packages folder. When clicking this box, the Government 
Signature Status becomes Attested Signature Attached.

• Contractors have permission to add new Document Package folders, but 
once a document package has been submitted to the government, that 
package becomes locked. They will be able to add another document 
package, but cannot edit or delete an already submitted package unless 
the government returns the package to them for corrections

Basic Navigation
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Drag and Drop Attachments in RMS 3.0 GM

Basic Navigation

• Open Windows Explorer from C:\ drive and locate the file(s) to attach. You can attach multiple files at one time, if located in 
the same folder in Windows Explorer)

• Drag and Drop the files from your C:\ drive into the Drag and Drop box.
Note: Do not change the Document Title.

Click the Back Button to save/commit the 
changes
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Basic Navigation

Edit Attachments in RMS 3.0 GM

• Click on attachment and click Edit.

• The user should not change the Document Title after a new file is 
added to Document Packages folder.  RMS knows where to file the 
document in the appropriate Contract File folder, if not changed.         

• User can add a Description and change the Date of the Document to 
the official date.

Click the Back Button to 
save/commit the changes

276/5/22



Delete Attachments in RMS 3.0 GM

Basic Navigation

• Note:  Government has permission to delete the 
Document Package folder; Contractors can 
only delete attachments.

• Open the package folder and click on the 
attachment to delete

• Work cautiously – check status and signatures

Confirm that you want to delete the attachment. Click the 
Back Button to save/commit the changes

1

2

3
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Sign Attachments Inside Document Packages Folder

Basic Navigation

▪ If any of the PDF, or Word, documents need to be         
signed, click on the Sign Selected Documents button.

▪ Click document to be signed and click Next. Click lookup for 
Digital Signature Position and select document to be signed, 
click OK, then Finish.  Click View Document to view signed 
document to ensure signature block is attached. When 
signed the Contractor Signature Status becomes Attested 
Signature Attached.

▪ If document is not on the Digital Signature Position list, then 
user will have to sign outside RMS 3.0 GM. 

▪ Word Documents can be signed inside Document 
Packages folder. When signed, the RMS 3.0 Document 
count considers it a PDF file.

▪ Notice the Counts – PDF Documents 2, and Word 
Documents 1.
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QUESTIONS?

Questions??
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RMS 3.0 GM – Administration 
Tab

Learning Objectives:

▪ Overview

▪ Modules

▪ Contract Description

▪ Contract Status

▪ Contract Personnel

▪ Add / Edit / Delete

▪ Contract Documents

▪ Correspondence

▪ Adding / Editing a Letter

▪ Attachments / Document 
Packages

▪ Request for Information

▪ Adding / Editing / Responding

▪ Attachments / Document 
Packages

▪ Contract User Entries

▪ Prime Contractor

▪ Subcontractors

▪ Contractor Insurance

▪ Add / Editing

▪ Attachments / Document 
Packages

▪ Contractor Payrolls

▪ Labor Interviews

▪ Action Item Control

▪ Contract File

▪ Manually Add Document

▪ Contract Setup

▪ Admin / Funding

▪ Payment / Modifications

▪ Quality Assurance

▪ Submittals / Schedule

▪ P2 Projects
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RMS 3.0 GM Contract Menu Screen
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Administration Module

• Administration module is where all administrative functions are located. 
• Contract Setup for new contract actions.
• Set up Prime Contractor and Contractor’s Administrator.
• Set up Contract Description, Contract Number.
• Set up Weather Days, Submittal Register, select Manual, or NAS schedule, etc..
• P2 projects can be linked to RMS contracts here (It is recommended that PA’s 

link RMS contracts to P2 Numbers and setup Contract Obligation Amount for 
each Funding Account under Contract Funding tab; and setup Award Contract 
amount under Project Funding tab; and setup Primary Fund Type under 
Contract Description module).

• Assign PDT members to specific contract (i.e., PM, RE, PE, QA, etc.).  
• RFI's, Correspondence and Payrolls allow for tracking of important 

administrative items.
• Contract File Folder is where all official documents are stored and upload to PCF.  

You must manually add folders and subfolders after award. Gov Signed 
documents will automatically upload to the correct Contract File folder.  
Contractor signed documents for some modules will have to be manually 
loaded to Contract File folder. 

• Contract Status should be kept updated throughout construction phase until 
Final Payment.  
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Administration Modules

• Request for Information

• Contractor User Entries

• Prime Contractor

• Subcontractors

• Contractor Insurance

• Contractor Payrolls

• Labor Interviews

• Action Item Control

Modules accessible on the Administration 
View that will be discussed in this training:

▪ Contract Description 

▪ Contract Status

▪ Contract Personnel

▪ Contract Documents

▪ Contract File

▪ Contract Setup

▪ P2 Projects

▪ Correspondence
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Contract Description

• The Contract Description module contains general information related to 
the contract that is entered by the Project Engineer during Advertisement 
and after award.

• Enter all data fields, if applicable. 

1. Contract ID Number – auto generated by system when contract is first created.

2. Contract Title – The description of the contract as awarded.  This field is limited to 
40 characters.

3. Fiscal Year – there is a Fiscal Year report in Summary Reports.

4. Contract Number & Delivery Order Number – must be entered and match CEFMS 
(Corps of Engineers Financial Management System). If the data doesn’t match, the 
CEFMS finances will not import into RMS. If contract doesn’t have a Delivery 
Order, enter NA.

5. Contract Description – As listed in the IFB/RFP.

6. Latitude & Longitude should be added for upward reporting. Click Select Location 
on Map and click on the location of the building site and RMS will calculate Latitude 
and Longitude.

7. Recommend PA enter Fund Types and push CEFMS finances to RMS 
3.0 GM after construction contract award.
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Contract Status There are three tabs:

1. Status Photos – can only upload 
jpeg/jpg file formats

2. Monthly Progress – not discussed in 
this training

3. Phase - Status / Issues

Quick view of the contract’s status:

▪ Can add a history of photos under Contract Status – Status Photos tab.

▪ The Cost/Time Growth was moved to Contract Status – Phase Status/Issues tab.

NOTE: PE’s should keep Phase Status / Issues and Contract - Status Photos updated monthly until final 
payment. The info after BOD is needed for Closeout reporting.

366/5/22
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Contract Status – Monthly Progress Tab
This view is a combination of the progress 
payments and activity schedule.

This progress information is used to populate 
the contract status sheet to form

▪ Actual progress
▪ Schedule progress

▪ Graph

▪ Scheduled box
▪ And the color

Changes made to this screen will affect the 
graph. Each district may have a different 
policy or preferred method for updating the 
monthly progress.
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Contract Status – Status Photos Tab

1. The Upload New Status Photo allows users to upload 
new status photos.

2. Save Status Photo to File allows you to download 
status photos to C: \ drive.

▪ Keep a history of photos under Contract – Status 
Photos.

3. View Status Photo button allows you to view a larger 
photo.
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Contract Status – Phase Status / Issues

• PE’s should update Contract Status monthly until final payment; 
data uploads to P2, if linked, for upward reporting.

1. Click on Contract Status data field and select the status Code 
that reflects the current phase, or status, of the contract (until 
final payment).

