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Getting Started with RMS Contractor Mode

To gain access to RMS, the RMS Launcher must be installed on the laptop/computer. For
Contractor users, the RMS Launcher can be downloaded and installed from the RMS website.

Click on the Download RMS For Contractor button on the RMS Website: https://
rms.usace.army.mil/. Once the RMS Launcher is installed, follow the steps below:

1. Contact the RMS District Administrator to request access to the desired district (s).

2. Provide the desired user email and/or DoD ID number from the user’'s CAC to the RMS
District Administrator to obtain an RMS Staff Record for the district(s).

3. Once the username/password or CAC record has been linked by the RMS District
Administrator, the account is ready to be used.

Once the RMS 3.0 icon is clicked, the RMS Launcher is the first program that runs. The RMS
Launcher checks the servers for the latest updates and automatically updates the software to the
latest patch. Due to updating privileges, permissions must be set up on the RMS3 folder on the
user’s local machine.
Helpful links:
¢ Introduction to RMS Basics for Contractors: https://www.youtube.com/watch?
v=WrD9d9203iw

¢ List of System requirements: https://rms.usace.army.mil/rms_downloads.html

RMS Website: https://rms.usace.army.mil/
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US Army Corps
of Engineers.

RMS Launcher Problems

+ After the launcher runs, no new window pops up, but RMS shows open on
the taskbar.

0 This problem is caused by Windows handling of multiple
monitors, adding, changing or removing monitors — Maximize the
window

0 3 possible fixes: How to View Non-Displayed Windows (any program)

+ “Disconnected: Your computer could not connect to the following resources.”

¢ This can be caused by a shortcut pointing to the wrong location —
Update shortcut to point to the correct location.

0 See How to Troubleshoot Launcher Updates starting at 0:14 seconds

¢ This can also be caused by not opening the program on a weekly basis.

RMS Website: https://rms.usace.army.mil/
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Becoming Familiar

with the RMS Login Screen

Enter the User Name and
Password to log in.

If there is no box for a User Name
and Password , click on the /f you
DO NOT have a DOD issued
Smart Card, Click Here button.

Click on the RMS Website icon to
be taken to the RMS website.

Click on the RMS Support icon to

be taken to the RMS Help Desk to §

submit a ticket.

The Server Connections section
of the login screen provides the
RMS version information and a
link to test server connections.

USACE - RMS

Resident Management System

Last Login: 7/12/2024 2:42:54 PM

After selecting a Prime Contractor, you will be presented with a list of contracts for that Prime Contractor.

Prime Contractors

@) select  Update

Drag a column header and drop it here 1o group by that column

T | Prime Contractor Name

IACC Construction Co.
ACC Construction Co., Inc.

Contractor Mode - Prime Contractor Selection

You are now logged into Contractor Mode. The list below shows all of the Prime Contractors who have included you in their staff. To continue, select a Prime Contractor from the list below.
If you are working with a Prime Contractor that is not displayed in the list below, have your Prime Contractor verify that your account is correctly configured in the Contractor Staff module.

NOTE: If you have recently been granted access to a Prime Contractor and it does not show up on your list, click Update.

®

o

RMS Support

US Army Corps of Engineers

Resident Management System - RMS 3.0

RMS 3.0 Login

RMS Website

User Name ["] Remember my User ID

Password

Login

Reset forgotten/expired password

Change password

New Users - to Create an Account
Click Here
If you have a DOD issued Smart Card
Click Here

Processing Site: WPCO1 version 296
Software Version: 3.0 Patch Level: 0602
Data Server:

1f you are a govemment user and want 1o use Contractor mode
for the current session mark the checkbox below prior 1o login.

[] use Contractor Mode for Goverment User

RMS Login Screen

After logging in, a list of available
Prime Contractors from which to
choose will be presented.

{9
i

]

If the user has been assigned
access to more than one contract,
the number of Prime Contractors
will vary based on the District and
Contractor the contract falls under.

] SAVANNAH DISTRICT (K6:K6)
WILMINGTON DISTRICT (K7:K7)

If a Prime Contractor is not
displayed on the list, click on
Update to refresh the screen. This
action may take a few minutes to
update.

RMS Website:

https://rms.usace.army.mil/
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RMS Navigation Buttons

Contract Title

Transmittal Training
m [E1002638] CONTRACT-NUMBER DELIVERY-ORDER-NO

The Back Button:

Saves data and returns user to the previous screen. There is no “SAVE” button
in RMS, 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.

The Refresh Button:

Refreshes data view. On occasion, screens may not immediately reflect entered
data. When this occurs, click on the Refresh button to update data shown on the
screen.

Note: If data entered has not been saved, the Refresh button will result in
unsaved updates being lost. When using the Refresh button, if newly input data
is not displayed, close and reopen RMS.

The Help Button:

Provides quick access to the RMS Online User Guide, RMS Website and RMS
Support Ticket entry.

The Contractor Mode Home Button:
Returns the user back to the District Selection map/list.

The Contract Selection Button:
Returns the user to the Contract Selection list.

The Contract Menu Button:
Returns the user to the Contract Menu screen.

The Log Out Button:
Logs user out of RMS.

RMS Website: https://rms.usace.army.mil/




Contract Selection

The Ranger Group, LLC
E1000118

Favorites Recent

E1001660 Wideband Satellite Communications Center - [l E1001660 Wideband Satellite Communications Center
12345 ' 12345

E1003043 Demonstration Contract 123
[E1003043]

E1000399 Academic Research Facility Test Project
DACA31-02-C-0016

E1002723  Training Demo Contract
'W9128F22C0027 GF

#;) Edit Contract Selection

Drag a column header and drop it here to group by that column

Contract/Delivery Order No. X IC;ntract T'| Full Title of Contract T | Office Name
> || [E1000821] E1000821 | National Museum of the US Army Capital Area Integrated Program | | Active
E1001637 Baltimore ** TEST ** Area Future
E1001692 | Skimmer and Pump & Treat System EMDC Engineering Construction Complete
[E1001809] E1001809 | Electromagnetic Interference Facility APG Integrated Program Office | Future

The modules available in Library Mode are:

+ User Settings: Use this area to adjust local cache settings, set user preferences, and/or
set up two-factor authentication through an authenticator application.

+ Government Library: This area contains data sets that are used in all contracts set by
the Government to ensure consistency in both RMS/CM and RMS/GM. This module is
read-only in RMS/CM.

¢ Linked Staff. This area is used to identify and manage users with contract-specific user
roles set up through the Confract Access Control module and their user roles with
access to RMS/CM. Only users identified as Administrator in the Contractor Staff tab of
the Prime Conftractor module can access this module.

Note: If the contract that needs to be accessed is not showing in the Contract Selection
list, contact the RMS Administrator to make sure that access and rights were granted
correctly.

RMS Website: https://rms.usace.army.mil/




Contract Menu

Academic Research Facility Test Project
[E1000399] DACA31-02-C-0016

Contract Menu

Preparatory Meetings Submittals Deficiencies

% Completed: 0 Overdue: 221  Average Days to QA Qc
Open: 0 Close: 0

Completed: 4/226 (1.77%) Closed: 0 0
Resubmittal Rate: 1/226 (0.44%)

Open: 2 0

The Contract Menu tabs are:

L2

Administration: Included in this tab are the basic administrative data for the contract.
Information about the contract, Prime Contractor and Subcontractors, Requests for Information
(RFlIs) and Correspondence are entered and stored here.

Finances: This tab is used to manage data needed to create and submit requests for Progress
Payments.

QC: The actions in this tab are used to manage what goes on at the jobsite daily. Enter QC Daily
Reports; track the Three-Phase Control Process and QC Requirements; and maintain safety
awareness.

Submittals: The modules included in this tab are used to manage the Submittal Register and
Transmittals.

Schedules: This tab is used to view the status of activities in the Activity Schedule and schedule
Three-Phase Control Meetings.

Closeout: The 4— and 9-month Warranty Inspections are found in this tab.

Import/Export: This tab includes the operations needed to bring external data into RMS and
export selected Document Packages.

Contract Reports: All the available printed reports can be executed from this tab.

RMS Website: https://rms.usace.army.mil/




Prime Contractor

Prime Contractor information can be viewed and/or edited in the Prime Contractor module within
the Administration tab.

Note: The information fields at the top of the Prime Contractor screen and selections on
payroll and insurance requirements can only be entered and/or edited by the Government
and will be restricted in Contractor Mode.

Prime Contractor

A Prime Contractor Info Contractor Staff

Prime Contractor Information

UEI Number
Responsibility Code NAICS Code
Contractor Full Name Contractor Short Name

Send Mail To  Contractor Home Offic ¥

o _

Home Office Address
Street
City State Zip Code
County Country
Work Phone Fax
Site Office Address
Street
City State Zip Code
County Country
Work Phone Fax
Staff Information
Project Manager Work E-Mail
Work Phone Mobile Other Phone
Superintendent Work E-Mail
Work Phone Mobile Other Phone

Assistant Superintendent
QC Manager Asst QC Manager
Site Safety/Health Officer Alternate SSHO

Contractor Representative to Review Performance Evaluation (CPAR)
Name Work Email

Bonding Company / Work Days

Bond Number Work Days
Sunday
Bonding Com :
ng pany || Monday
Address 1 V] Tuesday
Address 2 | Wednesday
|| Thursday
Work Phone =

| Friday

Fax __| Saturday

+ Insurance Required?
+ Payroll Required?
Payrolls ending day of week  Saturday

i Use Last Day as Payroll end override?

RMS Website: https://rms.usace.army.mil/




Prime Contractor / Contractor Staff

Use the Conftractor Staff tab to identify the Contractor Staff users authorized to
access the contracts that are associated to the Prime Contractor. If a user needs to
be added, click on Add and find the user in the Staff lookup.

Prime Contractor

Prime Contractor Info Contractor Staff

( §)add FJedit 6)elete Contractor Staff X &) export

Drag a column header and drop it here to group by that column

Account ID (work email) T Admin Y 1 ) T | Inactive T | Deleted

> ||Account, Some Gov some.account@usace.army.mi

| Account, Test testaccount@testaccount.co

Add Contractor Staff Member

E The following information is required to add a new Contractor Staff Member

To add a staff member, enter an email address
I Account ID (work email)
-

OK Cancel

Contractor Staff

Staff Information

Account ID (work email) testtest@test.com

First Name Jane
Last Name Doe
Administrator Rights
I (] Has Administrator Rights I Administrator rights for Contractor Staff grants ALL permissions to the user. This
includes the ability to set permissions for other users and to create other
administrators.

Inactive Staff

[ Inactive staff member

Caution: The Account ID (work email) field must be entered exactly as entered in the Staff
record for the user. If this value differs by a single digit or character, RMS will not be able to
find the correct user. This cannot be change once entered, as well. If a mistake is made in
this regard, add a new staff member with the correct email address.

RMS Website: https://rms.usace.army.mil/




Linked Staff & User Roles

User roles can only be assigned to users in the Linked Staff module. This module will
contain all the user accounts linked to a contract within the Prime Contractor selected.

1. In the Prime Contractor’'s Contract Selection view, click on the Linked Staff module.

The Ranger Group, LLC
E1000118

2. To reassign or edit the user role for an account, select the account and click on the Edit
button or double click on the account to open the Contract User Access Control Entry
record.

&) Edit &) Update Roles All Staff for All User Roles

Drag a column header and drop it here to group by that column

T | Account ID T | Contract ID T | User Role

: [Test Account testaccount@testaccount.com | E1002638 | Field Staff
test test 123@gmail.com £1001660 Project Manager
test test test2@test.com E1002934 Quality Control Manager
test tester 12345@gmail.com E1002934 Administrator
Test Tester test@test.com E1000073 Administrator

Contract User Access Control Entry

Change Account ID |
Mame Account, Test
Account 1D testaccount@testaccount.c:

T |

Fewdent Management System Ir—

ig Contractor Staff User Role Lookup

Contractor Staff User Roles

D3 cobumn haace i G700 & haew 00 Qroup by That o

| Project Manager

| Superintendent

| Field Staff

|Qual-q- Contrel Manager
|S--.e§a‘ﬂ;.-& Health Officer

——

RMS Website: https://rms.usace.army.mil/
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Linked Staff & User Roles

1. To reassign or update multiple user accounts, click on the Update Roles button to convert
this view into the Linked Staff edit view. See Contract Access Control for guidance
regarding initial user role assignment.

&) Edit &) Update Roles All Staff for All User Roles

Drag a column header and drop it here to group by that column

T | Account ID 1 | Contract ID T | User Role
> [_Test Account testaccount@testaccount.com | E1002638 | Field Staff
|| test test 123@gmail.com E1001660 Project Manager
test test test2@test.com £1002934 Quality Control Manager
|| test tester 12345@gmail.com £1002934 Administrator
Test Tester test@test.com £1000073 Administrator

2. Double click inside the far right column of the user account line to enable the ellipses (...)
button and select a user role from the lookup. Click OK to confirm the selection.

All Staff for All User Roles

T | Account ID T | Contract ID T | User Role

@ || Test Account testaccount@testaccount.com E1002638 Field Staff

- _123@amail.com _E1001660 | Proiect Mananer
L Ressdent Management System p— -

|test test

|test test ager

;_Q Contractor Staff User Role Loockup

| | test tester

|Tesl Tester Contractor Staff User Roles

> |Administrator
Praject Manager
Supernintendent
Field Staff

Quality Control Manager
|| Site Safety & Health Officer

[

The Ranger Group, LLC
E1000118

Government Library

FH

Work Categories Specification Sections Contractor Trades
A District level collection of Work Category Codes. Specification Sections seri X X A District level collection of Controctor 7i es.

Labor Classifications User Roles
Lobor Classifications and their Occupationol User Roles and their permissions for occess to
Codes. Controct dota.

RMS Website: https://rms.usace.army.mil/
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Contract Access Control

After all the desired user roles have been created and set for the contract, the Contract Access
Control module is where users are added to the contract and assigned to User Roles. Users in a
Prime Contractor's Contractor Staff without administrative rights must be assigned to a User Role
within every contract they need to access.

P —)

Contract Description Contract Access Control Correspondence Request for Information
Enter award description and funding sources. Control contractor staff access to this contract. Create, edit, and view, Letters and Memos. Respond to RFI's from Contractor.
Contract location should be entered.

Prime Contractor Subcontractors Contractors Onsite Contractor Insurance

Identify Contractor for payment purposes and Identify Subcontractors, POC's, and Trades. Enter dates that Subcontractors will be on-site. Track General Auto, and Workman's Comp
view Contractor Staffing. Insurances.

Contractor Payrolls Contract Notification Control
Enter or Review Contractor Payrolls for Control which notifications you will receive for
Department of Labor reporting purposes. this contract.

