
Setting Up a New

Contract
RMS 3.0 GM



In the Main Contract Screen click “Add”



Enter in the “Title For New Contract” and change the “Office” to the

appropriate Office that will be administering the contract. Once the

information is entered select “OK”

Note: If District Default is not changed then permissions to change

contract information at the District Level will be needed. The RMS

System Administrator will need to correct this.



From the “Contract Menu” screen select

“Contract Description”



Under “Contract Description” the following fields need to be entered:

Fiscal Year, Contract Short Title, Contract No., Contract Long Title, Primary Fund

Type, Contracting Method, Customer, Wage Determination No., Wage

Determination Date. The Delivery Order No. only needs to be changed for

Delivery Order/Task order type contracts. Once the information is entered,

select the “Back Arrow”



From the “Contract Menu” select

“Contract Set-Up”



Under “Contract Setup” keep the default boxes that appear. Select the CEFMS

Database name that contract is funded by.

Note: Change “Funding Method” based on the office policy of tracking obligations

in RMS.



Once “Administration/Funding” is completed select the “Payment/Modification” tab. Enter in the ACO Modifications information and

CO Modifications information.

Check “Progress Payment-Allow Additional Earnings not included in Activity Earnings” in order to allow the contractor to bill for

stored materials and performance and payment bond.

Check “Include All Activities on Prompt Payment Documentation” to see invoices at an activity level instead of CLIN level.

Note: “Obligations for Payment” will be populated once  the CEFMS Finances have been downloaded.



Once the Payment/Modification tab is completed select the “Quality Assurance” Tab. Enter in the following fields:

Project Engineer, On Site COR, number of QA shifts, Chief QA Rep-Shift 1, Time Extensions due to Adverse Weather.

Note: “QA Report Type” only needs to be changed if it is different from the default. “Alternate QA-Shift 1” only needs to

be entered in if there is a designated Alternate QA.



Once the “Quality Assurance Tab” is completed select the “Submittals/Schedule”. Enter the review periods for the appropriate type

of submittal types and the default number of copies that the contract is required to submit. Entering in the “Default Government

Reviewer” will populate the submittal register automatically with this individual’s name and will default the transmittals to their

office address. Check that the “Address Transmittal 4025 Packages to” is set to the Office Address that should appear on the  ENG

4025.

Enter in the “Contractor Schedule Type” based on the schedule requirements in the contract. If the contractor is not required to use

SDEF then the default will need to be changed. If the SDEF is being used, click the “Requires the contractor to use Actual Start/Finish

dates from the QC reports on the NAS” to ensure that the activity start/finish dates match in the dailies to the schedule.



If the contract requires dredging click the

“Dredging tab”. If the contract does not

require Dredging skip to slide 13.



Enable Dredging by clicking the white box “Track Dredging information in RMS for

this Contract”and  fill the dredging contract information according to Office

Policy. Remember to check the “Contractor submits standard QC report” if a

daily log is required in addition to the dredging report.



When finished with “Contract Set-up” select

the back arrow to return to the “Contract

Menu” and then select “Prime Contractor”



Under Prime Contractor it is required to enter “RMS 3 Prime Contractor”. This field links RMS 3 Prime Contractor mode to

the contract. If the Prime Contractor or DUNS number cannot be found under the look up screens, contact  either your

office administrator or your system administrator to add these to the look up.

“Copy DUNS and Contractor Information” will enter the Contract Full Name” and the “Home Office Address”

Select the “Sent Mail To” the address the contractor wants to receive mail at. There are only two options to choose from

“Contractor Home Office” or “Contractor Site Office”.

“Payee Office” will be available once CEFMS Finances is downloaded.

The other fields will be populated by the contractor.



If a new contractor is being added, their system

administrators can be added under “Contractor Staff”. See

instructions on how to “Enter in Contractor Staff”.



When selecting the back arrow to return to the main screen the following

warning will appear if the NAICS code has not been entered. If the NAICS

code is not known select “Ignore warnings, Save and Exit”.



Once “Prime Contractor” information is

entered select “Schedules”



Select “Milestone Schedule”



Enter in the “Contract Award” date by

highlighting “Contract Award” and double

clicking or selecting “Edit”



Click the calendar next to “Actual Date” and select the date the Contracting

Officer signed the SF 1442.

Note: Milestone fields will be available based on Milestone settings under the

“District Library Menu”.



Once the “Contract Award” is entered, “Award Duration” is now

available to be entered. Enter the number of days to either reach the

“Contract Required Completion” date or the number days awarded by

the Contract.



Select “NTP Acknowledged” after

entering the contract award duration



Under “NTP Acknowledged” if the NTP has not been acknowledged by the time the contract

is being set up,  select “Other Milestone Event”,  tie the NTP “Acknowledged to Contract

Award” and enter in10 days. This will set the schedule NTP to 10 days after contract award.

Enter in the “Actual Date” once the NTP has been acknowledged by the contractor.



Highlight “Contract Required Completion” and double click. This

milestone cannot be edited, but by entering it and backing out, RMS will

take the scheduled NTP and the Award Duration and add them together

to calculate the Contract Required Completion date. The rest of the

Milestone dates will be populated by the Project Engineer or whom the

Office policy states is responsible. Select “Back” arrow



Once the Contract Award, NTP Schedule date and Contract completion date are

entered the “Finance Tab” will unlock. If these fields are not entered in RMS will

label the contract as future contract and not all CEFMS Finances to be

downloaded. Select “Finance” from the Contract Menu.



Under the “Finances” tab select

“Contract Finances”



RMS will default to “CEFMS Finances”. Click

on “CEFMS Download” to bring in the

financial information from CEFMS.



When the message “Download from CEFMS

complete” appears, select “OK”. RMS will

refresh and the CEFMS Financial Tree will

appear. Click on “Contract Funding”



Double click on the funding account line to

open up the “CEFMS Funding Account”.



Enter in the “Program Type” and enter the “Award Contract” amount.

Select “Back Arrow”

Note: If the “Award Contract” amount does not match the amount of award

CLINS the CLINS will not balance.



“Award Contract” and “Current Contract” are

now populated. Select “Back” arrow.



From the Finances main screen select

“Award CLINS”



Under “Award CLIN” click “Add”



Select if it is a new Priced Parent CLIN

(number only) or if it is a Priced

subCLIN(number and letters) Select “Next”



RMS will default to the Next CLIN number.

Select the Unit of Measure and select “Next”



Add the Description and Award amount.



Click “CLIN pricing complete-ready to

fund”.



Click “Funding”



Click the “Obligation amount” next to the

correct funding source. Enter in the amount

of the CLIN.



Select “Next” if there is no variance. If there

is a variation check to make sure the

obligation amount is entered in correctly.



RMS will check that proposed subCLIN for

funding is correct. If it looks right, click

“Finish”.



Double check the CLIN information. If

correct, select Back.



Continue entering CLIN/subCLINS until all are

entered to include un-awarded options so

that CLINS are not duplicated on

modifications.