2. Select the Primary Delay Code for this contract. Update each 
month.

3. The Remarks short field is primarily for the PM.

4. Enter remarks for customer to see under Issues 
Customer. Remarks will be in P2 reports, where customer 
can view. In Issues USACE update prior to monthly PRB. 
Enter date in Issues/Remarks as of when update takes place.

Note: Click on the blue lookup data fields and select from a list 
of values.

Milestone Schedule and Monthly Placement can be found on the 
Schedule Tab.
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Contract Personnel

▪ Assigns User Role inside contract.

• The Contract Personnel contains two Data Grids:
▪ The Project Delivery Team Members:  Add Gov staff 

members to contract and assign User Role who will be 
executing the contract.

▪ The Contract Personnel User Roles):  Can view User roles 
from Users set up in RMS 3.0 GM.   
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Contract Personnel - Add a PDT Member

• Click Add button.

▪ Use the Search function to locate the Staff Member to add as a 
PDT person – then, Click on the Staff Member’s name.

▪ Click OK.

▪ Change Staff Member’s Position Title to reflect their role on the 
contract. For instance, a PE could have a role set up as a QA.

▪ Click the Back button to save (commit) the changes.

▪ The new Member will be displayed on the Project 
Delivery Team Members.
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Contract Personnel - Edit a PDT Member

▪ Click on PDT Member and click on the Edit button.

▪ Change Position Title, or Staff Member.

▪ Click the Back button to save (commit) the changes.
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Contract Personnel - Delete a PDT Member

▪ Click on Individual and Delete.

▪ The Delete Confirmation pop-up will be 
displayed – review the Staff Member and 
Position Title to be deleted.

▪ Click on Yes – Delete this item button.

▪ Click the Back button to save 
(commit) the changes.
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Contract Documents

• This module is used to show documents that were uploaded from legacy 2.38 documents. Documents will only 
show here if contract was started in 2.38. 
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Contract File
▪ The Contract File Module is used for storing and categorizing official contract documents in RMS and uploading signed 

documents to PCF.    

▪ The PCF is an actual Army electronic document repository system. The use of PCF has been mandated; Contracting is 
responsible to scan in all pre-award and construction contract documents and add to PCF. Field offices are responsible for 
signed construction documents to be added to the appropriate Contract File folder, which will then migrate to PCF.

▪ Key features of the Contract File:

▪ Documents that have been added to a document package are automatically added to a Contract File folder; These types of documents
will only be editable if the originating document package is “IN REVIEW”

▪ Provides another means to upload documents to send to PCF when no document package is available. This can be done by using the 
ADD button.

▪ Documents added to the contract file through a document package will automatically upload to the appropriate Contract File folder.

▪ When RMS creates a file name in the Document Packages folder, don’t change file name format unless adding an ending. The 
arrangement of the folders in the Administration/Contract File module mimics the layout of folders in PCF.

▪ Once the originating document packages have been accepted by the government, those documents will be ready to send to PCF and will 
automatically do so over the next few scheduled transfers.

▪ Documents uploaded here will be ready to send to PCF after the user has marked it as such and will again send over the next few 
scheduled transfers.
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Contract File

▪ Contract File stores all the official documents 
in RMS, and sends them to PCF.

▪ For ease of use the view is automatically 
grouped by the PCF folder and subfolder.

▪ Note: you can also group by the Status or 
Document Title.

▪ To expand one of the Grouped folders, click the 
lookup to the left of the folder name.

▪ To expand or collapse all the folders click on 
Expand or Collapse respectively

▪ Note: documents deleted from the contract file 
will also be deleted from the originating 
document package and vice versa. 
Documents that have been sent to PCF or 
ready to send cannot be edited or deleted.

1
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Manually Add a Document – Contract File

• The PCF Edit view will be displayed.

1. Select the Date of the Document.  

2. Status – Keep Not Completed until after Documents are uploaded.    

3. Attached Document section: 

▪ Click Select Document - upload a  document  saved on your C:\
drive. Make sure the document is signed.  

▪ Click Generate Document – to generate the document using Word 
Template from District Library. 

• RMS Document Description – summary of the document (optional).

To manually add an official document to a Contract file folder, click Add on the Contract File view.

Select the section and add the document by either generating the document or selecting the document from your local 
file system. 
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Manually Edit a Document – Contract File
• Once added, the official document can be updated, changed or deleted prior to clicking on the Completed button: 

1. The Edit, Remove and View Document buttons are enabled.

2. You can click on any of the buttons to take whatever action is required.

3. Last steps:  Click the Completed button, and then if required, Send To PCF.  The document will become Read Only.

If official document is not entered into 
Contract File folder correctly, there is 
no way to remove it from database.  
The corrected document will need to 
be added to PCF.  
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Contract Setup

The Contract Setup module is where new contract data is entered during advertisement and completed just after construction award. 
There are five tabs:

1. Administration / Funding

2. Payment / Modifications

3. Quality Assurance

4. Submittals / Schedule

5. Dredging

6. DVA (Note: This tab will be removed with Release 338)
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Contract Setup – Administration / Funding

▪ This tab allows you to configure what information will be collected.  
▪ Check box to link CEFMS to Contract.

▪ Check box to link to P2. Can click Use only one Phase for multiple 
projects added to one contract.  It will allow you to have one set of 
milestones for both projects.

▪ Check Allow Government to enter Contractor Data only sparingly.  This 
will allow you to enter Contractor data, even while in RMS 3.0 GM. An 
example would be the Government could add a Contractor letter not 
entered in RMS 3.0 CM.

▪ Check box to track insurance.

▪ Check box to track payrolls.  In RMS 3.0 payrolls can only be tracked; 
Contractor can’t generate payrolls. If going to create/track payrolls by 
other means, do not click box.

▪ Check box to track labor interviews.

▪ Check box if requires a ENG 1354 (military contracts).

▪ Check box to send signed documents to Contract File folder. Not having 
this option checked will require you to enter your password for 
confirmation and logging purposes.
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Contract Setup – Payment Modifications

▪ Shows Obligation Line Items and pay periods to process 
monthly and final pay requests (added in CEFMS and uploaded 
to RMS 3.0 as read only).  

▪ MILCON contracts - Prompt Pay period are 14 days for 
monthly payments, and 30 days for final payment. For  Delivery 
Orders, 30 days.

▪ Progress Payments – Allow Additional Earnings not included in 
Activity Earnings allows additional earnings that exceed CLIN 
amount be paid as long as the contract amount is not 
exceeded. Used for CLIN items with unit costs.

▪ Include All Activities on prompt Payment Document – when 
checked, all activities will be included in the prompt payment 
document regardless how complete the activity is.

▪ Select ACO, CO, field office and district office from lookup.
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Contract Setup – Quality Assurance

▪ Select Civil or Military, to set QA narratives.

▪ Select English units, or Metric units.  

▪ Enter Contract Expected Work Week and Actual Work 
Week.

▪ Enter Contract Expected Weather days for each month per 
the contract.

▪ Use the blue boxes to select the Project Engineer, COR, 
Chief QA Rep, and Alternate QA Rep.

▪ If Number of QA Shifts is increased to 2 or 3, 2 or 3 more blue
boxes will appear to add those individuals, respectively.
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Contract Setup – Submittals / Schedule

▪ Add Submittal Register for Construction. Can add multiple 
registers (i.e., for Design during Design phase).