Assigning User Role to new Contractor Staff:

1. Click on the Add button.

2. Click on the blue tile for Staff Email. (user must be entered in the Prime Contractor module’s
Contractor Staff tab prior to showing in this lookup field).

3. Select the user's email address.

4. Click on the blue tile for the Contract User Role.

5. Select the User Role to assign to this user's email address.
6. Then click OK to complete the process.

6)Add P)Edt §) Delete Contract Access Control Entries X | %) eport

Drag a column header and drop it here to group by that column
Name

Account ID (email) Role Title

_RMS Add View
Add Contract Access Control Entry

E]_ The following information is required to add a new Contract Access Control Entry

To grant access to a user from your staff, select the staff member from the lookup

Assign the selected staff member an appropriate contract user role from the lookup

Contract User Role

[ OK | [ Cancel |

RMS Website: https://rms.usace.army.mil/




RMS Correspondence

Correspondence provides the RMS Government and Contractor users a means for communicating
between the parties. Using RMS to create, respond, store, and track the correspondence between the
parties provides tracking and accountability. Correspondence may be formal or informal and signed, if
required. Attachments may also be included with the correspondence.

If multiple responses for the same correspondence are sent from the Contractor, only the first
response to a particular correspondence is accepted. Subsequent responses are ignored.

Correspondence Phases:

+ Draft — Incomplete correspondence, not yet transmitted to recipient
¢+ Sent— Completed correspondence, transmitted to recipient
¢+ Received — Correspondence received from the sender

Contract Description Contract Access Control Correspondence Request for Information
Enter award description and funding sources. Control contractor staff access to this contract. Create, edit, and view, Letters and Memos. Respond to RFI's from Contractor.
Contract location should be entered.
Prime Contractor Subcontractors Contractors Onsite Contractor Insurance
Identify Contractor for payment purposes and Identify Subcontractors, POC's, and Trades. Enter dates that Subcontractors will be on-site. Track General, Auto, and Workman's Comp
view Contractor Staffing. Insurances.

Contractor Payrolls Contract Notification Control
Enter or Review Contractor Payrolls for Control which notifications you will receive for

Department of Labor reporting purposes. this contract.

How Does Correspondence Work

The Correspondence module is accessible from the Administration tab.
In the Correspondence view, all correspondence items for the selected contract will be displayed. The

top portion of the screen will provide a dashboard view of correspondences for the selected contract.

To add, edit or delete existing correspondence, click on the corresponding icons as indicated below.

The Search field and Export button are located on the right side of the window. The Export button can
generate either an Excel or PDF exported document that contains the list of Correspondence
displayed on the screen.

First United States Army Group HQ
[E1002586] W912DY00Q0000

Contract Menu

Correspondence

Answer Required ]

Answer Required [N

©)add #)edit ©) Delete Correspondence Draft-All

RMS Website: https://rms.usace.army.mil/




RMS Correspondence

To Add Correspondence:
Click the Add button and select the correspondence category from the drop-down menu. When
correspondence information is loaded, the RMS system applies an automatic tracking number.

Each correspondence will receive a unique tracking number.

+ Regular letters from the Contractor Home Office are
serialized with H####

Letter from Contractor Home Office
+ Letters from the Contractor Site Office are serialized Letter from Contractor Site Office

with S

There is no priority placed on one office over another office, regardless of which letter option is
chosen.

Once the Correspondence tracking number is generated, the view to add the correspondence is
displayed. Complete data entry and click the Back button to save the data.

To Edit Correspondence:

To edit a correspondence document, select the document of interest by clicking the Edit button or
double clicking on the document to select. The Correspondence View screen will be displayed.

Information regarding the correspondence such as, Answer Due Date, Sent Status, and/or Letter
Summary may be edited as well as any accompanying Document Packages.

Change the Sent Status to Draft Letter Complete: Sent to Government to complete and submit a
correspondence along with any existing Document Packages that contain documents.

Note:
+ Once correspondence is sent by the Contractor to the
Government, it is locked and cannot be edited. Drat Letter Not Complete

+ Once correspondence is approved by the Government, Draft Letter Complete: Sent to Government
it cannot be edited.

Sent Status | Draft Letter Not Complate "

To Delete Correspondence:
To delete a correspondence document, select (highlight with focus bar) the document of interest and
click the Delete button. A dialogue window will display to confirm the deletion.

Deiete Confirmation X

\ Delete this Correspondence Entry?

‘ Serial Number : C-0094

Title of Document :

I Yes - Delete this item I No - Cancel the deletion

RMS Website: https://rms.usace.army.mil/




RMS Request For Information (RFI)

The RFI, or Request for Information is a type of correspondence. The Request for Information
module provides a means of separation from all other correspondence due to the nature of
required requests and responses. Therefore, these are not included in the Correspondence
module. This also makes creating and accessing RFls easier for the user.

The Request for Information module allows the Contractor to request clarification,
interpretation, and additional information about the contract specifications and agreements from
the Government. The Government replies are tracked, and communication is clear and
documented. This module also allows documents to be loaded via the RMS Document Package
Manager.

Contract Description Contract Access Control Correspondence Request for Information
Enter award description and funding sources. Control contractor staff access to this contract. Create, edit, and view, Letters and Memos. Respond to RFI's from Contractor.
Contract location should be entered.
Prime Contractor Subcontractors Contractors Onsite Contractor Insurance
Identify Contractor for payment purposes and Identify Subcontractors, POC's, and Trades. Enter dates that Subcontractors will be on-site. Track General, Auto, and Workman's Comp
view Contractor Staffing. Insurances.

Contractor Payrolls Contract Notification Control

Enter or Review Contractor Payrolls for Control which notifications you will receive for
Department of Labor reporting purposes. this contract.

How RFls Work in RMS:

The Request for Information module is accessible from the Administration tab. RFls are
useful in the following scenarios:

+ When contract specifications need further information or clarification
+ When problems or deficiencies are identified
+ When a substitution or alteration is proposed

RFI1 Workflow:

1. Contractor initiates RFI request from the Government.

2. The Government receives and reviews the RFI by required departments (Architect,
Engineering, etc.).

3. The Government consolidates comments and sends RFI to Engineering Manager for
additional review and response.

4. Once all reviews are collected, revised, and consolidated, the Government COR is notified
to review the response.

5. If the COR approves the response, the approval is documented then signed in RMS.

6. Once the RFl is signed in RMS, the response is sent back to the Contractor.

RMS Website: https://rms.usace.army.mil/
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RMS Request For Information (RFI)

The RFI Selection view screen is divided into three parts.

+ Dashboard information (blue filter tiles)
+ List of all RFls displayed
+ RFI summary view panel for selected RFlI

All RFI requests for the selected contract will be displayed upon opening the module. The top
portion of the screen will provide a dashboard view of RFI requests for the selected contract. To
add, edit, or delete existing RFls, select the RFI and click the respective buttons as indicated.
RFIs are grouped into four subsets:

¢ All RFI's: Comprehensive.
¢ Contractor RFI's - Preparing: RFI not yet sent to Government.

¢ Contractor RFI's - Waiting for Response: RFI sent to Government, waiting for
Government’s response.

¢ Contractor RFI's - Completed: Government response received.

“ Contractor RFl's - Preparing Contractor RFl's - Waiting for Response Contractor RFl's - Completed

6 )rdd &) Edit ©) Delete All RFIs

Drag 3 column header and drop it here to group by that column

Date

Requested T | RFl No. T | RFl Subject T| Date Received 1
| > ||03/02/2022 RFI-0001 Training 03/02/2022 03/02/2022 vd
| |[03/31/2024 RFI-0002 Testing RFI 06/05/2024 06/05/2024 v
| ||08/06/2024 RFI-0003 Request for Information 06/06/2024 06/06/2024 v
| |[08/07/2024 RFI-0004G
| |[08/21/2024 RFI-0005 my subject
| ||06/21/2024 RFI-0006 Request
06/21/2024 RFI-0007 new subject
[ | RFI-0008
| |[08/21/2024 RFI-0009 Subject of Information
| | 06/26/2024 RFI-0010 Request Subject
| ||08/28/2024 RFI-0011 Information Requested
RFI No. RFI-0001 RFI Subject Training
Information Requested Training
¥
Govt Answer gov response
¥

RMS Website: https://rms.usace.army.mil/




RMS Request For Information (RFI)

Complete the information in the Contractor RFI tab to generate the RFI Form, then click the
RFI Form widget to save the form to a hard drive. Add the previously saved RFI and any other
attachments needed to support the RFI to a Document Package.

After the RFI and any supporting documents are added to the package, the RFI can be
completed by checking the Completed - Ready for Government checkbox.

Request For Information - RFI No. RFI-0011

Contractor RFI
Contractor Request
Requested ’Se'ect » date :_K-_ | Completed - Ready for Government
Requester's Name Required ‘s:c-:s.- date E
[] Link to Subcontractor (] Potential Cost Impact
|| Potential Schedule Impact
R Subject Feature of work T
Spec Sections Drawings and Detais
Information Requested
Contractor's Recommendation
t 4
RF-0011 CONTRACTOR: Complete o document pockoge for this RFI and submit it using this document pockog ger. The & it pockoge should include

the RFI document ond ony opplicoble supporting documents.

Revision History

Revraon Hestory

The Completed - Ready for Government checkbox will be inactive until all required fields have
been populated.

Request For Information - RFl No. RFI-0007

Contractor RFI Government Response

Contractor Request

Requested |9.f'.2?f2018 J [ ] Completed - Ready for Government

RMS Website: https://rms.usace.army.mil/




RMS Request For Information (RFI)

The prompt shown below will appear to confirm completion of the RFI. Clicking on Yes will
submit the RFI and any associated Document Packages to the Government for review.

RFI-Submission X

Warning:
Once the RFl is marked complete, data entry is no longer permitted
and any open document packages will be submitted.
Would you like to continue?

Click Yes to continue with
submission or No to return to
editing.

e

The RFI will become ready-only, and the Document Package will reflect the In Review... status.
The first Submit revision entry will generate in the Revision History table, as well.

Request For Information - RFI No. RFI-0009 [5) RFI Form

Contractor Request

Requested | 9/30/2024 ' Completed - Ready for Government
Requester's Mame First Name Required |Select a date
Link to Subcontractor Patential Cost Impact

Potential Schedule Impact

RFI Subject Subject of Information Festure of Work

Spec Sections 123 Drawings and Details
Information Requested Information listed here...

Contractor's Recommendation  Rec's listed here.

RFI-0009 CONTRACTOR: Complete a document package for this RFI and submit it using this document package manager. The document package should include
the RF docurment and any applicable supporting documents.

Trtle of Package
o [ _Ede ][> |re-o000

Revision History

B view Revision History

|F:c'.'i5.ic-r| Date T | Action T Revised By

| > J9/30/2024 6:25:50 PM UTC  Submit Haley

RMS Website: https://rms.usace.army.mil/
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RMS Request For Information (RFI)

Once an RFI has been completed and approved on the Government’s side. The RFI will show in the
Contractor RFI’s - Completed tile.

Navigate to the Government Response tab to view the response from the Government.

o = <
QA &)t O)Delcte

Orag » cobumn hasder 373 Grop £ here 10 rowp by Tt cokmn

RFI-0001 Training 03/02/2022 03/02/2022

Im — i lisocis e 50024 & ,
|06/06/2024 RFI-0003 Request for Information 06/06/2024 06/06/2024 v I

Request For Information - RFI No. RFI-0003 [5) rf1 Form

Government Response

Contractor RFI

Government Response

Date Recewed |6/62024 | Answered | 6/6/2024

recves', I
oo repwesty

Govt Response This is the response

RFI-0003 Response Shored: Prepore o document pockoge for this RFI response ond complete it using this document pockoge manoger. The document pockoge should include
the RFl response ond ony opplicoble supporting documents.

Title of Package Status

Seess | View || > [RFI-0003 Response(2) Accepted 2|
|RFI-0003 Response Accepted 1 ‘

RMS Website: https://rms.usace.army.mil/




Subcontractors

Subcontractors play an important role in contract execution, so RMS allows Subcontractors to be
identified and accurately linked with responsibilities. Subcontractors can be added in Contractor
mode. This allows the Prime Contractor to monitor subcontractor performance and compliance to
contract requirements.

Contract Access Control Correspondence Request for Information
Control contractor staff access to this contract. Create, edit, and view, Letters and Memos. Respond to RFI's from Contractor.
Subcontractors Contractors Onsite Contractor Insurance
Identify Subcontractors, POC's, and Trades. Enter dates that Subcontractors will be on-site. Track General, Auto, and Workman's Comp
Insurances.

Contractor Payrolls Contract Notification Control
Enter or Review Contractor Payrolls for Control which notifications you will receive for

Contract Description
Enter award description and funding sources.
Contract location should be entered.

Prime Contractor

Identify Contractor for payment purposes and
view Contractor Staffing.

Department of Labor reporting purposes. this contract.

After the applicable Responsibility (RESP) codes have been added to RMS, Subcontractors can be
associated to Pay Activities. These can be added one at a time manually, or users have the
capability to import Subcontractor RESP codes from a scheduling software in the Import/Export
tab.

Common Error:
When importing Subcontractor information, the Subcontractor RESP codes can be duplicated.
Verify all entries prior to importing the schedule.

On preventing this issue see: How to Prevent Duplicate Subcontractors

&)add FJedit ©)Delete Subcontractors X | #]epor

Drag a column header and drop it here to group by that column

Responsibility
Code

-

Contractor Full Name T | Trade T | Subcontract Amount

York Specialty, LLC Caulking $70,837.00

Worch Electric ELEC Electrical $3,500,000.00

WINDOWS WNDW $0.00

Weaver's Custom Painting, LTD. Painting/Wall Covering $69,055.00

RMS Add View

Add Subcontractor

i The following information is required to add a new Subcontractor

T —

oK [ cance

RMS Website: https://rms.usace.army.mil/



https://www.youtube.com/watch?v=oa-XBNF6L-k

Subcontractors

Date Entry for Subcontractors:

Resp Code WNDW
Contractor Short Mame

Contractor Full Name 'WINDOWS

First Day on Site | Select a date @ ‘ Last Day on Site | Select a date E ‘

Address - 1
Address - 2

Address - 3

POC

Office Phone

Office Fax

Subcontract Amount $0.00

[] Contractor is a small business

Insurance Required?

Payroll Required?

Payrolls ending day of week « | *Payroll week ending day should be selected
[ ] Use Last Day as Payroll end override?

