Signing a Pay Estimate

RMS 3.0 Government Mode



Note:

* The following information is just for signing an ENG Form 93

* This process will be followed after the completed review of the pay
request
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From the Contract Menu select the “Finance”
tab.

‘Contract Menu

Contractor Action ltems

o o

My Action ltems

0 o (]

o 2 e

[y ———

Enter award description and funding sources.
Contraet location should be entered.

‘Contract File
Identify and send documents to PCF.

Request for Information
Respond to RFI's from Contractor.

Contractor Insurance

Track General, Auto, and Warkman's Comp
Insurances.

Contract Status
Enter status/deiay codes. Update lssues and
Phata.
Contract Setup
Detarmine how controct i to be managed by QA
and QC staff. Setup submittal register.
Contract User Entries
Insert data for District genarated macros for
reporting.
Contractor Payrolls

Enter or Review Contractor Payrolis for
Department of Labor reporting purpeses.

Contract Personnel
Assign PDT and view User Rofes.

P2 Projects

Link RMS Contract to P2 Project

Prime Contractor
Identify Contraetor for payment purposes and.
view Contractor Staffing.

Labor Interviews

Conduct Labor Standard interviews far Davis-
‘Bacon Compiiance.

Contract Documents
identify and send documents to PCF.

Correspandence
Create, edi, and view, Letrers and Memos

Subcontractors
identify Subcontractors, POC, and Trades

Action ftem Control

Control selection, severity and responsible parties
for contract action izems.
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‘Contract Menu

Under the Finance Tab select “Progress
Payment”

Contractor Action ltems My Action ltems
(1] 0 ] 0 o 0

- 2L e

Contract Finances Award CLINs Current CLINs. Pay Activities
Downioad CEFMS data andor setup Contract Enter CLINS as they were awarded with the CLINs as they may have been modified by the Pay Activity Listing and tabuiations by CLIN.
funding. eontract or purchase order. contract terms. Contractor, and Feature of Work.

Progress Payment Contract Changes Contract Madifications Contractor Claims/Disputes
Add, modify, or view Payments to the Contractor. Add, modify, or view Changes that may become Create, view, or modify formal Modifications that (Create or review Claims and Disputes submitted
part of a Modification. ‘may become part of the contract. by the Contractor.




Pay Invoice

Highlight and double click the progress

payment needing signature

KODO014 Replace Buskin River Waterline SoemmentMosE Hame

Contract Selection

[4001410] W911KB-17-C-0017 Contract Menu

§)add ZJedt &) Delete Progress Payments

Drag

< | Eamnings this T | Due Contractor

T | CEFMS Approval
ate Period e eri this Period

Invoice ay Period Thru T'| Earings to Date

. 1103102017 $126,172.00 $126,172.00 . 1 $126,172.00

' Invoice Received - Received
+  Eng93 Complete - Completed

Sent to CEFMS - Not Completed

Approved in CEFMS - Not Completed

Contractor Paid - Payment made on time

SelectionView
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Inside the Invoice

Requested Activity Earnings | Allowed Activity Eamings

Invoice Reference No. PE1-061317-103117

Once the invoice opens, select the
Document Package” tab . = o [
Paymentlnvoice Date [ .00 [, | Invaice Received [0 [ |

(1]
0 Enter .01 for 1%

Discount Days
Discount %

[ Final Payment?

ENG93 Remarks.

ID 1 Name STG PACIFIC. LLC
1 AMBELL
ANCHORAGE AK 99515-3443

Payment Approved By |
Name Ze Jong

Payment Prepared By |

Name  Kelly McGavran
Title  Administrative Contracting Officer

Title Civil Engineering Technician

entEditView




Government
Document Package

Highlight the first Government Documents
package and select “Edit”
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Invoice No. 1 Reports

Invoice | Requasted Activity Earnings | Allowed Activity Eamings | Subcontractor Earnings | Allowed CLIN Eamings | Additional Eamings | Obligations | Document Package

Invoice No. 0001 CONTRACTOR: Complete o document package for this invoice and submit it using this document package manager. The document pockage
should include the prompt pay document and any applicable supporting documents.

T | Package No. T | Status

Docuiant : L Acepies

Packages [ﬁl}elﬂe l

Payment No. 0001 GOVERNMENT: Prepare a document package for this payment and complete it using this document package manager. The document package
should include the ENGO3 and any applicable supporting documents.

T | PackageNo. Y | Status
1| Not Complete

entEditView



Signing the Eng. Form

KODO014 Replace Buskin River Waterline _—
Contractsetction
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Document Package: Payment No. 0001

All Attachments Word Documents

Click “Sign Selected Documents”

All Attachments
Date of Contractor Gavernment
T T o er T T
Docume; oamer e Signature Status Signature Status
11/16/2017 3:27:13 PM__ Payment No. 0001 - ENG33ReportFDF Not signed Not signed Document ot included i Gavernment Crly

Status

Document Date | [ ][ edeDscumens  |[_ ViewDocument

Document Title  Payment No. 0001 - ENG93Report.PDF

Description

Document Package Status: Not Complete
GO! IT: Attach . sign as iate and then complete this document package Complete Package

Government Notes




Select Document to

KODO014 Replace Buskin River Waterline  —
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Document Signing

C | i C k th e Wh ite b OX n eXt to th e E N G 9 3 re p O rt RMS provides digital signature capabilities for Word documents and PDF decuments, Word documents are first converted to PDF prior to signing. Select documents to sign

from the list below and then dlick next to choose positioning to be used for digital signatures.