▪ Check Compute Submittal Need Dates based on Activity 
Schedule, if NAS schedule is required by contract.

▪ Enter Government Review Period and number of copies for 
transmittals. Keep copies to a minimal, since signed 
electronic documents are stored inside RMS 3.0.    

▪ Select the Default Government Reviewer and the Address 
Transmittal 4025 Packages are mailed to.

▪ Enter Contractor Schedule Type (NAS or Manual).  
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P2 Projects

▪ This module links P2 projects to RMS Contracts already 
created.

▪ Click Add and select the correct P2 Code and Task Code to 
link to the RMS contract.  

▪ NOTE: It’s preferred for PA to link the appropriate P2 code and Task 
Code after uploading CEFMS finances to RMS 3.0. The PA goes to 
Contract Funding tab, and for each Funding Account selects the 
appropriate P2 code and add contract amounts.

▪ Task Status, Milestone Events and Cost/Time Growth data 
will come over from P2 to RMS 3.0 prior to construction 
award.  After construction award this data in RMS will feed 
P2.    

▪ COMMON ERRORS: P2 project not displayed in the lookup 
field.

▪ Check to ensure the Project was setup correctly in P2, see tutorial 
video at 4:10 timestamp for setup instructions: Linking P2 Projects 
to RMS
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P2 Projects
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Correspondence

• The correspondence module will allow the Contractor and the USACE representative to exchange signed correspondence 
letters within RMS 3.0 GM and 3.0 CM, and to track those correspondences.

• Correspondence is now all on one selection grid with the ability to sort by letter status (Draft, Sent, Received, and In-House 
Memos).  

• Letters to be sent will include Contractor Home Office (H-#### ) and Site Office (S-XXXX). Gov letters remains C-XXXX format. 

• The Documents Packages folder allows the same sort of attachments as other document packages (i.e., signed PDF, or Word, 
letters, JPEG/JPG images, Excel Files, Powerpoint Files, Text Files, CSV Files and emails) to be added. Government and 
Contractor shall add signed letters in Document Packages folder within this module.  

• The Government will generate both RFP and C- letters and send to either Contractor Home, or Site Office, depending on where 
the Contractor wants letters to be sent.
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Correspondence

• Correspondence module has all letters sorted into 4 tiles 
(Draft, Sent, Received and In-House Memos with a 
count).  

• Select the count in the letter status box you want to 
view.

In Contract Setup, use 
Allow Government to enter 
Contractor Data sparingly.  
Checking this box will allow 
the Government to enter 
data for Contractor.  An 
example is entering a letter 
for Contractor. 
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Adding a Letter
• Click on the Add button to bring up a list of options.

• Select the type of letter (Letter to Contractor).

• Note: Depending on what type of letter is being created will determine the system generated prefix.

▪ Once the type of letter has been selected, a pop-up form will be 
displayed with a letter number. 

▪ Click OK to continue
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Adding a Letter

• After adding a letter, the Correspondence Letter View comes up:
• Enter Letter Dated and Letter Summary.  
• Enter Unresolved Issue, if applicable.
• Click Add to add a Document Package folder.
• Once Document Package folder has been created the Title of Package is 

system generated and cannot be edited.
• The user can click double click the Title of Package or click Edit to add 

attachments inside Document Packages folder.  User can add another 
Document Package folder (example would be if the Contractor sends 
revised documents in a different Document Package folder).

• Click letter in Letters Answered by C-0013, or Letters Answering C-0013, 
whichever is appropriate. 

• Reference Correspondence report (Correspondence – Subject Listing) in 
Contract Reports that allow you to track correspondence. 
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Adding Attachments to Correspondence

• Once Document Package folder has been created the Title of Package is 
system generated and cannot be edited.

• Normally, all other attachments are added to one Document Packages 
folder.  

• In this example, we will add to the existing package – click on the Edit
Button:
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Adding Attachments to Correspondence

• This is the "All Attachments" view for the Document package 
Letter No. C-0013.

• Users can use Drag and Drop feature or click Add to attach as 
many documents as they want to in the Document Packages 
folder. (File size limit is currently 250 mb).
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Adding Attachments to Correspondence

• Open Windows Explorer and open 
the folder where the attachments 
are located.

• Drag attachments to the Drag and 
Drop square and drop them.

• Click the Back button to save the 
record.
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Sign Attachments to Correspondence

• If any of the PDF, or Word, documents need to be 
signed, click on the Sign Selected Documents button.

• Word Documents can be signed inside Document 
Package folder.

• Check the documents to be electronically signed and 
click Next.

• Confirm/Change the Digital Signature Position and 
click on Finish.
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Complete Document Package(s)

• The documents signature status will now be Electronically 
Signed.

• If document cannot be signed inside Document Package folder, 
sign outside and import into Document Package folder and 
click Manually Signed by Government.  Signature status then 
becomes Attested Signature Attached. 

• Add any Government Notes to the Contractor. 

• Once the attachments are complete and correct, click 
Complete Package.

• Click the Back button to save (commit) the record.
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Finalizing Correspondence to Contractor

• After all the information has been entered and it is ready to go to 
the Contractor, change Sent Status to Letter Sent. Document will 
then upload to Contractor side.  
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Send Correspondence to Contractor

• The correspondence is now in the appropriate Status box, Answer 
Required.
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Receiving Letter from Contractor - 1

• Receiving Letter from Contractor on Gov side (GM): 

• Gov opens the letter from Received blue tile. Enter Unresolved Issue, or 
Requires Answer, if applicable. If responding, add Answer Due date and 
Action By and Letter Summary.

• Click Edit to open Contractor Documents Package and click View Document 
to view letter. If ok, click Accept Package. If not ok, click Return for 
Corrections. Click Back to save. 

• Click one of the 3 options: Select Letter(s) Answered By, Create New Letter 
to Answer, or Select Existing Letter(s) to Answer.  

• When you select the 2nd option, a Gov “C” letter will be created under 
Letters Answering C-00. Double click the “C” letter and a new 
correspondence letter will open, and a Document Packages folder is 
generated. Enter Requires Answer and Letter Summary.

• Open the Document Package’s folder and either click Add or use Drag and 
Drop feature to add signed letter from the C:/ drive.  

Tips and Tricks
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Receiving Letter from Contractor - 2

• Another option to respond, is to click 
Generate Letter inside the Document 
Package folder to create a letter from 
Standard forms stored in the District 
Library. 

• The standard letter will generate and be added to Document 
Packages folder as a Word document. Click Edit Document and 
make any necessary changes.

• You can sign the Word Document using ink pen option in View 
Document.

▪ Add other attachments into Documents Packages folder, if 
necessary. Then, Check Complete Package and change "Sent" 
status to "Sent to Gov".

Select the applicable Word Template in 
Government Library to use for generating the letter. 

Tips and Tricks
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Request for Information (RFI’s)

• During the course of a contract, it is often necessary to obtain clarification, guidance, or interpretation of certain 
aspects of the contract. This can include the written documents (specifications), plans (contract drawings), or 
interpretation and application of the contract as a whole.

• The new Document Package folder allows transfer of documents to the Contractor as long as the size limit is not 
exceeded (250MB).