[] Contractor is a Second Tier Sub

The Payroll Required? settings and First Day OnsitelLast Day Onsite for Subcontractors can
only be entered if the contract has been setup to track payroll. If payroll is not selectable, ensure
permissions for logged in user are read/write for Contractor Payrolls or contact the contract’s
Government Representative to ask if payrolls need to be tracked in RMS.

For a tutorial on how to add Subcontractors, see the RMS Support Center YouTube video: How
Add a Subcontractor - YouTube

RMS Website: https://rms.usace.army.mil/
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Contractor Payrolls

When payroll tracking is required, the Prime Contractor must keep all payroll reporting up-to-date
and current. All military and civil construction projects performed in the United States that are
governed by the requirements of the Davis-Bacon Act require tracking and documenting of
Contractor Payrolls. In some cases, this may also be required on contracts performed in overseas
(OCONUS) locations. A contract’'s General Provisions can be used to determine this requirement.

To navigate to Contractor Payrolls, select the Contractor Payrolls module within the
Administration tab.

L e Tes =] e
Contract Description Contract Access Control Correspondence Request for Information
Enter award description and funding sources. Control contractor staff access to this contract. Create, edit, and view, Letters and Memos. Respond to RF's from Controctor.
Contract location should be entered.
Prime Contractor Subcontractors Contractors Onsite Contractor Insurance
Identify Contractor for payment purposes and Identify Subcontractors, POC, and Trades. Enter dates that Subcontractors will be on-site. Track General. Aute, and Workman's Comp.
view Contractor Staffing. Insurances.

Contractor Payrolls Contract Notification Control
Enter or Review Controctor Payrolls for Control which notifications you will receive for

Departrment of Labor reporting purposes. this controct.

Introduction to Payrolls:

Contractor payrolls are auto-generated when a Contract Administrator logs into RMS Contractor
Mode and opens the Contractor Payrolls module. Payrolls will be generated based on the
following factors:

+ Contract Setup in Government Mode
0 The Track Contractor’s Payrolls in RMS checkbox must be checked.

0 The End Payrolls Milestone needs to be selected and no actual date should be
entered in the Actual Date field for the selected milestone (Contact Government
Representative to verify this information).

+ Milestone Schedule (Contact Government Representative to verify milestone settings)

0 The NTP Acknowledged milestone must have an Actual Date entered in the Milestone
Schedule module in Government Mode.

0 There can be no Actual Date set on the milestone selected for the End Payrolls
Milestone setting in Contract Setup, or the date must be within the set number of
days. See Contract Setup for Payrolls on the next page for details. If this setting does
not have a date, then no Actual Date can be set for any of the following milestones:

= Contractor Final Payment,
= Contract Physical Completion
= Construction Completion

RMS Website: https://rms.usace.army.mil/
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Contractor Payrolls

Introduction to Payrolls (cont.):

¢+ Contractors Onsite

0 The First Day Onsite field must have a date entered for all Contractors that will require
payroll.

0 The Last Day Onsite field must be empty.

¢+ Prime Contractor/Subcontractor
0 The Payrolls Required? checkbox must be checked.
0 The Payrolls ending day of week must be set.

Contractor Payrolls videos:

¢ Troubleshooting Contractor Payrolls

+Contractor Payrolls—Contractors on Site

+How to Add Contractors on Site and Enter Payroll Ending Days

Contractors Onsite:

The First Day Onsite must have been entered for all Contractors that require payroll for payroll
generation to begin. This can be checked or entered by going to the Confractors Onsite module
within the Administration tab. A list of all Contractors/Subcontractors and the associated First
and Last Day Onsite dates will be displayed.

The Government can enter these dates for the Prime Contractor, but the dates for Subcontractors
must be entered in Contractor Mode by a contractor user with at least read/write permissions for
Contractors Onsite.

All Contractors Contractors Onsite Contractors not Onsite
5 4 1

All Contractors X | 4) export

Drag a column header and drop it here to group by that column

Contractor T | Resp Code T | Trade T | First Day T | Last Day

03/27/2024 07/25/2024

|Sample SubContractor 03/27/2024 05/30/2024

|Second Subcontractor Signage 03/27/2024 07/19/2024
| Subcontractor 03/27/2024 03/30/2024

| Third Subcontractor 03/27/2024 06/28/2024

RMS Website: https://rms.usace.army.mil/
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Contractor Payrolls

Sorting Payrolls:

There are four different filter tiles at the top of the Contractor Payrolls Selection which can assist the
user with finding payrolls based on the status of the payroll. Clicking on any of these blue filter tiles
will filter the list of payrolls displayed in the data grid.

Contractor Payrolls Contractors Onsite

Payrolls Outstanding

For more information on different sorting, filtering or grouping options in RMS, please see the
Introduction to RMS Basics (KTR - Updated Feb 2022) on the RMS YouTube channel. This link will
take users directly to the section on sorting and filtering.

Note: The instructions given are for any data grid (list) view.

Sending Payrolls for Government Review:

Once the First Day Onsite value has been entered for all the appropriate Contractors, the draft
payrolls can be generated in the Confractor Payrolls module by users with write permissions to
the Contractor Payrolls module.

Contractor Payrolls

T +  Payroll T rof +  Payroll + Accepted/Rejected
Number I N Date

> | PRIM The Ranger Group, LLC 05/31/2025 0 0 Draft Payroll
1234 Sub Contractor for Training 05/30/2025 0 0 Draft Payroll 5
PRIM The Ranger Group, LLC 05/24/2025 0 0 Draft Payroll
1234 Sub Contractor for Training 05/23/2025 0 0 Draft Payroll
PRIM The Ranger Group, LLC 05/17/2025 0 0 Draft Payroll N
1234 Sub Contractor for Training 05/16/2025 0 0 Draft Payroll
PRIM The Ranger Group, LLC 05/10/2025 0 0 Draft Payroll
1234 Sub Contractor for Training 05/09/2025 0 0 Draft Payroll
PRIM The Ranger Group, LLC 05/03/2025 0 0 Draft Payroll
1234 Sub Contractor for Training 05/02/2025 0 0 Draft Payroll
PRIM The Ranger Group, LLC 04/26/2025 0 0 Draft Payroll
1234 Sub Contractor for Training 04/25/2025 0 0 Draft Payroll
PRIM The Ranger Group, LLC 04/19/2025 0 0 Draft Payroll
1224 Cuth Cantractar far Traininn NAMAINDS n n Niraft Davwrnll

RMS Website: https://rms.usace.army.mil/
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Contractor Payrolls

Contractor Payroll Edit

D Statement of Comphance

Contractor
Contractor Name Swb Contractor for Training Payrod Date 511372022
Payrol Number | (Optional) Reference No. (] Noa Work Week
Number of Employees 0 Payroll hours 0
Contractor Comments
v Copy information from payroll printouts. Submit a
printed hardcopy using the Document Package below.
Submated Date
< Payroll Ready for Review , Generate Statement of Complance
Government

Accepted/Rejected Date
Payroll Accepted

Payroll Regected

This area is Government entry

SN32022

Title of Package

Government Comments .
only. The Government willuse
~ this area to accept/reject the
payroll and add any comments.
Weeldy Payroll 1234 CONTRACTOR: Compiete o document pockoge for tha weekly payroll and submet if uting tha document pockoge manoger.

Revrwon History

T Revied By

Government Review and Acceptance of Payrolls:

Once the Contractor has sent the payroll to the Government for review, the Government must then
verify that all the information included in the payroll is correct and no documents/requirements are
missing. If the Government determines that the payroll is correct and agrees with the submission by
checking the Payroll Accepted checkbox, the Date Accepted field will be populated with the date the

Government accepted the payroll. The status of the payroll will change to “Accepted by Government”.

Government

y

Date Accepted 9/17/2024

| Payroll Accepted

Payroll Rejected

Government Comments

¥

RMS Website:

https://rms.usace.army.mil/
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Contractor Payrolls

Otherwise, payrolls will be returned for corrections with comments on what needs to be corrected
found in the Government Comments field. If no comments were entered here, contact the
Government representative to discuss the corrections needed. The payroll along with the existing
Document Packages that contain documents will also be returned when this checkbox is checked by
the Government.

Government

Accepted/Rejected Date 9/26/2024

Payroll Accepted I v Payroll Rejected I

Government Comments Please correct document, re-sign , and resubmit.

E

Returned payrolls will reflect the “Problem Payroll” status.

Contractor Payrolls Contractors Onsite

X g Export
Drag a column header and drop it here to group by that column

Resp : + Payroll - +  Payroll — ed/Rejected

Number Code tor Name T | Payroll Status
| 001 PRIM Ranger Group 09/03/2022 0 0 3/372026 Accepted by Government
| 0001 1234 Sub Contractor for Training 09/02/2022 0 1] Submitted to Government
> | 002 PRIM Ranger Group 08/27/2022 0 0 3/3/2026 Problem Payroll
| 0002 1234 Sub Contractor for Training 08/26/2022 0 (1] Submitted to Government |[=
PRIM Ranger Group 08/20/2022 0 0 Draft Payroll
1234 Suh Cantrartar for Traininn NAMGIN22 n 0n Nraft Pavrnll

Revision History:
Any action taken on the payroll (Submit, Return, Accept) will be captured in the Revision History table
at the bottom of the Payroll Edit view.

Revision History

Revision History

Rewvision Date Action T | Revised By
10/1/2024 5:30:04 PM UTC | Accept
oy Revision History | [110/1/2024 5:22:04 PM UTC | Submit
| [8/22/2024 1:45:00 AM UTC | Return
| [l8722/2024 1:44:38 AM UTC | Submit

RMS Website: https://rms.usace.army.mil/




Contract Finances

Contract Menu

Preparatory Meetings Submittals Deficiencies
% Completed: 0 Overdue: 221  Average Days to QA QC
Open: 0 Cose: 0 Open: 2 0
Completed: 4/226 (1.77%) Closed: 0 0
Resubmittal Rate: 1/226 (0.44%)

e T T T

Pay Activities Progress Payment
Pay Activity Listing and tabulations by CLIN, Add, modify. or view Payments to the Contractor.
Contractor, and Feature of Work.

+ Finances: This tab is used to manage data needed to create and submit requests for Progress
Payments.

0 Pay Activities: Use this module to manage activity data; A task or milestone associated
with a CLIN .

= YouTube video: How to Add Pay Activities (KTR - Updated March 2022)

0 Progress Payments: Use this section to create and submit monthly Progress Payment
requests. Payments are requests from the Contractor for work performed or progress
made. Progress payments can only be requested monthly and must be approved by the
Contracting Officer

RMS Website: https://rms.usace.army.mil/
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Pay Activities

Prerequisites: NTP Actual Date must be set and CLINs added to the contract. Contact the
Government representative for the contract to check on these requirements.

There are two ways to add pay activities in RMS:
1. Manually add the activities.

2. Add the activities by importing a schedule file.

=0 i G T T T

Pay Activities Progress Payment

Pay Activity Listing and tabulgtions by CLIN, Add, modify, or view Payments to the Contractor.
‘Contractor, and Feature of Work.

When a user navigates to the Pay Activities module within the Finances tab, there are four tabs
that users can use to view data. The Activities, CLINs, Contractors, and Features tabs. Each tab
will be covered individually below.

Activities:

The Activities tab will show all the activities. In this view, users can manually add new activities.
Users can also determine the Activity ID, Description of the activity, if an activity has been linked
to a CLIN, and the amount allotted for the activity. The blue filter tiles up at the top can help sort
the view by activities not linked to a CLIN. The bottom of the tab will show a summary of the
selected activity.

Activities CLINs Contractors

eatures
All Activities Activities with no CLIN / Invalid CLIN
3 0

Pay Activities

@Jadd &) Edit @) Delete

Drag a column header and drop it here to group by that column
$2,667,515.00

Second Floor 0002 $1,829,247.36
option 0003 $578,912.64

CLIN / Contract Balance

CLIN 0001 $2,667,515.00 Current Contract $5,875,675.00
Sum of Activities $2,667,515.00 Sum of All Activities $5,075,675.00
Variance $0.00 Variance $800,000.00

RMS Website: https://rms.usace.army.mil/




Pay Activities

CLINs:
This CLINs tab will show all the CLINs added to the contract. Only the Government can add CLINSs.

In the data grid, the screen shows whether a CLIN has been balanced with all activities linked to the
CLIN. A CLIN is considered balanced when the sum of all activities linked to the CLIN equals the
total of the CLIN.

Unbalanced CLINs will display the status of “UNBALANCED” in red. The number of activities linked
to each CLIN will show in the data grid as well.

Activities

Activities Contractors Features

“ . o

&) Edit ﬁ Export

Drag a column header and drop it here to group by that column

T | CLIN Description L Nur_n!J_erof T | Current Contract T | Sum of Activities T | Status
Activities
0001 Headquarters First Floor 1 $2,667,515.00 £2,667,515.00 Balanced
|OUD2 Second Floor 1 $1,829,247.36 $1,829,247.36 | Balanced
|OUU3 option 1 £578,912.64 $578,912.64 Balanced
Contractors:

The Conftractors tab shows all the Subcontractors and the Prime Contractor for the contract. The
data grid will display the number of activities linked to each Contractor/Subcontractor. Any listing
that displays the Contractor Full Name in red is not linked to an activity.

Activities

Activities CLINs Features

All Contractors Contractors Linked to Pay Activities Contractors not Linked to Pay Activities
3 1 2

#) edit Subcontractors
Activity Count T | Contractor Full Name T | Responsibility Code T | Trade L A P—
Amount
0 | Door Carpenter's, INC DOOR Ceramic Tile $125,000.00
0 Pete's Flooring Experts 1234 Carpet $25,000.00
1 Today's Contractor's Extrodinaire PRIM <Not Set» $0.00

RMS Website: https://rms.usace.army.mil/




Pay Activities

Features:

The Features tab will show all the Features added in the contract. The number of activities linked to
each Feature will show in the data grid as well. Any listing that displays in red is not linked to an
activity.

Activities

Activities CLINs Contractors

All Features Features Linked to Pay Activities Features not Linked to Pay Activities
62 4 58

Features of Work X | 4] export

Drag a column header and drop it here to group by that column

Activity Count 1| Feature Title T | Feature ID

1 | Administrative E1C00002
Framing E1C00011
Fire E1C00013
Punchlist E1C00015
ADM E1C00001
LIGHTMING PROTECTION E1G00028

To see which activities are linked to which CLIN, Contractor, or Feature, click on the corresponding
tab. Then, double click on the CLIN, Contractor, or Feature in question.

Manually Adding a Pay Activity:

Click on the Activities tab and then click on the Add button. Enter the activity number in the popup
window.

Note: The activity number cannot be edited after the OK button has been clicked.