C I IC k N eXt Select Documents to tally Sign (PDF and Word only)

T | Document Title

| 2| 11/16/2017 3:27:13 PM Payment No. 0001 - ENG93Report.PDF




Assign Digital
Signature Position for
Select Documents Koo e B e o

RMS 3.0 will default to the ENG93-prepare
Select “Finish”

Default digital signature positioning has been assigned for of each document to be signed. Change positioning selections as desired to control where digital signatures are
placed on each document. Positioning opti configured in th district library and are made available for signing documents for all Contracts in the
district. Click Finish to sign documents with settings s selected.

Assign Digital Signature Positions for Selected Documents

T | Digital Signature Position
> |Payment No. 0001 - ENG93Report.PDF ENG93 - Preparer

Your PIN number will be requested
Enter in the PIN and select “OK”

Actividentity
ActivClient

Please enter your PIM.




Government Signature
Status o ke s s

Document Package: Payment No. 0001

The Government Signature Status will show S
“Electronically Signed” e [ Lo s

§)add ZJEdt @) Delete All Attachments

Tl

The ENG Form 93 is now ready to be signed
by the “Approver/COR”

Follow office policy for notifying the
“Approver/COR” that the ENG Form 93 is
ready for signature

Document Date | &l ||

Document Title  Payment No. 0001 - ENG93Report.PDF

Description

Package Status: Not Comp

Go! T: Attach . sign as iate and then complete this document package Complete Package

Government Notes

Client WPF.RMS.Views. Admin.DocumentPackage-> DocumentPackageView




Approver/COR
Signature

Select “Sign Selected Documents”
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‘Government Mode Home

Contract Selection
Contract Menu

Document Package: Payment No. 0001

All Attachments

All Attachments

L ey T | Document Title 1 e
Documet Signature Status

11/16/2017 3:27:13 PM | Payment No. 0001 - ENG33Report.PDF Not signed

| Drag and Drop | [ Generateletter |
TR FerE Sign Selected Documents
[ =] Export Selected Documents

Govenment -
Signature Status
Electronically Signed | Document not included i Government Only

Status

Document Date | [ edit Document View Document

Document Title  Payment No. 0001 - ENG93Report.PDF

Description

Document Package Status: Not Complete

Go! T: Attach . sign as iate and then complete this document package Complete Package

Government Notes




Approver/COR Select
Documents to Digitally
Sig 1 KODOLARepace Bk e Worerine T

Document Signing

Click the white box next to the ENG. Form 9
Click “Next”

RMS provides digital signature capabilities for Word documents and PDF documents. Word documents are first converted to PDF prior to signing. Select documents to sign
from the list below and then click next to choose positioning to be used for digital signatures.

Select Documents to tally Sign (PDF and Word only)

(W | Date of the nen T | Document Title
> 11/16/2017 3:27:13 PM Payment No. 0001 - ENG93Report.PDF




Electronic Signature RN () v

RMS will now default to “ENG 93-

Approver/COR”
Click “Finish”

The prompt to enter your PIN will come up.

Enter PIN and click “OK”

Document Signing

Default digital signature positioning has been assigned for of each document to be signed. Change positioning selections as desired to control where digital signatures are
placed on each document. Positioning opti configured in th district library and are made available for signing documents for all Contracts in the
district. Click Finish to sign documents with settings s selected.

Assign Digital Signature Positions for Selected Documents

T | Digital Signature Position
> |Payment No. 0001 - ENG93Report.PDF ENGY3 - Approver/COR

ActivClient Logi

Actividentity
ActivClient

Please enter your PIN.

PIN [l




After ENG Form is
Signed

Once the ACO/COR has finished signing the
ENG Form 93.

Click Obligations tab.
Click “Send Payment to CEFMS”

Note: sending the pay estimate to CEFMS
after signing will send a signed copy of the
ENG Form 93 to the Finance and Accounting
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Invoice No. 1

Invoice |  Requasted Activity Earnings | Allowed Activity Eamings | Subcontractor Earnings | Allowed CLIN Eamings | Additional Eamings | Obligations | Document Package

Obligation Line Items

1 | Retainage This gzhe'

Period

1 Availablefor | Earnings by

i i T | Retainage %
Eamings Obligation ctainage

$3196435.00 §126,172.00

Retainage
T | Refund This
Period

¢ | OtherRefunds y  Obligation |
This Period This Period

$0.00 $126,172.00

\L ‘ §3,196,435.00 §126,172.00

50.00| 30.00‘ 90.00| $126,172.00|.

Obligation Line [ten.No. 0001 KOD014 WATERLINE AND PIPE REPLACEMENT

Invoice Completion

Center.

Obligations in CEFMS
Previous Earnings

‘CEFMS Accrual

$3,196435.00

Available for Earnings

$3,196435.00

Previous Retainage

Total Retainage to Date

Errors.

Earnings by Obligation

$126,17200

Total Earnings this Period $126,17200 + Retainage this Period SD;!\‘ ENG 92 Completed

+ Other Deductions

$0.00 " Send Payment to CEFMS |

Variance

5000

Amount Due Contractor

$126,172.00 Email ENGI3 to CEFMS

PaymentEdit-: ymentEditView




Warning

RMS will ask if you are sure you want to
submit this invoice to CEFMS.

Selecting “Yes” will send the pay estimate to
CEFMS and the prompt for your PIN number
will appear. This will also send the Email to
the Finance and Accounting Center.

RMS 2.

Are you sure you want to submit this invoice to CEFMS
for approval and procesing?