• Note: Government and/or Contractor can add RFIs.

• RFI’s include the following key items:
• Information requested
• Date Requested
• Contractor’s Recommendation
• Will it result in a cost or schedule impact to the contract?
• Attachments such as contract drawings, sketches, or photos
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Tips for RFI’s - Government

Tips and Tricks

• Government will click Outstanding RFI’s blue tile and double click RFI. 

• First, go into Contractor’s Document Packages folder and open RFI. The 
status of the Document Packages folder must be In Review.  

• If status is Not Complete, Contractor did not click Submit for Review and 
you will need to have the contractor click that button for you to proceed. 

• Gov can click Return for Corrections and request Contractor to correct, or 
to correct Contractor not signing the RFI, or correct missing data. Only 
Document Packages folder will be sent back to the Contractor; Contractor 
will not be able to modify the RFI form. 

• Government must review RFI and attachment, and, if acceptable, 
Government will click Accept Package and process.  Go to the 
Government Response tab to process the RFI.
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Tips for RFI’s - Government

• Enter Receipt Acknowledged, Answer Prepared By, and Govt
Response.  If DOR reviews, enter their comments under 
Secondary Respondent Response.  Once completed the QA will 
click Date Answered, Answer Completed, and COR, or ACO, will 
click COR/ACO Approved box, and Document Packages folder 
will be automatically created and RFI added. 

• Click Sign Selected Documents and select RFI and click Next. 
Highlight the RFI, click Next and the RFI should show up under 
Digital Signature Position, click Finish.  Verify signing by 
clicking View Document.    

• Add any necessary attachments in Document Packages folder, 
enter Government Notes and click Complete Package.

• RFI will move to Complete RFI’s, will be forwarded to the 
Contractor, and a copy will automatically go to the Contract 
File folder.   

Tips and Tricks
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• When you generate a report that uses one of these predefined macros, RMS will insert into the Word document a value found in the database.  
If there are macros not listed in the Predefined Macros users can input a value that is not found.  

• These macros are called User Defined Macros.
• Examples:  Emergency numbers and addresses, an urgent care facility nearest a job site, etc.

• The Administration – Contract User Entries module along with the District Library – User Defined Macros module create the user defined macros 
that will be available for every contract in the district.

• In Administration – Contract User Entries module, enter the values for those user defined macros that are to be inserted into Word documents 
as they are generated.

Contract User Entries/Special Data

▪ RMS 3.0 GM contains a variety of predefined macros for use with 
Microsoft Word when generating documents.

▪ The list of Macros is in the Summary Reports – Library Reports
module and selecting the RMS Word Macros report.
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Prime Contractor Info Tab

• The Prime Contractor name and information should be added to the Prime 
Contractor’s list in the District Office, and then it can be added to the 
Contract.

• This module exists in both RMS 3.0 GM and RMS 3.0 CM; but data in the 
second section and down are mostly entered by the Contractor.    

• Contractor CANNOT add the information in the top section.
• RMS 3.0 GM adds Prime Contractor, Duns Code and Payee Office soon 

after construction award.  Conversely, clicking on Copy DUNS and 
Contractor Information from District Office will be copied.    

• Contractor will add remaining information.  
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Prime Contractor Info Tab

• The responsibility code for the Prime Contractor is always PRIM.
• The Government will enter the Prime Contractor’s NAICS Code (North American Industry Classification System), if 

available, and DUNS Code on Gov side. The NAICS Code for construction can be found on the following link:  
https://www.naics.com

• Prevent Contractor Mode Access.  Option to prevent Contractor from accessing Contractor mode for this contract.  Used 
when there is a dispute, termination or other reason to prevent access to the contract by the Contractor.  

746/5/22



Prime Contractor – Contract Staff

• The Government will enter the Prime 
Contractor’s first user as an admin, after 
that, the contractor is then responsible for 
adding more staff on their side.

• It is highly recommended that the contractor 
set up user roles to assign to non-admin 
users. 
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Subcontractors

• Subcontractor entry is an essential part of the RMS Contractor Mode program.  
• Attaching a subcontractor to each activity will link submittal items to the subcontractor.
• With the subcontractor linked to activities, contractor mode knows who has related responsibilities, such as 

Preparatory and Initial Inspections.  
• A subcontractor list is necessary to document Labor Interviews.
• Without the subcontractor data, daily Labor Hours cannot be posted in the Daily Quality Control Report.  
• Subcontractor deficiencies are noted on the Contractor Pay Request worksheet.
• Subcontract amount and particulars are required per the Prompt Payment Act.
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Subcontractors

• This is the list of all subcontractors associated with the 
contract.

• Each subcontractor must have a unique Responsibility 
Code.

• The Prime Contractor Administrator manually adds 
subcontractors, if there is a manual schedule.  For a 
NAS schedule subcontractors are added by the SDEF 
import. SDEF import also brings in Features of Work 
and Pay Requests.

Contractor’s schedule software loads the subcontractor's responsibility codes into RMS 3.0 CM. So, when there is 
a NAS schedule the subcontract responsibility codes are pulled from the SDEF file.

NOTE: if the contractor’s scheduler changes the responsibility codes in the scheduling software, duplicates will be 
created and CANNOT be deleted if labor hours, payrolls sent to gov, insurance and other features are linked to the 
subcontractor and sent to PCF. Responsibility codes for the Prime Contractor should be marked PRIM in the 
scheduling software.
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Subcontractor – Edit view

78

Common Error:
• If the Payrolls ending day of week is 

changed mid-contract, then duplicate 
payrolls could be generated.

• It is recommended that once the contract 
starts, this field does not change.
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Contractor Insurance

• The Contractor Insurance module is designed to track the insurance of both the Prime contractor as well as the Subcontractors.

• Every Contractor and subcontractor will show the correct expiration dates.

Prior to commencement of work, Contractor and subcontractor insurance documentation is furnished to the     
Government.    

• Contractor can enter the insurance expiration dates here for Prime and subcontractors and can upload the insurance 
documents into the Documents Packages folder if the insurance required checkbox is checked in the Prime Contractor 
module. 

• The insurance coverage must amount to at least the limits referred to in the contract.  Where the Financial Responsibility 
Compulsory Insurance Law of the State in which the contract is located requires higher limits, policies should provide coverage 
of at least those limits.

• In Subcontractor module check subcontractor when required to submit Insurance.
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Contractor Insurance

• The Prime and Subcontractor’s insurance data grid is entered by the Contractor.    

• To add/edit the insurance information, click on Contractor, or subcontractor, and then Edit button.

• In Contract Setup module ensure 
Track Contractor Insurance is 
checked, if you want the insurance 
to be tracked in RMS 3.0.     
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Add/Edit Insurance Information

• Contractor will enter expiration dates for General Insurance, Auto Insurance 
and Workman’s Comp. 

• Enter SF 1413 date.  

• Contractor can add the insurance and SF 1413 documents for prime and 
subcontractors into the Document Package folder.  This could be valuable if 
Contracting used RMS 3.0 GM. 
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Add/Edit SF1413’s

• Note: The Contractor can upload the SF 1413s for each subcontractor.

• SF 1413 is used by all executive agencies, including the USACE. SF1413 
provides the following information:

• Identifies all the subcontractors under the prime contractor.
• Identifies each subcontractor’s scope of work, award date, and 

subcontractor number.