 RMS Add View X

5 The following information is required to add a new Activity

‘ oK ‘ | Cancel

RMS Website: https://rms.usace.army.mil/
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Pay Activities

In the Activity Edit view, users will add the Description, Duration, Phase, Area, and Activity Amount.

A Subcontractor, Feature of Work, Work Category, and/or CLIN can also be linked to the activity if
those items have already been added in RMS. For contracts that use dredging, there is an extra
lookup field to choose the Dredge Waterway Feature (which only shows the waterways that were
added to the District Library).

To link the activity, click on the blue box next to the corresponding field to display the field lookup
dialog box. Choose the appropriate selection and click OK.

Note: If unsure how to fill out the Duration, Phase or Area sections, consult a USACE
representative for the contract.

Activity 987654

Basic Activity Information

Activity # 987654 Description
Duration 0/ days Phase Area

CLIN Assignment and Pricing
Activity Amount $0.00

CLIN i oties

o |

Quantity

This activity is not linked to a CLIN. You can enter amount and/or quantity values, but they may be recomputed
when a CLIN is linked

<No CLIN=> £0.00
Sum of Activities $0.00
Variance $0.00

RMS Website: https://rms.usace.army.mil/




Pay Activities

At the bottom of the Activity Edit view, a summary of the linked CLIN will be displayed.

Once all fields have been added or updated, click the Back button to save the changes.

Using a Schedule File to Add Pay Activities:

The second way to add pay activities is through the use of an imported schedule file.

1. First, the Contractor will need to export the scheduling file from the scheduling software. This file
should be an SDEF-formatted .txt file, .xml file, ora native .xer file.

2. After the schedule file has been properly saved, it can then be uploaded into RMS using the
Import/Export | Network Analysis Schedule (NAS) module. (See the Network Analysis
Schedule (NAS) section of this guide for more information).

3. After the Government has approved the import, the Contractor can then import the information
into the contract and the pay activities will be automatically created in RMS.

RMS Website: https://rms.usace.army.mil/




Progress Payments

The Progress Payments module is where the Contractor will request payment on the contract from
the Government. This module is usually completed by the Contractor and reviewed by the
Government before being accepted and sent to the Corps of Engineers Financial Management
System (CEFMS) to finally pay the Contractor.

o

Progress Payment
Pay Activity Listing and tabulations by CLIN, Add, modify, or view Payments to the Contractor.
Contractor, and Feature of Work.

Note: If these two modules do not appear as shown in the image above, then the contract setup
has not been completed. The Contract Award Date, Duration, and NTP dates must be set in the
Milestone Schedule module within the Schedules tab in Government Mode before any action is
taken on the contract’s finances.

Prerequisites to initiating a Pay Request:

+ Ensure the Government has the correct Payee Office address. Payments are made by
Electronic Funds Transfer (EFT). This information should have been included with the
Bid/Proposal. If EFT is not set up, a check will be mailed to the Contractor’s address
on file in the Contractor's SAM.gov account.

+ Input a complete list of all Subcontractors and the associated subcontract amounts.
This information is input in the Subcontractors module. This is a requirement of FAR
52.232-5 Payments under Fixed-Price Construction Contracts.

+ Have an approved Activity Schedule. While some offices may allow submitting a Pay
Request without an approved schedule, this accommodation is not required to be
provided. Offices may also assess a 10% withholding until there is an approved
schedule.

+ Update the Activity Schedule with current progress amounts and/or quantities.

¢ Ensure there are no CLIN or contract variances. Check the status on the bottom of the
Pay Activities module. If there is a variance that is anything but $0.00, RMS will not
allow creation of the Pay Request until the variance is zeroed out.

+ The Pay Activities need to be balanced with the CLINs.
¢ All Pay Activities must be linked to a CLIN.

IMPORTANT: If Primavera (or other scheduling software) is used, then anything imported via the
monthly schedule file will overwrite what is in RMS in those respective modules. Therefore, it is
important that any corrections or changes be made inside the scheduling software rather than in RMS.

RMS Website: https://rms.usace.army.mil/



https://lawelawemg-my.sharepoint.com/personal/haleyc_lawelawets_com/Documents/Haley%20and%20Tim%20Files/Manuals/FY24%20Q3/2024%20Q3%20RMS3%20CM%20Guide%20(Version%204.7).docx#_bookmark6#_bookmark6
https://www.acquisition.gov/far/52.232-5?searchTerms=52.232-5
https://www.acquisition.gov/far/52.232-5?searchTerms=52.232-5
https://acquisition.gov/content/52232-5-payments-under-fixed-price-construction-contracts

Progress Payments

When the Contractor is ready to start a new Pay Request, the Prepare Pay Request No.
button, shown at the bottom of the screen, is the starting point. Click on this button to start the
Pay Request.

Progress Payments

Drag a column header and drop it here to group by that column
Invoice No. T | PayPeriod From T |PayPeriod Thu T Ez:::;gs - T | Eamnings to Date 1 | Paid to Date T | Status of Payment R
> | 1 03/13/2013 04/30/2013 §8,285,183.00 §8,285,183.00 §8,285,183.00 Paid on 05/10/2013
| 2 05/01/2013 05/31/2013 $2,470,000.00 £10,755,183.00 $10,755,183.00 Paid on 06/12/2013
| 3 06/01/2013 06/30/2013 §8,627,883.00 $19,383,066.00 §19,383,066.00  Paid on 07/23/2013
| 4 07/01/2013 07/31/2013 §7,763,880.00 $27,146,946.00 §27,146,946.00 Paid on 08/21/2013
Pay Request No. 5 not started I Prepare Pay Request No. 5 I

Financial Issues Preventing Access to Payments

The following financial issues must be corrected prior to adding/editing payment details

Issues Memo  The sum of activities is not equal to the current contract amount.
CLIN 0007 is not balanced with its activities.

Note: RMS will not allow creation of the Pay Request until financial issues resulting in variances
in CLIN/contract totals or other problems causing an imbalance are resolved.

The Pay Request will contain six different tabs for data entry.

| Requested Activity Earnings | Requested CLIN Earnings Subcontractor Earnings Additional Earnings Payment POCs Document Package

RMS Website: https://rms.usace.army.mil/




Progress Payments

Tab Descriptions:

+ The Requested Activity Earnings tab is where a percentage, a quantity, or an amount
representing the work completed for this request. When using a NAS file to manage the
Activity Schedule in RMS, this step can be performed in the scheduling program. In the
scheduling program, update activities with the progress for which payment is intended to
be requested, create the NAS file (SDEF, XML, or XER), then import the file into the
contract BEFORE importing the Earnings into an invoice.

When manually entering the data for the requested percentages and/or quantities directly
into RMS without using the NAS, the scheduling program should also be updated with the
same information to ensure data continuity and integrity

¢+ The Requested CLIN Earnings tab is a read-only view that summarizes the results of the
Activity Earnings by CLIN entered on the Requested Activity Earnings tab .

+ The amounts entered in the Subconftractor Earnings tab will be reflected on the Prompt
Payment Certification in compliance with FAR 52.232-5 Payments Under Fixed-Price
Construction Contracts. Enter the total amount earned by each Subcontractor for the pay
period; do not exclude deductions. Consult with the government Representative when
using Subcontractor Deductions.

+ The Additional Earnings tab is used when there are circumstances that require a request
for additional earnings that are not included in the Pay Activities, this adjustment is added
to the Pay Request.

¢+ The Document Package tab is the final step in completing this Pay Request. The
Document Package is where any additional documents can be added, if needed. Before
the Progress Payment can be completed, the Pay Period Thru and Payment Invoice Date
on any of the tabs in this module must be entered. Then a review of the Prompt Payment
Report is recommended to ensure accuracy of all data entered in the invoice. To review
the Prompt Payment click on the Prompt Pay Report button. After confirming the report is
correct, click on the Requested Earnings Complete checkbox to submit the Pay Request to
the Government.

RMS Website: https://rms.usace.army.mil/
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Progress Payments

Clicking the Requested Earnings Complete checkbox will (1) add a Prompt Pay Report to an
already existing document package or in a new document package, and (2) notify the Government
that the invoice has been completed, if the Government has notifications turned on.

The Prompt Payment Form that is generated WILL NOT BE SIGNED until the Contractor signs it.
Before sending the Document Package to the Government for processing, the Prompt Payment
Certificate must be signed. Select the Document Package and click the Edif button to sign the
Prompt Payment Certificate. Then, add and sign any other documents required by the contract.
Click on the Submit for Review button to send the Document Package to the Government.

Requested Actmity Earmings  Requested CUN Earmings Subcontractor Earmings Acavonal Earnngs Payment POCs @

Invoice No. 0003 CONTRACTOR: Complete @ document pockape for IS imvonte Ond Submal & using INS SOCument packope manoper. The Socument pockope should
Inctude the Prompt Pay document and any applcodie SUPpOrting JoCuments.
Ass . Prompt Pay Signed _ Title of Package atus o.
ton
Detete

Pay Period They | 6721

o

Marking requested earnings complete will transfer the
payment to the Government for approval. The invoice
will become read only during Government review. Do

you want to proceed?

Click onYES
to continue or
NO to cancel.

T

¥

Invosce No. 0003 CONTRACTOR: Complete 0 document pockope for IS invosce ond submit & using tha document pockope manoper. The document pockope should
nchade the Prompt Py Socument ond ony applcobie Supporting documents.

Sutemet Prompt Pay Signed _ Title of Package

us . w
. > ‘ Invoice No. 0003 Not Ready 1
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Progress Payments

There may be times when the Government finds reason to return a Progress Payment request.
When this happens, the Contractor will receive an RMS-generated message if notifications are
turned on for Payment returned to Contractor for Corrections.

Before continuing, meet with the contract's USACE Representative to find out which corrections
need to be made to the Progress Payment request/invoice. To make the requested changes, open
the Pay Request by clicking on the Prepare Pay Request No. button.

Pay Request No. 2 not completed by Contractol Prepare Pay Request No. 2 |

Once the contents of the report have been checked and no changes are needed, open the
Document Package tab, and check the Requested Earnings Complete box.

Invoice No. 1 [5) Prompt Pay Report  [5) ENG 93
Requested Activity Earnings | Requested CLIN Earnings Subcontractor Earmings Addmtional Earnings Payment POCs

Invoice No. 0001 CONTRACTOR: Compiete o document pockoge for this invoice and submit it using this document pockoge manoger. The document pockoge should

include the Prompt Pay document and any applicoble supporting documents.

Prompt Pay Signed ' Title of Package Status

Invoice No. 0001(2) Not Ready

Pay Period Theu | 8/13/2024 | Payment Invoice Date | 8/29/2024 ] v Requested Eamings Complete

RMS Website: https://rms.usace.army.mil/
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QC Daily Reports

Use the QC Daily Reports module to write daily reports that document the events and activities for the
corresponding day(s). Whenever onsite work occurs, a Daily Report should be completed for the day.

I T O T T T

QC Summary QC Dailly Reports Features of Work Three Phase Inspections
A roll-up of each QC Daily Report entry topic. Prepare and Review Daily QC Reparts. Listing of Definable Features of Work to be used A tabulation of DFOW and the number of Checks
in the 3-Phase Inspection process. linked to the 3-Phase Meetings.

Hazard Analysis QC Requirements Equipment Checlks

Dredging Equipment
Listing of each AHA that has been, or should be, Entry screens for QC Tests, User Schoots, Instalied Listing of Equipment used, or anticipated to be
prepared for each hazardous activity. Property. and Transfer Property. used o the jobsite

Listing of Dredging Equipment used, or
anticipated to be used.

f all contractor and subcontractor
hours of work to comply with OSHA

In this module, the reports are categorized in four different ways.

All Daily QC Reports: Comprehensive list.

Completed QC Reports: Reports completed and sent to the Government for review.
Not Completed QC Reports: Reports in progress, not yet sent to the Government.
Accepted: Reports that have been accepted by the Government.

* & o o

98 11162023 Thorsdey Weatrar Cauned Mo Delry Completed - Receed by the Govt v
9T MNS202) Wednesday  Weather Caused No Delay Completed - Recered by the Gov't v
™ NN42023 Tuesdey Weather Covsed No Delay Complated - Recerved by the Govt

If the contract includes Dredging and the USACE Representative has set up to require separate
Dredge Reports, the QC Daily Reports summary screen will include additional filters to access
these reports
¢ All Dredge Reports: Comprehensive, will show all Dredge Reports.
¢ Complete Dredge Reports: Dredge Reports completed and sent to the Government for review.
¢ Incomplete Dredge Reports: Dredge Reports still being worked on, not yet sent to the
Government.

Note: If creating a Dredge Daily Report, first click on the All Dredge Reporis filter tile at the top

Complete Dredge Ilu:umplzte Dredge

Reports

0

Q) Add &) Edit All Dredge Reports

Drag a column header and drop it here to group by that column

RMS Website: https://rms.usace.army.mil/




QC Daily Reports

The QC Daily Report consists of nine sections documenting all the day’s onsite activity. Click the Add
button and select the day in need of reporting to begin work on a QC Daily Report.

Weather: The report cannot be completed without selecting from this
dropdown list. This is important for documenting weather conditions that
affect the contract’s ability to work and determining whether a time
Weather Not Entered extension as a result of unusually severe weather is due.

Weather

QC Narrative: Descriptions of what happened at the work site are added
here. Do not rely on the Government to record the day’s events. In the
event of a dispute with the Government, these QC Narratives can be

0 Written Today beneficial for the Contractor’s position.

QC Marratives

QC/QA Deficiencies: This submodule is used to track deficiencies
identified by the Contractor and the Government. A deficiency may be any
item that has not been performed/completed in accordance with the

0 of 0 Corrected Today contract and requires further action to be considered acceptable.

QC/QA Deficiencies

QC Requirements: As a QC Requirement is completed, report the

QC Requirements completion in the QC Daily Report on the date of completion.
Requirements can also be added in the QC Daily Report. Completion of a
QC Requirement is subject to verification/concurrence by the
Government.

Prep/Initial Inspections Prep/Initial Inspections: This selection is used to report when one of
these inspections is conducted. Add the report date(s) for which an
Preparatory or Initial Inspection was to the appropriate inspection record.

0 of 0 Completed Today

0 Prep. 0 tnatial Today
Activities Started/Finished: This submodule must be used to report

Activities Started/Finished actual Start and Finish Dates of activities. Depending on Contract
settings, these dates may or may not be imported using the SDEF file.
0 Started. O Finished Today Check with Government representative.
Contractors on Sie Contractors on Site: Document the first and last days on which

Subcontractors are working at the jobsite in this submodule. These are

the dates that are used to track insurance and payroll requirements.
0 Started, 0 Finished Today

Labor/Equipment Hours: Report actual Labor/Equipment Hours
Labor/Equipment Hours
expended on the jobsite. A monthly tally of the labor hours reported here

is used to generate the required monthly exposure hour reporting.
0 Labor, O Equapment Hours

Mishap Reporting: All mishaps are reportable, whether it occurs on or off
the jobsite, there was injury or damage to someone, or something
incurred during performance of work related to the contract. Any of these
occurrences must be reported on the QC Daily Report.