• The SF 1413 also provides formal notification to subcontractors of the 
labor laws and associated clauses they are responsible for complying 
with. Since the form provides formal notification, it is acknowledged by 
both parties and becomes a part of the contract.
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Add/Edit Insurance Information

1. If Contractor is loading insurance and SF1413’s in RMS 3.0 CM, they will 
use Drag and Drop feature, or click Add, to upload documents into 
Document Packages folder.

2. File format of the file name created by RMS 3.0 after uploading 
documents into the Document Packages folder should not be 
changed.

3. Once the document package is Complete, click Submit for Review and 
documents will be available for Government Review.

NOTE: The insurance documents must be reviewed 
before construction starts.
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Contractor Payrolls

• After construction award the Gov Rep turns on payrolls by clicking Track 
Contractor’s Payrolls in RMS under Administration/Contract Setup.

• Payrolls in RMS 3.0 will only be tracked; payrolls cannot be generated. If 
Contractor is utilizing a software for developing payrolls and tracking, 
then you could turn off the Contractor Payroll button.  

• Payrolls can only be generated on the contractor side and will only 
be generated until the chosen milestone ACTUAL date has been 
entered.
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• The Contractor Payrolls screen displays automatically all the payroll dates for Prime and subcontractors when they are 
actively working on-site. Payroll dates are automatically entered by the program.

• Use the Payroll Date column filter to display the payroll week(s).

Contractor Payrolls
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• Click on the Contractor Name and Edit to enter the payroll information.

• The sub’s payrolls requirement is added for subcontractors when the Insurance Required and Payrolls Required boxes are clicked 
under Subcontractor module. Payrolls will be required for the weeks the subcontractor works on-site, as identified by the QC Daily 
Reports.

Reviewing Contractor Payrolls
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• Government checks the Accepted or Rejected checkboxes and adds any 
comments.

• If payrolls are rejected, then the Contractor-entered payroll data fields 
become edible in contractor mode. 

• History of payrolls can be seen in the bottom screen. 

• Click the back button to save the record.

Reviewing Contractor Payrolls
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• Labor Interviews in RMS 3.0 GM.
• Provides in RMS a way of recording labor standard interviews, using SF 1445.  This provides Government with spot-checks to verify 

the Contractors meet the minimum standard labor standard provisions of the contract.

• Each row in the Data Grid represents a single labor interview. 
• This module is not available to contractors.

Labor Interviews
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1. Click Add and Interview Date is automatically added.

2. Use lookup field to select the Employer/Subcontractor.

3. Enter the Employee’s name.

4. Select the job classification from the lookup list. 

5. Enter hourly wage rate.

6. If the labor interview information agrees with payroll data? (Yes, No or 
Unresolved)  If unsure, choose Unresolved.

7. Enter Comments related to the Job Interview.

8. Attach any supporting documents in the document package.

Add a Labor Interview
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QUESTIONS?

Questions?? Table of Contents
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RMS 3.0 GM – Submittals Tab
Learning Objectives:

▪ Specification Sections

▪ Submittal Register

▪ Contract Requirement

▪ Post-Award Responsibilities

▪ Transmittal Log

▪ Add a Transmittal Log

▪ Submittal Assignments

Table of Contents
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RMS 3.0 GM Contract Menu Screen
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Specification Sections

§ Specification Section module utilizes the 
1995, 2004 and 2014 Library formats to 
build the submittal registers.

§ Click Add to manually add a Spec 
Section, or select Specification Sections 
from MasterFormat 1995, 2004 or 2014 
libraries.
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Submittal Register

• Contractor and Gov can click Add to select a Spec 
Section from the library you chose in the Spec Section 
module; then click Next. Item Number will 
automatically be assigned; but it can be overwritten. 
Click Finish. 

• Then complete the data fields for the submittal item.

• PE adds the Primary Government Reviewer for each 
submittal item. The field will select Secondary 
Reviewers by entering the TM, if the DOR will review, or 
Military Design Chief, if in-house designer will review.

• When the transmittal is received for review the Military 
Design Chief, or TM, will assign it to an available in-
house engineer, or architect, or send to the A-E, for 
review.   
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Entering Submittal Item (CM)

• Contractor enters submittal item in RMS 3.0 CM 
side and ties to Activity, if a NAS schedule is 
used.  

• If Start Date, Lag(+), or Lead (-), Procurement 
Period and Days to Review are entered for 
material or equipment, when Submittal Register 
is generated, the register will calculate the 
following dates:

• When the Submittal should be Submitted.
• When it needs to be Approved.
• When the Materials are Needed on-site.  

• Can now delete multiple submittal items in the 
Submittal Register. 
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Tips for Processing Transmittal

• Government side:

• Gov rep will click Pending Gov Receipt blue tile; and 
enter Date Received by Government for transmittal.

• First, go into each transmittal and click Attachments
to view the submittal data Contractor submitted. If 
acceptable, click Accept Package.

• Go to the Contractors main Document Packages 
folder to see if the Contractor signed the ENG 4025. 
If ENG 4025 is not signed, instruct Contractor in Gov 
Review Notes to sign and return; then click Return 
for Corrections.    

• If ENG 4025 is signed, proceed with entering QA
code(s) in main Transmittal screen and enter 
Government Remarks to Contractor.

Tips and Tricks
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Tips for Processing Transmittal

§ Enter Date Sent to Contractor; and Government 
Remarks Report will automatically be added to main 
Contractor Document Packages folder. The Remarks 
Report will be forwarded to the Contractor.   

§ Add any notes to Contractor in Government Review 
Notes and click Accept Package.

§ Video: Updated Transmittal Process (GOV - Apr 2021) - YouTube

NOTE: If Contractor is missing submittal data,
1. Enter comments in Government Review Notes to explain 

what data Contractor should re-send
2. Click Return to Contractor for Corrections in Document 

Packages folder (if changes need to be made to the 
document package) and

3. Then Return for Corrections in main Transmittal screen;

(NOTE: Don’t enter Date Sent to Contractor when you send 
back to Contractor). Contractor will resubmit revised data 
either in a new Document Packages folder or the old one 
depending on #2.
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RMS 3.0 GM – QA/QC Tab

Learning Objectives:
▪ QC Summary

▪ QA Daily Reports

▪ QC Daily Reports

▪ QA / QC Summary

▪ Weather Delays

▪ Features of Work

▪ Three Phase Inspections

▪ Hazard Analysis (AHA)

▪ QC Requirements

▪ QC Tests

▪ User Schools

▪ Installed Property

▪ Transfer Property

▪ Equipment Checks

▪ Dredging Equipment

▪ Exposure hours

▪ QA Tests

▪ Required Verifications

▪ Planned Interviews

Table of Contents

996/5/22



RMS 3.0 GM Contract Menu Screen
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RMS 3.0 GM Contract Menu Screen
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QA Daily Reports
• This chapter addresses information on the Government QA Report and provides general information for utilizing 

the associated Quality Assurance module.

• Elements of Quality Assurance
• Daily QA Report

• Weather Delays

• Features of Work and 3 Phase Inspection Checks/AHAs

• QA Tests

• QC Tests

• Required QA Verifications

• Planned Labor Interviews

• Anticipated Adverse Weather
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Creating a Daily QA Report
• The QA Daily Report is generated whenever 

the QA visits the construction site. 

• Main QA Daily Report screen shows QA 
Daily Reports and their status. 

• The Blue tiles allow you to sort All Daily QA 
Reports, Completed QA Reports, Not 
Completed QA Reports and Not Completed.

• QA Report formats can be either Military, 
Civil, or Dredging.

• Click Add to open a new Daily Report.  

Keep in mind a simple thought: The report should be a Record-of-Fact, not a Record of Opinion.
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Creating a Daily QA Report

▪ When Government adds a QA Daily 
Report there are 8 blue tiles that QA will 
enter data into for the QA Daily Report.

▪ As the user enters data in each blue tile,
(see numbers 1-8 for report name) the
changes will be seen on QA Daily 
Report.
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Creating a Daily QA Report
• Enter Weather data, Portion of 

Day Suitable for Operations 
(enter %), Number of 
Government Employees and 
Number of Contractor 
Employees.

• If there is a disagreement 
between QA and QC 
Manager on the number of 
rain days in a month, it is 
identified under Weather 
Delays by Month module. 
It is resolved between the 
QA and QC Manager.
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Creating a Daily QA Report

Weather information is now reflected in 
the QA Daily Report.
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Creating a Daily QA Report

Select the narrative type by double 
clicking on the option.

1076/5/22

Click Add and indicate of the QA Narrative will be 
manually added or copied from previous 
report. Manually adding is recommended.



Creating a Daily QA Report

Once data entry is complete, click the 
back button to select the next report 
option.
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Creating a Daily QA Report

Enter Deficiencies.
Contractor deficiencies 
can be added and 
tracked to completion.
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Creating a Daily QA Report

Under QA Tests module, outside of QA 
Daily Report, PE enters the 
planned QA Tests.

• Government tests approximately 
10% of the QC tests to ensure 
materials meet the standard of 
the plans and specifications.

• Description of QA Test should be 
descriptive, so a specific QA test 
can be easily found from the 
long list of QA tests.
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Creating a Daily QA Report

Enter QA Final Follow-ups. After Contractor 
marks a Definable Feature of Work (DFOW) 
completed, Government can rate the 
activities associated with the DFOW. This 
assists the QA and PE in developing overall 
QC performance evaluation.
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Creating a Daily QA Report

Verify QC Requirements: QA clicks 
the QC Requirements that will need 
to be verified under Required 
Verifications module.
Inside the QA Daily Report, QA will 
check either the Concur or Reissue 
box for QC requirements (i.e., QC 
Tests, Installed Property, User 
Schools and Transfer Property).
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Creating a Daily QA Report

Labor Interviews: record labor 
standard interviews, using SF 1445. 

The labor interviews are held with 
labor-type workers by Government 
Representatives as a spot-check to 
verify that the contractors 
are compliant with the labor 
standard provisions of the contract
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Creating a Daily QA Report

Accident Reporting: PE, or 
QA, enters Mishap and 
indicates whether it is 
Reportable. 
PE or QA then attaches 
Safety Report in the 
Document Packages 
folder.
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Save the Daily QA Report

• Once the QA Daily Report is completed, click Report 
Completed and Document Packages folder is 
automatically created and completed QA Daily Report is 
added.   

• Sign the QA Daily Report inside the Document Package 
folder by clicking Sign Selected Documents, and attach 
other documents, such as QA test results Report, 
photos, and other documents.  

• If QA Report is not required because the QA was not 
onsite, click Not Required.  QA only prepares a QA 
Report for each on-site visits.  
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Attaching Documents to the Daily QA Report

§ Use the Drag and Drop feature to add attachments.

§ Or you can click Add and select the attachments from your C:\ drive.

§ Click Sign Selected Documents for QA and COR to sign QA Daily Reports. 

§ Click Generate Letter when a letter needs to be generated. A standard form 
letter can be selected from the District Library. 

§ The created letter can be signed as a Word document and remain in the 
Document Packages folder.  

§ Click Export Selected Documents to send QA Daily Report and attachments to 
your C:\ drive.  
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§ Once the Document Package is complete, click on 
Complete Package button. The Document Package will 
then become Read Only. 

§ NOTE: Signed QA Daily Reports and other supporting 
documents will automatically load to the correct 
Contract File folder. Signed Contractor documents 
currently must be manually added to the Contract File 
folder.

Complete QA Daily Reports
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QC Daily Reports

• Allows Contractor to generate a QC Daily Report; to enter status of  
on-going and completed work and control activities.  

• When Contractor completes the QC Daily report and clicks Report 
Completed a Document Packages Folder is automatically created and 
the QC Daily report is added.  

• Contractor will then go into Document Packages folder to sign QC 
Daily Report, add other attachments, such as Preparatory/Initial 
Inspection Worksheets, AHA’s, QC tests, photos, etc., and clicks 
Submit for Review. The Government will then see the Contractor’s QC 
Daily Report.    

• QA can open the Contractor’s officially signed QC Daily Report in 
Document Packages folder and determine if QC Daily report is 
acceptable or needs to be returned to the Contractor.

• If acceptable QA clicks Accept Package; if not acceptable QA clicks 
Resubmit for Corrections inside the Document Packages folder, and 
clicks Return to Contractor for Corrections in the main QC Daily 
screen. This will allow the QC to make revisions to the QC Daily and 
Document Packages folder.

• The status of the Contractor’s Document Packages folder should be In 
Review when Gov receives. When QA finds the QC Daily Report 
acceptable, the QA clicks Accept Package and status of Documents 
Package folder then becomes Accepted.
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QA / QC Summary

§ Click on the Tab you want to view (QA Summary, 
or QC Summary).

§ Click one of the squares, and the information 
will be displayed in the Data Grid below.
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§ RMS uses the information within this section to calculate any weather 
delay days due the Contractor.

§ Module is on Gov side only.  

§ If you edit a month, the screen on the next slide will pop up.

§ QA should review weather monthly, and a red ? will appear if the weather 
data on Contractor side does not agree with Gov side.  QA and QC will 
resolve the disagreement, and QA will make necessary changes to weather 
days on Government side.

Weather Delays
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§ The monthly calendar to the left indicates QA and QC reports wrote on 
weather days.  

§ If there is a conflict on a date, then Unresolved Conflict will be shown. 
Click the date and the option screen shown lower left will indicate, 
Reported weather by QA and QC are NOT the same.  Resolve conflicting 
reports.  Did critical weather delay occur on this date? Click yes, or no, 
to resolve.

§ Click Review Completed when monthly weather review is completed.   

Weather Delays
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Definable Features of Work (DFOW)

• List of DFOW defined in QC Plan and approved by 
Government after Coordination meeting.

• DFOW can either be added when the SDEF schedule is 
loaded into RMS 3.0 CM or entered manually by the 
Contractor; depending on the type of schedule (manual, 
or SDEF).

• Once DFOW have been entered, enter Number of Days 
after Preparatory that Initial should be Scheduled. 

• Contractor can Add or Edit the Features of Work.

• Contractor can only delete a DFOW if it is not tied to an 
inspection check list. 
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Three Phase Inspections

§ 3 Phases of Control is a means the Gov and Contractor 
control the quality of construction in accordance with the 
plans and specifications using Preparatory, Initial and 
Follow-up inspections.