Mishap Reporting

RMS Website: https://rms.usace.army.mil/




Exposure Hours

Exposure Hours are the number of paid duty hours of all Prime Contractor and Subcontractor
employees while on the worksite. Unpaid hours count as exposure when employees are living
or staying onsite. These are managed in the Exposure Hours module.

QC Summary QC Daily Reports Features of Work Three Phase Inspections
A roll-up of each QC Daily Report entry topic. Prepare and Review Daily QC Reports. Listing of Definable Features of Work to be used A tabulation of DFOW and the number of Checks
in the 3-Phase Inspection process. linked to the 3-Phase Meetings.

Hazard Analysis QC Requirements Equipment Checks Dredging Equipment
Listing of each AHA that has been, or should be, Entry screens for QC Tests, User Schools, Installed Listing of Equipment used, or anticipated to be Listing of Dredging Equipment used, or
prepared for each hazardous activity. Property, and Transfer Property. used on the jobsite. anticipated to be used.

Exposure Hours
Compilation of all contractor and subcontractor
hhours of work to comply with OSHA

Contractors are required to submit monthly Exposure Hours reports. Report requirements start
from the contract’s Notice to Proceed (NTP) date until the contract Completion Date. These
requirements should be included in the contract’s safety specification. The government has
the responsibility of reviewing and accepting the Exposure Hours Report. The report may also
be returned to the Contractor for corrections.

For instructions on completing the Exposure Hour Report in RMS Contractor Mode: https://
www.youtube.com/watch?v=kPAODnV1pOM

RMS automatically creates a line for each month on the first day of the subsequent month. It
is the Contractor’s responsibility to ensure the hours are correctly entered into the report prior
to submitting to the Government.

All QC Daily Reports for the month must be completed in order to copy the exposure hours
into the report. RMS will not allow users to copy data without completing the QC Daily Reports
for that month.

RMS Website: https://rms.usace.army.mil/
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Exposure Hours

In Revwew by Governm
Accepted by Governm
Not Completed
Not Completed

A N © renelatad

0
0
0
0

)
¥ bposure Repont

#) gt [5) Copy

PRI Prme 0 -]
{1234 Sub Contractor for Tramng Subontractor 0 0 0
|MDC Testing Subcontractor Sl ONtracton 0 -] 0
> [sub Sub Test Contractor Subcontractor 0 ° 0
[ Tousts| 0 0 c]
Submutter
Got Remarics
4
Exposure Hours for Mar - CONTRACTOR Compilete 0 document pockoge for the Exposure Hours packoge and submat i using this document pockoge monoger.
2024
Add . Title of Package
s ot |
. -
| Delete |
Compieted - Ready to send to the Government
Revision History

The Exposure Hours Report must be signed when sending to the Government.

The contract’'s USACE Representative must report exposure hour metrics to safety offices,
therefore it is recommended that the Exposure Hours Report submittal timelines be coordinated
with the Contract representative. This will help avoid any retainage of funds from the progress
payment request.

RMS Website: https://rms.usace.army.mil/




QC Requirements
[ rumrien | _comes |6 | swmus | somars | oo | mwoioron | conmaers

QC Summary QC Daily Reports Features of Work Three Phase Inspections
A roll-up of each QC Daily Report entry topic. Prepare and Review Daily QC Reports.

Listing of Definable Features of Work to be used A tabulation of DFOW and the number of Checks
Hazard Analysis QC Requirements

in the 3-Phase Inspection process. linked to the 3-Phase Meetings.
Listing of each AHA that has been, or should be, Entry screens for QC Tests, User Schools, Installed
prepared for each hazardous activity. Property, and Transfer Property.

Equipment Checks Dredging Equipment
Listing of Equipment used, or anticipated to be Listing of Dredging Equipment used, or
used on the jobsite. anticipated to be used.

Exposure Hours
Compilation of all contractor and subcontractor
hhours of work to comply with OSHA

The QC Requirements module presents all the QC Requirements at a glance. QC
requirements are listed as part of UFGS 01 45 00.00 10. QC Requirements is the collective
term given to contract requirements for QC Tests, User Schools, Installed Property, and
Transferred Property. The Contractor is responsible for developing a complete listing of all
QC Requirements and making sure these requirements are entered into RMS.

All QC Requirements QC Tests User Schools Installed Property Transfer Property

¢+ QC Tests are numbered CT-##### - The need for specific QC Tests is identified in the
specifications. Completion of QC Tests and test result statuses are entered in the QC
Daily report’s QC Requirements submodule only. See training link for how to update
this information: QC Requirements - Update March 2026

¢+ QC Retests are numbered CT-#####.##. The number will be replicated from the
original QC Test and decimal points will be appended to represent the retest
iteration. For example, the first QC Retest created and linked to QC Test CT-00002
will be numbered as CT-00002.1

¢ User Schools are numbered US-##### - User Schools is the training or instruction
that must be provided to Customers on equipment or systems provided and/or
installed as part of the contract.

¢ Installed Property is numbered |P-##### - Installed property is equipment that is
permanently installed/ attached to a facility. The equipment will typically have serial
numbers, require maintenance and are discrete entities.

¢ Transferred Property is numbered TP-##### - Transferred Property includes spare
parts and supplies that are furnished by the Contractor and turned over to the
Government as part of the contract requirements.

RMS Website: https://rms.usace.army.mil/



https://www.youtube.com/watch?v=eOFevk-TuMQ

QC Requirements

The QC Requirements appear in the QC Requirements submodule within the QC Daily
Reports. Statuses for QC requirements can only be changed in this view. Once the
Completed, Completed - Passed, or Completed - Failed status has been set on
requirements, the statuses cannot be changed in any future daily reports. If changes are
needed, users can only make those updates in the same daily report in which the
requirement was placed in completed status. Once a QC Requirement is reported
complete, it appears in the Government QA Report area to be verified, if required. If the
action taken by the Contractor complies with the requirement, the item is officially
completed. If the action does not meet requirement specifications, it is reissued to the
Contractor.

All QC Requirements QC Tests User Schools Installed Property Transfer Property
el

&) Add &) Edit All QC Requirements "3 Export

Drag a column header and drop it here to group by that column
T ac

P T | Location 1 | Description 11 QC Date 1| Results 1

Ba CT-00006 Mech Rm 1 190327 Additional Activity reference - F... | 12/01/2018 Completed-Failed ¥
_ |l265100 CT-00007 More Money | Domstic Cold Water in bathrooms 127... | 12/01/2018 Completed-Passed
__||310000 CT-00008 Mech Rm 1 Domestic water in Mech Room #1 teste...  03/01/2018 Completed-Passed
_ ||oges00 CT-00009 WSOC/ SATCC | FM200 Meggar Test passed 05/12/2022 Completed-Passed

015100 CT-00010 test Chilled & Hot Water and Gas piping pre... | 11/13/2017 Completed-Failed
~Jlor3119 CT-00014 asdfasdfas Test completed box 06/09/2021 Completed-Awaiting Results
_ |[o2813 CT-00020 Mech Room 2 | These are toilet accessories. For the toilet. | 01/24/2018 Completed-Failed
000001 CT-00021 CA Requirement needed by 12/13/2020 02/01/2018 Completed-Passed
~ |238123.0020 CT-00022 Mech Room 2 | Something to test 07/14/2013 Completed-Awaiting Results
___loo0o01 CT-00023 Mech Room 2 Testing 2 Not Completed
1338200 CT-00025 WSOC/ SATCC | Storm sewer flush / inspect 01/27/2018 Completed-Passed
1323126 CT-00026 CA Wire fences and gates 01/27/2018 Completed-Passed
_|lo72200 CT-00027 WSOC/ SATCC  Roof and deck insulation 01/27/2018 Completed-Passed
__ |lo53000 CT-00028 CA Steel decks 02/22/2018 Completed-Passed

"019100.15"01910 CT-00031 Mech Room 2 02/22/2018 Completed-Awaiting Results L

QCQA No. CT-00006 Section Activity ID 40700.0pt5
Description 190327 Additional Activity reference - FM 200 Pressure Tested at 50psi for 30 minutes each Passed. Witnessed by Eric Holtzberger, Fire
Marshall.
¥

RMS Website: https://rms.usace.army.mil/




Submittals

Contract Menu

Preparatory Meetings Submittals Deficiencies
% Completed: 0 Overdue: 221  Average Days to QA QC
Open: 0 Cose: 0 Open: 2 0
Completed: 4/226 (1.77%) Closed: 0 0
Resubmittal Rate: 1/226 (0.44%)

Specification Sections Submittal Register Transmittal Log | Submittal Assignments

List of Specification Sections required for this Required Submittal items to be provided by Record of Submittal items transmitted for Assign activities to submittal items.

contract. Controctor. Government review or information.

Submittals: The modules included in this tab are used to manage the Submittal Register and
Transmittals. Submittals are required by the contract to regulate the timely flow of materials to be
incorporated into work. They are necessary to demonstrate that the proposed materials are
compliant with the contract. All required submittals must be provided by the Contractor in time to
allow for the review, approval, procurement, delivery, and performance of the Preparatory Phase
Inspection.

Within the Submittals tab:

+ Specifications Sections: This is where users add or view the list of specification sections
required for the contact.

+ Submittal Register: The Submittal Register is used to show all submittal items that the
Government and Contractor agreed to use during the contract. This is where each individual
item’s status, history, and due dates can be reviewed at a quick glance.

¢ Transmittal Log: This is where the transmittals are sent by the Contractor and received by
the Government. It also shows a Record of all the Submittal items transmitted to the
Government by the Contractor.

+ Submittal Assignments: This allows the Government to quickly assign or change reviewers
and set review periods or activities for multiple submittal items at once.

RMS Website: https://rms.usace.army.mil/




Specification Sections

The first step to begin sending transmittals is to populate which specification sections will be required
for this contract. Normally, the Contractor adds the specification section and the submittal register
into RMS. However, there are times when the Government may need to make manual adjustments
to these areas.

0 G 0 T e

Transmittal Log Submittal Assignments
Record of Submittal items transmitted for Assign activities to submittal iferms.
‘Government review or infomation.

Specification Sections Submittal Register
Lict of Specification Sections required for this Required Submittal items to be provided by

contract Coantroctor.

In RMS, there are 3 ways to add specifications:
1. Use Master List (four are provided in RMS).
2. Manually add a specification.
3. Import a Specslintact file or Excel file.

If Master formats do not contain the desired specification, it can be customized and the specification
(s) can be manually added. It is recommended to consult the District’s policies regarding manual
submittals entry.

n £)Edit ©,) Dolete Specification Sections f X &) export

Select Sections from MasterFormat 1995 Library
Select Sections from MasterFormat 2004 Library d
Select Sections from MasterFormat 2014 Library

Select Sections from MasterFormat 2016 Library

Manually Add New Section
Select Sections from MasterFormat 1995 Library

Select Sections from MasterFormat 2004 Library :

Select Sections from MasterFormat 2014 Library

Select Sections from MasterFormat 2016 Library

RMS Website: https://rms.usace.army.mil/




Submittal Register

The next step in preparing to send transmittals is setting up the Submittal Register in the
Submittal Register module. This module shows a summary of each submittal item and allows
users to make changes to the submittal items that have already been entered.

0 e G e e

Specification Sections Submittal Register Transmittal Log Submittal Assignments
List of Specification Sections required for this Required Submittal items to be provided by Record of Submittal items transmitted for Assign activities to submittal fems.
contract. Controctor. Government review or information.

It is usually the Contractor’s responsibility to enter the Submittal Register items. There are two
ways to set up the Submittal Register: manually or via the Import Submittals capabilities in the
Import/Export tab.

1. To add a new submittal item, click on the Add button and then select the section to which
the submittal item is associated.
Note: If the user does not see the Specification Section in this list, the user or the
Contractor will need to go back to the Specification Section submodule to add it.

2. Then, click on the Next button to open the Submittal Item Edit view.

3. Enter the ltem Number and ltem Number Extension, then click on the Finish button.

4. Enter the Submittal Description and select the Activity for which the submittal is required in
the Required for Activity field.
5. Next, set the primary and one or more secondary reviewers for each submittal item.

Another way to edit some submittal items is to use the Grid Edit button. Here, the user can
quickly see and edit the fields for multiple submittal items at once without opening the Submittal
Item Edit view. Once complete, click on the Save Changes button to save any changes, then click
the Back button return to the Submittal Register grid view.

6&)Add ZJEdit ©) Delete o Grid Edit Submittal ltems - X | &) export

Section T SD No T | Description .
=

This is a new contract for training
[E1002723] W9128F22C0027

T | Required for Activity

RMS Website: https://rms.usace.army.mil/




Submittal Register

Pictured below is a breakdown of the Submittal Register view.

To pare down the items shown in the
table, click on the box corresponding
to the subset with the desired status

When there is more than one
Submittal Register, click on this
box to toggle between registers.

o and due date.

Submittal Register

All Due >7 days Due <=7 days Overdue

Register 01-Main Register » Outstanding tems - KTR Action Required [ EREE] NN IO
L Completed Items 1 ‘

/ \ J
Y

This number represents the total Filter registers by

number of items in the selected

register. Click on this box to see
ALL submittals.

Click to select another Register

6)add Z)edit @) Delete &) Grid Edit Submittal Items X | &) Epot

Drag 3 column header and drop it here to group by that column
Section Tdltem No | SDNo T | Description T| Dateln T ?fde T | Date Out T Side T Status T
| 0102101 1 03 Register item 1 Qutstanding
| 0102101 2 03 Register item 1 Qutstanding
| > [010400 1 0 Survey Field Reports [05/09/2023 | A Complete
| |l0o11100 1 01 ruction Submittals 06/16/2023 A Qutstanding
| 011100 2 01 05/16/2023 A Complete
| 013000 1 01 Submittals 05/08/2023 A In Review
| 013000 2 01 on Map 05/09/2023 A
| 013000 ures 05/08/20. A
013060 :
o100 Col il Columns filled
= olumns Tile ;
[ o122 as items are
[ o320 by Specsintact submitted
013201
| 013201 Qutstariding
| 013201 5 Qutstanding
| 013201 6 Qutstanding
| 013201 7 Qutstanding
| 013201 8 Qutstanding
| 013201 9 Initial Construction Schedule Qutstanding
n12m n [1h} Derindir CAnctriirtinn Srhadula [indatac Mhrtctandina
0 atio QC Cod — QA Cod o Co o B
1 No A 05/09/2023 A 05/09/2023
Transmittal history of the selected item displays here.
To view the transmittal, click on the edit button or =

double click on the transmittal to open.
Note: Transmittals pending Government receipt
cannot be opened by the Contractor.