§ Using Gov Library data Contractor can generate Preparatory
and Initial Inspection Worksheets for each DFOW on 
Contractor side.

§ Once generated the Gov can view these documents 
in real time on Gov side.

§ When Contractor completes 3-Phase Inspections for a DFOW, using one of the 5 options, the screen shot above will show 
the number of Preparatory Checks, Initial Checks and Follow-up Checks (Note: By Work Types is recommended option).  

§ QA should ensure the Contractors are generating 3 Phase Inspection Worksheets using the 3 Phase Inspections on 
Contractor side.

§ QA will review and enter comments on Gov side 7 cal days prior to the Preparatory, or Initial, Inspection meetings. 
§ It is acceptable for Contractor to utilize a Preparatory, and, Initial Agenda, as long as they include the Worksheets generated 

from RMS 3.0 CM in Excel, or PDF, format. 
§ After the Preparatory, or Initial, meetings, the QC will update the Worksheet and add to QC Daily Report as an attachment.
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Hazard Analysis
§ At the same time DFOW Preparatory and Initial Inspection 

Worksheets are entered in RMS 3.0 CM Contractors add AHAs 
in the AHA module.

§ After AHA’s are created in RMS 3.0 CM Contractor will submit 
to Gov side 7 calendar days prior to meeting so QA can review 
and add comments. After Review is complete, check Accept 
Hazard Analysis, or Return for Corrections. This is done prior to 
the Preparatory, or Initial, meetings. Contractor will be able to 
see Gov comments in real time.

§ AHA module has Document Packages folder, which allows the 
Contractor to store Safety’s AHA form, which has a risk 
assessment code for each Principal Step. Safety’s preferred 
AHA form is not generated in RMS 3.0 CM.

§ After the Preparatory, and Initial, Inspection meetings any 
changes to the AHA are added, and the revised AHA is added to 
the QC Daily Report as an attachment.

§ This will require the Contractor to add to the QC Daily Report 
Document Packages folder a few days after completing the 
Preparatory, or Initial, meeting.  
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All QC Requirements

§ This screen is where planned QC tests, planned User Schools, 
planned Installed Property and planned Transfer Property are 
added.  

§ Contractors are not entering planned QC tests because RMS 
3.0 CM won’t allow entering planned QC tests and adding QC 
tests as they occur. So, planned QC tests will have to be 
submitted in the Contractor’s QC Plan. Government must rely 
on list of planned QC tests added to the QC Plan; so that QA 
tests can be planned.

§ New data field in QC Tests added, Requirement Needed by.

§ Location of test has a lookup data field.

§ Contractor should start entering QC Requirements from day 
one of contract. QA will verify QC test results on Gov side.

• Contractor should be adding installed property early in the contract outside the QC Daily Report. Installed property is verified for 
each monthly pay request.

1256/5/22



Equipment Checks

• The equipment entered will be a lookup to track equipment hours in the QC Daily Report Module. 

• Labor and equipment hours should be entered manually for each Daily Report. 

When Contractor brings maintainable equipment to the site the 
equipment information is set up in the Equipment Checks module. 

2

1

3 4
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Exposure Hours

CONTRACTOR:
§ Contractor submits an Exposure Report at the beginning 

of each month.  
§ The Contractor will roll up the QC Daily Report labor 

hours for prime and all subcontractors into the exposure 
report, and generate the electronic copy, electronically 
sign and add signed Exposure Report to Document 
Packages folder.    

GOVERNMENT:
§ QA will review Exposure report and check either "In 

Review", "Hours Accepted" or "Hours not Accepted. 
Return to Contractor for corrections".

§ QA can enter comments and send back to the Contractor.  
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QA Tests

§ QA tests are accomplished to verify the results of the QC 
test results. It’s a control activity that ensures quality is 
achieved for the Contractors materials. Roughly 10% of 
QC tests are checked with a QA test. For a major Civil 
Works contract that percentage goes up.

§ Planned QA tests are added here, and actual QA test 
data are entered in QA Tests inside the QA Daily report.

§ There is no Document Packages folder in QA Tests 
module. The QA Test Report and supporting documents 
should be added as an attachment to the QA Daily 
Report Document Packages folder. The QA test must be 
sufficiently linked to the QA Daily Report. The PE must 
decide which QA Daily Report to attach the test. Is it the 
QA Daily report when the test occurred, or when the test 
report is received.
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Required Verifications

§ In this module the QA will check which QC Requirement will be 
verified by the QA. QC Requirements include QC tests, User 
Schools, Installed Property and Transfer Property.

§ In the QA Daily Report, QA will check "Concur" or "Reissue" for 
the QC Requirement taking place on that day.

Note: Grouping the Data Grid will make working with the 
verifications easier.
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Planned Interview

§ QA, or District Payroll Office, will enter the 
planned Labor Interviews here for prime and 
all subcontractors. 
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QUESTIONS?

Questions?? Table of Contents
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Learning Objectives:

▪ Print Contractor Pay worksheet

▪ Add/Edit/Evaluate Pay Request

Progress Payment
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Progress Payment Overview
▪ The Contractor submits a Contractor Pay Request Worksheet Report and meets with the Government to 

determine earnings for activities in pay request.  

▪ After the meeting, the Contractor loads the Pay Request, either manually, or via SDEF import, into RMS 
3.0 CM.

▪ In accordance with the Contract Clause, Prompt payment for construction contracts, the Prompt Payment 
Act (PPA), payments are required to be processed within 14 calendar days of receipt of proper invoice.

▪ When the Government receives a pay request in RMS 3.0 CM from the Contractor the Government 
should receive the signed Contractor’s Prompt Payment Certification in the Contractor’s Document 
Package folder. This document will be automatically added to the appropriate Contract File folder along 
with the signed ENG Form 93.  

▪ If pay request is correct, and indicates earnings that were discussed, the Government will process the pay 
request in RMS 3.0 GM, generate and sign a ENG Form 93 in the Government Document Packages 
folder. This document will automatically upload to Contract File folder along with other attachments.       
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Contractor Pay Request Worksheet

• The initial step for processing a pay request is for the contractor to enter the % or dollars, for each activity in 
Progress Payment module (CM) and generate the Contractor Pay Request report.

• Next is to walk the site with the Contractor to evaluate and agree on the entered %, or dollars.

• After the meeting, Contractor loads the agreed to earnings and submits the invoice

1356/5/22



To Print Contractor Pay Request Worksheet
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To Print Contractor Pay Request Worksheet
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Progress Payment

• Prerequisites to 
process a payment:
• Actual NTP Date
• Balanced Activities
• Updated SDEF import
• KTR completed Invoice

• Navigate to Finances
• Select Progress Payment
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Progress Payment

• From the Progress Payments screen, all 
historical progress payments can be viewed, and 
Gov can add a new Pay Request; but Contractor 
completes the Pay Request in RMS 3.0 CM.

• If a NAS is required, Contractor imports the 
SDEF file into RMS 3.0 CM. 