RMS Website: https://rms.usace.army.mil/
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Transmittal Logq

Specification Sections Submittal Register Transmittal Log Submittal Assignments
List of Specification Sections required for this Required Submittal items to be provided by Record of Submittal items transmitted for Assign activities to submittal items.
contract. Contractor. Government review or information.

The Transmittal Log module maintains the record of submittals made and the associated status. All
submittals must be made using a Transmittal Form or ENG Form 4025-R (4025), generated in RMS.

Transmittals are grouped into five categories in this module.

¢ Draft Transmittals: Transmittals that have been initiated but have not yet been submitted
or have been returned for corrections. The Transmittal Log screen always opens in this
view. The Government cannot see these transmittals yet.

¢ Pending Government Receipt: Transmittals that been completed and submitted to the
Government, but the Government has not yet acknowledged receipt/date stamped in. The
option to view these transmittals is allowed, however, users cannot edit these transmittals.

¢ Transmittals in Review: Transmittals received and acknowledged by the Government, but
not yet acted on. The transmittals are still viewable but read-only.

¢ Pending Contractor Acknowledgement: Transmittals returned to the Contractor after
Government review but awaiting acknowledged receipt by the Contractor. These
transmittals may or may not require additional action by the Contractor. These transmittals
can be viewed by both Contractor and the Government but are read-only.

¢ Completed Transmittals: Transmittals returned in which the Government has completed
its action, and the Contractor has acknowledged receipt.

Transmittal Log

i Pending Gowernment Rece Tramsmittals in Review Pending Contract: Completed Transmittals
Register 01-Main Register o mE - e ——
Click to select another Register o 3 1 o

$)Add &) Edit @) Delete Draft Transmittals

Dwrag a columnn header and drop it here to group by that column

. o . - . Contractor
Transmittal Number Submittal Items included on Transmittal Prepared Contractor Sent
€pa

RMS Website: https://rms.usace.army.mil/




Transmittal Log

The specification sections must be set up before submittals can be created and then combined into
like types for transmittals that are sent to the Government. Transmittals are usually sent by the
Contractor to the Government. Transmittals also aid in the generation of the digitally signed ENG
4025 form by both the Government and the Contractor.

Once a group of similarly typed submittals or individual submittals are sent, they become
transmittals. This is all organized by the specification sections. Specifications can be added by
Submittal Register import or manually. RMS provides built-in libraries to use for manual specification
sections addition, as well.

Creating a Transmittal:

Transmittals can only be created once specification sections and the Submittal Register have been
created. There must be outstanding submittals for a transmittal to be created, and similarly, for
submittals to be created, there must be outstanding specification sections.

To start, click on the Add button.

Transmittal Log

. . . Draft Transmittals Pending Government Receipt Transmitials in Review Pending Contractor Completed Transmittals
Register 01-Main Register Acknowledgement
lick to select another Register o 0 3 1 0

6)Add ¥)Edit O Delete Draft Transmittals

Drag a column header and drop it here to group by that column

y . . . Contrach -
Transmittal Number Submittal Items included on Transmittal p::: r‘.:Edor Contractor Sent
pa

Add Transmittal

Specification Sections with Outstanding Submittals

] All Sections

Specification Sections

Drag a column header and drop it here to group by that column

| > |'013300°01 3300 Specs

0174197017419 no name

L 01 35 26701 35 26 Test Spec

| Jo13300 SUBMITTAL PROCEDURES
0145 04.00 10

l 0157 20,00 12
0178 02,00 10 Closeout Submittals

| lo11000 SUMMARY
1345222500

[ Jra4as222500

| J3531190112

Note: Only the specification sections with outstanding submittal ltems AND are not
in review or pending either Contractor or Government action are shown in the
above list.

RMS Website: https://rms.usace.army.mil/
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Transmittal Logq

After selecting the correct section number, click the Next button. The view similar to the
below image is then displayed.

Add Transmittal

Outstanding Submittals Items for Section 01 33 00

Submittal Items to Include on New Transmittal +) export

[ All Submittal ltems

Drag a column header and diop it here to group by that column

Item No T | Description T 5D No T | Reviewing Office Name T | Classification L L.a-st
Transmittal
> I} a Submittal Register 01 T2 Baltimore Test District  GA
| =1k Submittal Register 01 T2 Baltimore Test District  GA

Select one or more items to include in the transmittal by using the checkboxes to the left of
the items.

Note: Only like classifications can be grouped into transmittals. For example, if there were
FIO and GA classifications, once selecting a GA submittal item, only GA submittals will be
displayed.

Click the Next button. RMS will automatically Assign Transmittal Number for New Transmittal

suggest sequential numbers for transmittals, in
the case of this image, this will be the fourth This is not a retransmittal
transmittal under this specification section.

Section 013300
Click the Finish button to edit the draft

transmittal. Transmittal Prefbl 4 I

Transmittal Extension 0

RMS Website: https://rms.usace.army.mil/
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Transmittal Log

Items can still be added or Transmittal 23 00 00-1 - Draft
deleted using these widgets.

Set Primary Contractor Reviewer.

Subensttal erms Inchuded on thes Te

v Premary Contracton Noof

Feveewet

—p |

Click Variation if
applicable, refer to the

Variation in the text
Contractor Remmarks %0 below

Enter additional comments/notes
to the Government here.

Pacagraph 2912 Orawng

ntr a0 [ Governement Remarks

Complete and Submit 4025

70 complete and subendt the Transmittal, Chck 10 Create and sign 8 4025 or, Tk 10 marually 211ach a Sgned COPy Create and Digitally Sion 4025
Ensure ol Ses are 23000 Defore completing

Inchude Ggtal sorature ttie Manually Attach Signed 4025

Trangmattal 23 00 00-1 SHARED: Compiete a document packoge for the Transmuttol pockoge and submut it using thes document package manoger. The document pockoge should
include the signed 4025 and oll supporting documents.

As3 . Title of Package Status No. i
Bt o
e
Detete

At this point, the transmittal form has been drafted. A preview of this report can be viewed
at any time by clicking on the 4025 Report widget. However, before it is ready to submit,
make sure the appropriate fields are completed, attach the actual document(s) that make
up the item, and notify the Government if any item is a non-conforming variation.

After attaching all applicable submittal items and completing all fields, the 4025 must be
signed before transmitting the finished submittal package. The signature on the 4025 can
be applied either electronically using RMS or manually outside of RMS.

Complete and Submit 4025

To completg and submit the Transmittal, Flick to create and sign a 4025; or, click to manually attach a signed copy.
Mmpleﬂng.

[] Include digital signature title

Transmittal 11111-12.1 SHARED: Complete a document package for the Transmittal package and submit it using this document package manager. The document package should
include the signed 4025 and all supporting documents.

Title of Package

RMS Website: https://rms.usace.army.mil/




Transmittal Logq

Receiving Transmittals:

Click on the Pending Conftractor Acknowledgement blue filter tile. This will change the view from
Draft transmittals to Transmittals Returned Transmittals.

Find the transmittal that needs to be acknowledged and enter the date in the Confractor Received
column, either by using the date picker icon or by manually entering those dates using the MM/DD/

YYYY format.

Transmittal Log

Register 01-Main Register Deaft Teansmitiale Pending Government Receipt | Transmittals in Review Pending Contractor Completed Transmittals
Click to select another Register o o 3 1 o

&) Edit Returned Transmittals X #)epot

Drag a column header and drop it here to group by that column

. . . . Contract G t G t Contract
T | Transmittal Number 1 | Submittal Items included on Transmittal T P?e:edor T R::;:ner:en T R;ﬁ:::en T R::eir:edor T

11111-2 07/19/2022 07/19/2022 07/19/2022
June - 2024

Sun Mon Tue Wed Thu Fri Sat
22|26 27 28 29 30 31 1
2|2 3 4 5 6 7 8
249 10 11 12 13 14 15
2516 17 18 19 20 21 22
26|23 24 25 26 27 29

27 130 1 2 3 -

Transmittal 11111-2 - Pending Contractor Acknowledgment
T | Description Y| QACode Y | Pnmary Contractor Reviewer Y| QCCode Y | Vanation

<Not Set>

Government Remarks to Contractor

RMS Website: https://rms.usace.army.mil/




Transmittal Log

Resubmitting Transmittals:

There may be times when a transmittal needs to be submitted multiple times (in stages) or when
the Government finds a reason to request a resubmittal of a Transmittal. When this happens, the
Government will have applied a resubmittal QA Code on the transmittal as highlighted below.

When the Government has completed its review and applies a resubmittal QA Code, the

Transmittal is returned via the Pending Contractor Acknowledgement tile. Take note of the QA
Code assigned to each item and any comments that may have been entered in the Government

Remarks to Contractor block.

A - Approved as submitted [Completed]

B - Approved, except as noted on drawings [Completed]
C - Approved, resubmission required [Resubmit]

D - Returned by correspondence [Completed]

E - Disapproved (See attached) [Resubmit)

F - Receipt acknowledged [Completed]

G - Other (Specify) [Resubmit]

X - Receipt acknowledged, does not comply [Resubmit]
R - Acceptable for Release for Construction [Completed])

K - Government concurs with Interim Design [Completed]

Transmittal Log

r——— [ T—ri [ S———— -
Register 01-Main Register D
Click 10 seliect another Register 2 1 6

&) edit Returned Transmittals

Drag a cohamn hesder and drop it here to group by that columa

+ Contractor « Government . Government . Contractor
Prepared Raecerved Returmed Ricemved

Transmattal N 'z T Submittal | ded on Transmutlal

00 80 00 0080 00-1 1 04/06/2023 06/02/2023  06/02/2023

o Jo0 8000 008000-2 2 oe2s2023 06292023 06292023 | coveove m]
013300 0133007 7 oaon023 032 July - 2023
011000 011000-9.1 13 05/05/2023  05/05]  Sun Mon Tue Wed Thu Fri Sat
081116 0811 16-1 789 03/28/2023 04725/ 26 1]
log 1116 0811 16-2 123456101112 05/03/2023 o534 27| 2 3 4 5 6 7 8
08 5113 085113-15 56 04/26/2023 ozl B[ 10 m 2[iE]u s
085113 08511316 78 050372023 05/03/4 212 e I &

23 24 5 % 271 28 2
30 . .

Project Schedule

Government Remarks to Contractor

RMS Website: https://rms.usace.army.mil/




Transmittal Logq

If no Government Remarks to Contractor were entered, then discuss any corrections that
may be needed with the contract’'s USACE Representative prior to resubmitting. Transmittals
requiring resubmittal can be resent by creating a new transmittal.

Limited to ltems on Transmittal 23 00 00-11
Limited to Classifcation(s) FIO

(7] All Submittal Items All Submittals Items for Section 23 00 00

Submittal Items to Include on New Transmittal

Drag a column header and drep it hare to group by that column

Last
Transmittal
Automatic Smoke-Fire Dampers 03 FIO 23 00 00-11

> _. @ 16 Test Procedures 03 FIO 23 00 00-11 G

Item No T | Description T [SD No T | Reviewing Office Name T | Classification T T OACode 1 N

RMS recognizes when an item was previously submitted and is being resubmitted. The
Transmittal for the resubmitted item will retain the same number as its original transmittal,
except that its resubmittal status will be identified by a decimal point followed by the iteration
number.

Assign Transmittal Number for New Transmittal

This is a retransmittal of 23 00 00-11

Section |23 0000

Transmittal Prefix 11

Transmittal Extension 1 % Resubmittal iteration indicator.

RMS Website: https://rms.usace.army.mil/
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Submittal Assignments

The Submittal Assignments module provides the capability to quickly and easily change the
Required for Activity field for multiple items at the same time.

Specification Sections Submittal Register Transmittal Log Submittal Assignments
List of Specification Sections required for this Required Submittal itemns to be provided by Record of Submitial items transmitted for Assign activities to submittal iterns.
contract. Contractor. Government review or inforrmation.

This can be done by either using the Update button in the upper left of the view or by manually
choosing each in the Required for Activity column.

Register 01-Main Register This view allows for batch type operations on submittal register items. Click on the UPDATE
button to access these operations such as assigning activities.

Click to select another Register

Submittal Items X 4) Bport

Tl ltem No T | Description T [SD No T [Info Only T | Required for Activity g
338200 20 Record Documentation 11 GA 0024 - TEST 130
y . . . GA 0001 - Headquarters First Floor
3 GA <Not Set>

— Assign Activity JUUVEERT TG I E ]S

To submittals: () Selected Submittal Items from those Not Assigned to an Actil

® Selected Submittal Items from All Submittal Items

resient vlar

§=_Q Activity Lookup

Pay Activities X | #)Eexport
Drag a column header and drop it here to group by that column

T | Description

Headquarters First Floor $2,667,515.00
|Second Floor | | ooo2 $1,829,247.36
option 0003 §578,912.64
TEST 130 0024 $800,000.00

ol‘ A oK | Cancel ‘ | Clear Selection |

RMS Website: https://rms.usace.army.mil/




Import Submittal Register
= I G T T e e e

Import QC Deficiencies Import Submittal Register - Specsintact Import Submittal Register - Excel Network Analysis Schedule (NAS)
Import QC Deficiencies generated from an Excel Submittal iterms can be imported from a Submittel itemns can be imported from an Excel Import P& XML or SDEF schedule.
worksheet. Specsintoct bt file Tempiate.

Document Package Export
Mass export documents from selected modules
contained in docwment package

There are two modules that provide the capability to import Submittal Register items by using a text file
exported from Specsintact or by using the RMS-provided batch input Excel file.

Import Submittal Register - Specsintact. Use this selection to import a Submittal Register using the text file
generated by Specslintact for this purpose.

Navigate to the location where the data file is stored, select the file to import, then click on Open. The only
accepted file type is an exported Specsintact File (*.txt). Direct Specsintact files (.sec) are not accepted.

6)add  P)edit ©) Delete

Drag a column header and drop it here to group by that column
Approval Status

Accepted for Import

Date Imported

> |5/16/2023 11:21:56 AM | Specsintact File: Submittal Iitem Count 1,506
| S/17/2023 11:37:45 AM Specsintact File: Submittal Item Count 10 Request Rejected
| 5/19/2023 9:51:57 AM Specsintact File; Submittal Item Count 10 Not Requested
File name: “ v‘ Specsintact Files (*.txt) v

Click this button to request acceptance to
import from the Government.

[ o w|

smportata Click here to selecta
different Submittal sl
Submittal Item Count 10 | Register if the Contract R S
St ot > has more than one.
Reviewer Count 0

w Sections Reviewers Specsintact File

Submittal Items X &) epon |

T Paragraph T | Submittal Type

01-PRECONSTRUCTION SUBMITTALS

T Description

013201 Preliminary Construction Schedule 340

013201 Initial Construction Schedule 342 01-PRECONSTRUCTION SUBMITTALS
013201 Periodic Construction Schedule Updates 01-PRECONSTRUCTION SUBMITTALS
Revision History

Revision History

T | Action T Revised By

Revision Date

RMS Website: https://rms.usace.army.mil/
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Import Submittal Register

Once it has been determined by the Government TE—
that the data can be imported, click on the Merge Register 01-Main Register
info Register button to display the import preview Click to selact another Register

screen shown below. Merge into Register 01

Note: Both Specsintact and Excel imports must be approved by the Government.

After reviewing the data to be imported, click on the /mport Data as Shown button to complete the
import. If there are any duplicate items, RMS will provide a prompt for including or excluding those
duplicates before the import is completed.

Specsintact Import Instructions

The information from your selected Specsintact file is shown below. Before importing into your contract, carefully review the data
displayed for submittal items, sections, and reviewers. The sections displayed will be added to the list of sections for your contract. You @\ Import Data as Shown
should click on each tile in the reviewer assignment part of this screen in order to assign actual reviewers to the items. When you are .

ready to import, click the import button to accept the data as displayed

Submittal Items To Be Merged Into Register 01-Main Register

Drag a column header and drop it here to group by that column

Calks v Y o
Description Paragraph Reviewer

Submittal Type

EO] 3201 Preliminary Construction Schedule 341 01-PRECONSTRUCTION SUBMITTALS

[ 013201 Initial Construction Schedule 342 01-PRECONSTRUCTION SUBMITTALS RO

[ 013201 Periodic Construction Schedule Updates 01-PRECONSTRUCTION SUBMITTALS =
‘EO1 3201 Project Schedule 01-PRECONSTRUCTION SUBMITTALS

[ 013201 Periodic Project Schedule Updates 01-PRECONSTRUCTION SUBMITTALS

Jo13201 Narrative Report 352 06-TEST REPORTS

[01 320 Schedule Status Reports 312 06-TEST REPORTS

1013201 Qualifications 17 07-CERTIFICATES

Sections to Be Added To Contract Reviewer Assignments
Drag a column header and drop it here to group by that column Reviewer Code From Specsintact: RO
.

Section Title

Specification Sections not Reviewers pre-assigned by the
already included in the Designer will be listed here.
Contract will be listed here.

Submittal Item Duplicates X &) export

Drag a column header and drop it here to group by that column

Section T Description T ' Paragraph T | Submittal Type

Preliminary nstruction Schedule

[ 13201 nitial Construction Schedule 3.4.2

If duplicate Submittal Iltems are
found, they will be listed here.

tus Report ¥ 6-TEST REPORTS

Qualifications 1.7 7-CERTIFICATES

RMS Website: https://rms.usace.army.mil/




Import Submittal Register

Import Submittal Register - Excel: Use this selection to import a Submittal Register using the Excel
spreadsheet template designed for this purpose.

Upon entering this module, click on the Download Template button if the template is not already stored
on the computer in use.

Submittal Impeort Template

I Download Template I

Corag & cobumen hascher s dnop it hans 10 groun by that cokemn

T | Approval Status

> |719/2023 430:18 PM Submittal Excel Impart File: Submittal lem Count 9 Mot Reguested

Follow the instructions embedded within the template, and save the file as an .xIsx file type. The
filename may contain any preferred and/or required verbiage, but the default .xlsx file type must be
retained when saving. A Contract Number must be entered in the correct cell of the template sheet for
the import, as well.

CONTRACT HUHBER:

RMS SUBMITTAL REGISTER INFUT FORM

TITLE AR LOCATION

. : . T¥PE OF SUBMITTAL CLASSIFICATION
Right click for Instructions

Administrator:

Ezcel Submittal Register Input Template — Instructions
By Alan Korslien {Doug Ramsey June &, 2003

Revised: 2112010 by Gerald McKoy @ RMS Center
Wersion: 6.0

SECTION F;_ The Excel submittal register input template is used to create a batch input file to feed into RMS or QCS.
The Ezcel Format allows Hlezibility in getting submittal data into the RMSIQCS systems;: both from a user
Familiarity standpoint [with Excel), and the editing capability available in Excel [cut & paste, insert rows, eté.)
RMS Import!Ezport-Submittal screen has the option of selecting this template or the batch input File
created within Specsintac. However, Contractors must enter the data in QCS either by hand or using this
template. The contract will indicate who is to provide the submittal register.

There are a Few restrictions in using the template:

1. Before starting your input. if you are starting out with the =blank> template file. make a copy of the File,
specific bo your project. i. e. PhEA_MFH_submittal_register_zls.

2. Do not alter the shaded areas of the template. The worksheet is protected, the user cannot normally
make structural changes to the template.

3. Input contract number, D0 number and title and location. This data does not get imported into
RMSIQCS, but will be shown as a pre-import “prompt™ to remind you which project’s submittal data you are
importing.

4_ Enter data starting in the first available data row [row #) and continue without blank rows between data
items. Blank rows at the end of the sheet are acceptable and will not affect the import operation.

5. There MUST be data in columns A, B, & C. Column D thru O must have one and only one "X~ in a eolumn.
Column P thru U must have one and only one column with an X", Columns ¥ thru AA must have one and
only one column with an ~X°.

6&_When inputting the X*s in columns D through AA, use the tab key or eursor to navigate. Also, do not
enter any blanks in these Fields with the spacebar.

¥. The worksheet is set up with 800 rows for data. If this needs to be increased, contact you Project
Engineer or your RMS representative For instructions.

8. When you have completed your input and editing, save the =zls™ file_

RMS Website: https://rms.usace.army.mil/




Import Submittal Register

Once entry into the template file has been completed and saved, close the Excel file before
attempting to import into RMS by clicking the Add button to add the file.

Click this button to request acceptance to
import from the Government.

Excel Import File

Approval Status Not Requested Request Acceptance to Import

Import Data
N . : P Import Into
9|IC|I( here to select a different Submittal Register RS0 IS Tt
if the Contract has more than one. Click to select another Register
; Click here to view
Submittal Item Count 9

the Excel file for the
import.

Submittal Items

Submittal Items X &) epon

Drag a column header and drop it here to group by that column

. T | Description T Paragraph T | Submittal Type TH

0102 10.1 Register item 1 1 03

| 202101 Register item 2 2 04
30210.1 Register item 3 3 05

114 02 10.1 Register item 4 4 06
||50210.1 Register item 5 5 07
602 101 Register item 6 6 08
11702101 Register item 7 7 09
 |lsoz101 Register item 8 8 10
| > |l9021041 Register item 9 9 11

Revision History

Revision History

Revision Date T | Action T  Revised By

Note: Both Specsintact and Excel imports must be approved by the Government.

Once it has been determined by the Government

that the data can be imported, click on the Merge Import Into

into Register button to display the import preview Register 01-Main Register
screen Click to select anocther Register

Merge inte Register 01

RMS Website: https://rms.usace.army.mil/
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Import Submittal Register

Clicking on the Merge into Register button will bring up an import preview of the data entered in the
Excel file to be imported. A partial comparison with the data currently in the register will also be
displayed. After reviewing the data to be imported, click on the /mport Data as Shown button to
complete the import.

Submittal Excel Import Instructions
The information from your selected Excel file is shown below. Before importing into your contract, carefully review the data displayed @\ Import Data as Shown
for submittal items.When you are ready to import, click the impert button to accept the data as displayed. ‘.'

Submittal tems To Be Merged Into Register 01-Main Register

Drag a column hesder and drop it here to group by that column

Section T  Description T | Paragraph T | Submittal Type
| 1245222500 This is my test desc 01252 12
| [[1345 222500 Description 2 12.152.1 10
| > [[1245 222500 Description 3 55.265.2 12
Submittal ltem Duplicates X | &) Bport

Drag a column hesder and drop it here to group by that column

Section T  Description T | Paragraph T | Submittal Type T
| 1245222500 This is my test desc 0125.2 12
| [[1345 222500 Description 2 12,1521
| > [[1445 222500 Description 3 552652 12

If there are any duplicate items, RMS will provide a prompt for including or excluding those duplicates
before the import is completed.

RMS Website: https://rms.usace.army.mil/




Schedules

Contract Menu

Preparatory Meetings Submittals Deficiencies
% Completed: 0 Overdue: 221  Average Days to QA Qc
Open: 0 Gose: 0 Open: 2 0
Completed: 4/226 (1.77%) Closed: 0 0
Resubmittal Rate: 1/226 (0.44%)

T I T T T

Activity Schedule Feature Schedule
View Activity Start and Finish dates and View or manage Start & Finish dates of Features

Summary of Schedule. of Work and Inspection dates.

Schedules: This tab is used to view the status of activities in the Activity Schedule and schedule
Three-Phase Control Meetings. RMS is not a scheduling program, but it does provide the tools to
link a schedule’s activities with the other requirements of the contract’s Quality Control Program.
Wherever RMS presents the opportunity to connect to an activity, use it. This feature will allow
closer monitoring of contract progress and compliance with the contract

¢ Activity Schedule: This selection displays a tabular view of the schedule’s activities with
Scheduled and Actual Start and Finish Dates. The table that is displayed depends on the
type of schedule being used.

¢+ Feature Schedule: Use this selection to view and manage the Features of Work Start,
Finish, and Preparatory/Initial Inspections Dates.

RMS Website: https://rms.usace.army.mil/
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Activity Schedule

Activity Schedule: This selection displays a tabular view of the schedule’s activities with Scheduled
and Actual, Start and Finish Dates. The table that is displayed depends on the type of schedule
being used.

All Activities Not Started In Progress Not Finished Finished
8 8 0 8 1]

Activity Schedule - All Activities

Drag a column header and drop it here to group by that column

+ | Early + | Early v late +  Late + Total

r + Actual o Actual
Start Finish Start Finish Float

T | Activity Description Start " Finish

T | Status T

Activities are grouped into 5 or 6 subsets, depending on if the contract uses a NAS or a manually
entered schedule:

¢ All Activities: Comprehensive

¢ Not Started: Activities without Actual Start and Actual Finish dates.

¢ In Progress: Activities with an Actual Start date and no Actual Finish date.
¢

Not Finished: Activities with an Actual Start date and no Actual Finish date (In Progress),
and Activities without Actual Start and Actual Finish dates (Not Started).

Finished: Activities with Actual Start and Actual Finish dates.

¢ Critical (only visible when a NAS is used): Activities on the critical path, i.e., Total
Float =0.

The method for entering actual dates depends on the type of schedule used on the contract.
The way dates are entered is controlled by the Government in RMS Government Mode. If
the method available on the contract is unclear or if RMS does not allow it, consult with the
contract's USACE Representative

*

Recommendation: Regardless of the type of schedule used, the best way to log actual dates
is through the QC Daily Report. This will not only ensure that the QC Daily Report is a
complete record of the day’s occurrences, but it will also provide a reliable source of
information for the project scheduler to use when updating the NAS Feature Schedule.

RMS Website: https://rms.usace.army.mil/
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https://lawelawemg-my.sharepoint.com/personal/haleyc_lawelawets_com/Documents/Haley%20and%20Tim%20Files/Manuals/FY24%20Q3/2024%20Q3%20RMS3%20CM%20Guide%20(Version%204.7).docx#_bookmark10#_bookmark10

Activity Schedule

Manual Schedules:

Double click in the desired date field in the table, then type in a date or click on the calendar
widget to select a date from the calendar.

All Activities Not Started In Progress Not Finished Finished
960 255 26 281 679

Activity Schedule - All Activities X &) Export
— o - Scheduled TE
— T | Activity Descniption T | Actual Start T| Actual Finish 1| Scheduled Start o

Finish

104-0300 SITE INSTALLATION 06/27/2017 06/29/2017
104-100000 PRE-FINAL INSPECTION 12/12/2018 September - 2021
104-100500 HANDOVER AS-BUILTS & CLOSEOUTS “Sun Mon Tue Wed Thu
104-101000 PRE-FINAL INSPECTION PUNCHLIST [ = o 34
104-102000 REMOVE SITE INSTALLATION 7 s 6 7[8]9 w0 m
I 38|12 13 14 15 16 17 18
104-103000 FINAL INSPECTION
f [39[19 20 21 22 23 24 25
| 104-104000 FINAL CLEANING Bl s 27 2 2 2
104-1100 REMOVE BASE/WALL CABINETS 07/17/2017 08/25/2017 [ 41 . -
104-1101 REMOVE BASE/WALL CABINETS 06/28/2017 07/12/2017

NAS Schedules:

The dates in the table are read-only as they were imported in a NAS schedule. Actual Start
and Finish dates can only be entered through the QC Daily Report. These dates should be
accurately communicated to the project’s scheduler to update the NAS.

Activity Schedule - All Activities

Drag a column header and drop it here to group by that column

b 1| S50y Descrpbon A e P

|MI1360 Demobilize 08/10/2018 08/10/2018 08/08/2018 08/08/2018 0 Not Started
|MI1700 Substantial Completion 08/08/2018 08/08/2018 10/04/2018 10/04/2018 57 Not Started
MI1710 Contract Completion 10/05/2018 10/05/2018 10/04/2018 10/04/2018 0 Not Started
|MI1835 Preconstruction Meeting with U 0 11/02/2017 11/02/2017 Finished
|MI1840 NTP Acknowledged 0 11/02/2017 11/02/2017 Finished
|MI2020 Provide Payment Bond (Base Bid 0 10/05/2017 10/06/2017 Finished
IMI2025 Provide Performance Bond (Base 12/18/2017 12/18/2017 10/04/2018 10/04/2018 176 Not Started
| MI2030 Provide Insurance (Base Bid) 12/18/2017 10/04/2018 201 10/02/2017 In Progress

$10000 Start Construction 03/05/2018 03/05/2018 03/08/2018 03/08/2018 4 Not Started

RMS Website: https://rms.usace.army.mil/
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Feature Schedule

Feature Start and Finish Dates are not entered directly; these dates are discovered by RMS based on
the activities that have been assigned to the feature. The activities contributing to these dates are
displayed in the detail box at the bottom of the screen. Knowing feature start dates is important for
scheduling the required Preparatory Control Meeting which must occur prior to starting work on the
feature’s first activity.