• Highlight the invoice and select Edit

• Contractor may contact you and inform 
they can’t process a pay request because of 
an error message, Finances are not 
Properly Balanced. Contractor can fix the 
variance in RMS 3.0 CM; but must make the 
correction in the NAS

• Submit Help desk ticket if needed don’t 
wait could generate interest if not paid 
promptly.
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Progress Payment

• The main view shows
• The Pay Period dates
• The date the previous 

payment was approved in 
CEFMS

• The Earnings to date and 
Earnings this period

• Also shows any Deductions 
and Refunds

• Finally shows the Amount due 

• Highlight the invoice to review 
and press Edit
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Invoice Tab

• If needed, edit the Received 
date, Payment Invoice Date, 
Pay Period

• Check Payment terms 
(change in CEFMS)

• Check that Payee Office is 
correct (comes from CEFMS)

• Enter Names for Signatures 
(COR and ACO).
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Invoice

• Common Errors: 
• Not entering all the dates
• Verify Pay Period From and 

Thru dates
• Payment Invoice date cannot 

be before Pay Period thru date
• Invoice Received date must be 

the same or later than 
Payment Invoice Date

• RMS will not complete the 
ENG 93 if there are errors 
with the dates
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Invoice – Payment Priority

• Check Payment Priority 

• Normally not an issue unless other than Pre-planned Payment of Obligations is selected. 
• Option is available – only in very Rare funding cases
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Invoice – Payment Terms

• Check Payment terms  - Payment Terms dictate when contractor will be paid. Prompt payment for construction 
contracts, the Prompt Payment Act (PPA), payments are required to be processed within 14 calendar days 
of receipt of proper invoice.

• Most common error – Prompt Pay Indicator is not marked in CEFMS when Obligation is created. 
• Can only be changed in CEFMS
• RMS Center not allowed to provide CEFMS guidance 
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Processing a Pay Request – Requested Activity Earnings

▪ This view shows the amounts 
being requested against the Pay 
Activities.

▪ Can be returned or adjusted in 
Allowed Activity Earnings

Common errors:

▪ KTR does not enter paid to date 
amount. RMS uses previous total 
– Current paid to date to calculate 
Request this Period

▪ Incorrect Activities paid- requires a 
ZERO payment to adjust 
amounts.

▪ Use Blue sort options to assist with 
review
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Processing a Pay Request – Allowed Activity Earnings

▪ Under Allowed Activity Earnings
Gov can reduce requested 
earnings. 

▪ Process in accordance with 
your District Policy

▪ Use Blue sort options to assist 
with review
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Processing a Pay Request – Subcontractor Earnings

▪ Subcontractor Earnings tab.  
Subcontractor withholdings must be 
added in this tab. 

▪ Payment Clause:  Government is 
required to hold withheld funds. 
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Processing a Pay Request – Allowed CLIN Earnings

▪ Allowed CLIN Earnings tab.  Subcontractor 
withholdings must be added in this tab. 

▪ Used to double-check the amounts being 
processed against each CLIN.
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▪ Additional Earnings

▪ Review the listed amounts

▪ Select Calculation Method 

▪ Standard  - most common. Ensures all costs are 
captured

▪ Periodic – Ignore previous payments, could lead to 
total payments not equating to contract amounts 

Processing a Pay Request – Additional Earnings
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▪ Select Total Allowed Earnings for this 
Pay Period Entered to continue

▪ This completes all the actions to enter a 
payment in RMS.

▪ Next slides, will show how to set up the 
data to allow CEFMS to process the 
payment.

Processing a Pay Request – Additional Earnings
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Processing a Pay Request - Obligations
Obligations tab:

▪ verify the correct CEFMS Obligations 
are going to be charged for this 
payment.

▪ Changes can be made to the amounts 
and % will be used to make payment.

▪ Retainage/Other Deductions/Refunds 
can be added

▪ Check ENG 93 Completed to create 
ENG 93 and prepare document for 
signing

▪ Common Errors:

▪ Payment assigned to the incorrect 
obligation, leads to overbilling

▪ Not selecting ENG 93 Complete

▪ Submit Help desk ticket if needed 
don’t wait could generate interest if not 
paid promptly. 1526/5/22



Processing a Pay Request – Document Package

• Document Packages
• Contactor Package Contains 

files Contractor is required to 
submit with payment

• Government Package 
Contains signed ENG 93 and 
any other required 
documents
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Processing a Pay Request – Government Document Package

Government Document Packages 
Folder View:

• Here you can perform the 
following tasks:

• Generate a letter to the 
Contractor. 

• Electronically sign ENG Form 
93.

• Use Drag and Drop feature to 
attach supporting documents.

• To view the signed ENG 93 Form, 
click View Document button. 

Tips and Tricks
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Government Document Packages 
Folder View:
• Click Sign selected Documents 

• Select ENG 93report

• Two Signature Fields 
• Preparer 
• Approver/COR

Tips and Tricks
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Processing a Pay Request – Government Document Package
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Processing a Pay Request – Document Package

After all necessary Documents have 
been signed:

• Add notes as needed 

• Click the "Complete Package" 
button

Tips and Tricks
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Processing a Pay Request – Document Package

RMS will now show the ENG 93 as 
"Signed"

Hit the "Back" button and navigate 
back to the Obligations tab.

Tips and Tricks
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Processing a Pay Request – Send to CEFMS
• Click on the "Send Payment to 

CEFMS" button
• A dialog message will be 

displayed to authenticate user.

• The Signed ENG93 will now be 
sent to CEFMS

• This payment is now complete in 
RMS and is ready in CEFMS for COR 
approval

• To view CEFMS Payment upload 
logs, click the "Logs" button at the 
top right hand of the screen.

Note: The user sending the payment 
to CEFMS must have UserID in CEFMS. 
If CEFMS user ID is not found an error 
message will be displayed.

Tips and Tricks
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Report Preview

Reports can be previewed at any 
time

• Prompt Pay Repot
• ENG 93
• Contract File Report
• Check

Data shown depends on stage 
of processing invoice
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Report Preview – Prompt Pay Report
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Report Preview – ENG 93
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Report Preview – ENG 93
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Report Preview – Contract File Report
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Report Preview – Check
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QUESTIONS?

Questions??
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Resources - Links

• Getting Started with RMS 3 (CM/GM) – YouTube

• How to Submit a Support Ticket for RMS - YouTube

• How to Troubleshoot Launcher Updates – YouTube
• How to correct an overpayment on a contract – YouTube

• How to Get Help With RMS 3 (CM/GM) – YouTube
• How to Add a Prime Contractor (GOV) – YouTube

• How CEFMS Accruals Affect Progress Payments in RMS – YouTube

• Troubleshooting Contractor Payrolls - YouTube
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https://www.youtube.com/watch?v=ICuKyXQuh7c
https://www.youtube.com/watch?v=1D8POO-Nfus
https://www.youtube.com/watch?v=ICuKyXQuh7c
https://www.youtube.com/watch?v=jpI5JBYwva8
https://www.youtube.com/watch?v=1D8POO-Nfus
https://www.youtube.com/watch?v=rW0t7YiBB50
https://www.youtube.com/watch?v=qkGGcAPsD_0
https://www.youtube.com/watch?v=gjJz-NVK2Dw
https://www.youtube.com/watch?v=tVsD6p-f9c0
https://www.youtube.com/watch?v=QQ9SQMGmkR0