Feature Schedule

Deag 3 column header and drop it here to group by that column

Feature Schedule T | Start Date T | Finish Date T | Preparatory Inspection T | Initial Inspection
|| GENERAL REQUIREMENTS 03/19/2013 09/11/2013 Neot Scheduled Not Scheduled
JIELECTRICAL WORK, INTERICR 02/25/2013 077177203 Not Scheduled Not Scheduled

TESTING, ADJUSTING &BALANCING 08/13/2013 07172013 Not Scheduled Not Scheduled

> |[eLecTRICAL | oansr2013 09/05/2013 Held 2/21/2013 Held 2/21/2013
: MECHANICAL SYSTEM Not Scheduled Mot Scheduled
JIPLUMBING SYSTEM Not Scheduled Mot Scheduled
||STORM-DRAINAGE SYSTEM 071272013 Not Scheduled Mot Scheduled

SANITARY SEWERS Not Scheduled Mot Scheduled

Feature - ELECTRICAL

First Activity 05270 PLACE AND FINISH CONC RAMP&STE Start 08/15/2013
Last Activity 05270 PLACE AND FINISH CONC RAMPESTE Finish 09/05/2013

Feature start and finish dates computed from the activity schedule
Prepatory and Initial Inspection Dates from Daily QC Reports

To set the scheduled dates for the Preparatory and Initial Inspections, double-click on the feature or
click on Edit. Scheduled and Held dates can be entered here and from within a QC Daily Report.

Recommendation: Entering Held dates in the QC Daily Report will ensure that the report is a complete
record of the day’s occurrences. If the Held date is entered here after the QC Daily Report has been
submitted to the Government, the date will not be reflected on the submitted report, which could result
in the report getting rejected and returned for correction.

Feature Schedule - Earthworks

Preparatory
Date Tirme
Scheduled Tﬁ'
Held [Select a date o]
Initial
Date Time
Scheduled [select a date )
Held [select a date 3]

&)add F)edn G petete Multiple Prep/Initial Schedule Meetings

> |8/5/2021 12:00:00 AM 8/23/2021 12:00:00 AM
8/6/2021 12:00:00 AM 8/9/2021 12:00:00 AM

RMS Website: https://rms.usace.army.mil/




Network Analysis Schedule (NAS)

Import Submittal Register - Specsintact Import Submittal Register - Excel Network Analysis Schedule (NAS)
Submittal items can be imported from a Submittal items can be imported from an Excel Import P& XML or SDEF schedule.
Specsintact tet file Temnplate.

The Network Analysis Schedule (NAS) module provides the capability to import a Network Analysis
System-type schedule or a Network Analysis Schedule (NAS). A NAS is a graphic representation of
a contract’s Project Schedule representing the sequence and interdependencies of work,
demonstrating the logical sequence of the work and the time required for each of those work
activities.

Import QC Deficiencies
Import QC Deficiencies generated from an Excel
worksheet.

Document Package Export
Mass export documents from selected modules
contained in document package

Use of a schedule in Corps of Engineers’ contracts is mandated by FAR 52.236-15 Schedules for
Construction Contracts and the contract’s specifications, either section 01 32 01.00 10 Project
Schedule or 01 32 16.00 20 Small Project Construction Progress Schedules, or equivalent. Check
the specifications for schedule requirements.

The schedule and the activities within play a very important role in RMS. Most actions associated
with quality control and, more importantly, the progress payments rely on purposeful use and
management of the schedule’s activities. Use of schedule file import may not be mandatory, but it is
the easiest and recommended way to input and manage schedule dates in RMS.

Currently, Oracle’s Primavera P6 is the only known commercially available software package that
can generate a properly formatted SDEF file for import into RMS. XML and XER files can also be
exported from P6 for import into an RMS contract. Since the SDEF file is just a formatted text file, it
is possible to manually create this file following the file’s specifications, which can be found in ER 1-
1- 11 Project Schedules, Appendix A. This approach is not recommended, especially for schedules
with many activities.

Since RMS retains a copy of all uploaded schedule files, click on Edif to access existing files. This
action will allow the user to view and/or re-import the data, if needed. Click on Add to initiate a new
schedule file upload to prepare for import.

©)add &Jedit ) Delete Compare Schedules Schedule Files

Drag a column header and drop it here to group by that column

Schedule Date Invoice =
) e Y Y | Date Imported T TS o T Status
Data Date Tvpe Date Imported — DEF File Approval Statu

> | 07/01/2021 Preliminary 05/06/2022 E1002586-PREL-V01 Not Requested
_|02/14;2022 Initial E1002586-INIT-V01 Not Requested
| 02/14/2022 Initial E1002586-INIT-VO01 Accepted for Import

RMS Website: https://rms.usace.army.mil/
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Network Analysis Schedule (NAS)

Import Instructions:

Click on Select File to navigate to the location where the data file is stored, select the file to import,
and click on Open, then Next.

Note: The file should have a .txt, .xml, or .xer file extension.

NAS Data File Import Wizard

File to Import

File Name

I Select File I
Next > Cancel
Data File Information

Initial

Data Date | 7/1/2020 | Impact Schedule

File Version 1 Re-baselined Schedule

Monthly Update

Project ID Recovery Schedule
Completion Schedule

< Back Finish Cancel

+ File Type — Identify the purpose of the schedule file. Click in the box to select the type of
schedule from the dropdown list.

¢ Data Date — This date is read from the schedule file and should represent the reporting period
cutoff date. This is not an auto-populated field and cannot be edited.

+ File Version — Use this field to differentiate revisions of the same file.

¢ Project ID — Enter a short descriptive title of the file being imported. Examples could be the
project name plus the Progress Payment. The SDEF/XML update will be used to update with a
version number if required. Similar to the name: “Beaver Creek PE 12 v2” where PE stands
for Pay Estimate, 12 refers to Progress Payment 12, and v2 indicates the second version.

Note: Check with the Government representative on the contract for further guidance on
naming conventions.

RMS Website: https://rms.usace.army.mil/




Network Analysis Schedule (NAS)

RMS displays the contents of the file before the data can be imported into the contract. Click on

the tabs at the bottom to review the data identified by the tab selected. Use the buttons of the right
side of the screen to take action on the import file.

Project ID |Test Approval Status Not Requested
Data Date | 1/11/2018 ‘
Schedule Type Preliminary Version 1 | Preview Data Import into Contract I
Activity Count 1 Total Activity Cost $0.00 | Preview Import Earnings into Payment ]
Critcal Activity Count 1 Cost to Date §0.00 | Analyze Schedule ]
Activities Calendars SDEF File

Drag a column header and drop it here to group by that column

Activit
yID Date Date
> ||1000 AWARD $0.00 $0.00

Early Late Actual
Description T | Cost T e T e T | Finish T —— T | Finish T . T —

T | Finish
it rt s Float
Date Date Date Siat Date Date od

¢+ Request Acceptance to Import: Click this button to request acceptance from the Government to
import the file. This will transfer the next action to the Government.

¢ Preview Data Import into Contract. After the Government has accepted the request to import,
Use this button to review the data and the indicated actions in the Import Preview.

¢ Preview Import Earnings into Payment: Use this feature to create a Progress Payment request
with the data in the import file. This should be performed after importing data in to the contract.

SDEF Import File

Project ID Test Approval Status Accepted for Import

Data Date | 1/11/2018

Schedule Type Preliminary Version 1 | Preview Data Import into Contract ]
Activity Count 1 Total Activity Cost $0.00 | Preview Import Earnings into Payment ]
Critcal Activity Count 1 Cost to Date $0.00 | Analyze Schedule |
Activities Calendars SDEF File
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Network Analysis Schedule (NAS)

The view below will be presented after selecting to Preview Data Import into Contract. At the top of
the Activity Import Preview is a grid displaying the Activity ID, Description, and Import Status for
each activity. This is the most important area of the preview as it will help with determining if there
will be any issues if this data were to be imported into the contract. Use the /mport Status column
to see how this data differs from what is in RMS.

IMPORTANT: For all
pay activities that
exist within the

Drag a column header and drop it here to group by that column

| Activity ID 14| Description

contract but do not
match the schedule
(matched by Activity

Activity Import Preview

T | Import Status

00001 Notice to Proceed Activity does not exist - Activity will be added to Contract
| 0001 Awd 1 Activity Not found in schedule - ACTIVITY WILL BE DELETED
|| 00011 Submittals Activity does not exist - Activity will be added to Contract
| 0002 Test Activity Not found in schedule - ACTIVITY WILL BE DELETED
00021 Pre-construction Conference Activity does not exist - Activity will be added to Contract
| 00031 Maobilization Activity does not exist - Activity will be added to Contract

ID), the activity in the
contract will be
deleted and the
activity in the
imported schedule will
be added. It is highly
recommended that

Activity ID 00001
CLIN 0001
Responsibility Code COE

Phase of Work E1

Early Start Date M
Early Finish Date
Late Start Date
Late Finish Date

Description | Notice to Proceed
Feature of Work DIV 1  CONTRACT START
Duration 0

Cost $0.00

Work Area Code RENI

Existing Activity Early Start Date
Existing Activity Early Finish Date
Existing Activity Late Start Date
Existing Activity Late Finish Date

Category of Work A

Subcontractor Codes to be Added Contract

once an activity ID
pattern is established,
it is not changed for
the duration of the

Features

of work to be Added to Contract

CLIN Balances including schedule data
[

contract.

Responsibility Code T CLIN T | Curent Amount T | Activity Total T
- |coE = [DIv1  CONTRACT sTART | 0001 $1,000,000.00 $43,736,330.00
[nan i |01330  SUBMITTALSPROCEDURE | 0002 $500,000.00 $0.00 |=
 |ca [DIV1  GENERAL REQUIREME | 00032 $0.00 5000
lap [oiv1 moBIL | 00038 $0.00 $0.00
- w |DIV1  STAGING PREPARATI |0003AC $0.00 $0.00
|uss [DIV1  MATERIAL PROCUREME | 0004 $0.00 $0.00
lasc M loiva sme work l0oos $0.00 $0.00 |~
porting the data displayed above may ite existing data. Review carefully prior to import I I

Deleting existing pay activities can have an adverse effect on progress payments if
earnings have previously been charged against the deleted pay activities. When the /mport
Status column indicates, “Activity Not found in schedule — ACTIVITY WILL BE DELETED” be
sure to confirm this is an acceptable change prior to proceeding to “Import data into

Contract”.

The middle section of this view displays a read-only view of the information associated with
the pay activity that was extracted from the schedule.

Note: Subcontractors included on the schedule with Responsibility Codes that do not match
what currently exists in the contract will be added as new Subcontractors. The existing
Subcontractors will remain.

The bottom section of this view contains additional information about the data contained within the

schedule
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Network Analysis Schedule (NAS)

Preview Import Earnings into Payment: Use this feature to create a Progress Payment
request. After Actual Start and Finish Dates and percent complete have been updated in
the corresponding scheduling program, the import file can be used to create the next
Progress Payment request.

Project ID Test Approval Status Accepted for Import
Data Date | 1/11/2018 | Request Acceptance to Import
Schedule Type Preliminary Version 1 | Preview Data Import into Contract |
Activity Count 1 Total Activity Cost $0.00 | Preview Import Earnings into Payment |
Critcal Activity Count 1 Cost to Date $0.00 [ Analyze Schedule |
Activities Calendars SDEF File
]

There can only be one open invoice in RMS at any time. If a user attempts an import and the
Government has not yet completed the previous Progress Payment, RMS will not allow the
preview of this import to proceed.

Payment Import Preview - Invoice 6 X 4) expont

Drag a column header and drop it here to group by that column

Activity Schedule Earnings to

Activity ID" | Description 1 amics T | Eamings to T | Date for Payment Status
ikl Date Invoice
01-090 Start Pre-Construction Submitt $0.00 $0.00 $0.00 Matched - schedule earnings will be imported
02-100 Submit Asbestos Hazardous Abat $0.00 $0.00 $0.00 Matched - schedule earnings will be imported
02-102 Gov't Review - Asbestos Hazard $0.00 $0.00 $0.00 Matched - schedule earnings will be imported
02-104 Receive Approval - Asbestos Ha $0.00 $0.00 $0.00 Matched - schedule earnings will be imported
02-110 Submit Demolition Plan $0.00 $0.00 $0.00 Matched - schedule earnings will be imported
02-112 Gov't Review - Demolition Plan $0.00 $0.00 $0.00 Matched - schedule earnings will be imported
Total Earnings in Schedule $7,526,763.33
Total Earnings to Import $7.526,763.33
Earnings this Period $983,398.34
X
Important: Clicking on the
Preview Import Earnings
into Payment button will
create a new Progress
Payment- If a draft Pro- | Importing this file into invoice 6 will overwrite
H uested and allowed activity amounts. Are you sure
gress Payment is already req Y y

you want to continue?

in process, this button will
overwrite any data already ;
entered into the Progress
Payment.

e -]
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Contract Closeout

Real Property Warranty Tracking
Tabulation of structures and firmly attached and Document the 4 and 9 month Warranty
integrated equipment. Inspections of the completed contract.

¢ Real Property: Use this module to record Real Property items for Government review and
acceptance. A Real Property Asset is a land parcel, building, structure, or linear structure
located on a site and a unique identifier is assigned to each individual land parcel or facility (i.e.,
a building, structure, or linear structure). A Real Property site is comprised of one or more Real
Property Assets and is also assigned a unique identifier.

Item No RP-00003
RPUID (el Proper inen | selectRPUD |
Identifier) pRSCEREUN)

Facility
Caegory ode

Category Title

Unit of Measure / Quantity

Construction Cost $0.00
I (| Submit for Acceptance I

¢ Warranty Tracking: Warranty items and the 4— and 9-month Warranty Inspections are found in
this tab.

Item ID | WI-00001 Location
Description Change Location
Status
) Itern in Review - Warranty Status Undetermined () Warranty ltem ~) Non-Warranty Item
Dates
Date Reported by Owner |Select a date Date Contractor Notified | Select a date
Date Conected - Scheduled [soects e (3] Date Corected - Actal [seects e [o0)]
Govt Remarks
E 4

Contractor Remarks

Evaluation of Contractor Performance on this Item
. = Effectimess of
Quality Controd Timely Performance e
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Contract Closeout

Once a facility has been established by the Government, click the Add button and select the
appropriate facility.

Navigate to the Warranty Inspections tab to enter inspection(s) for the Warranty Item(s).

Warranty Items Warranty Inspections

G)Add &) Edit @) Delete Warranty Item X | #] Bxport

Crag a column header and drog it here 1o group by that column

T+ Scheduled
Cormection

T | Actual Correction

Facility T | Item ID T | Description

Item 1D | WI-00001 Location
Description [ Change Location |
Status
() Item in Review - Warranty $tatus Undetermined () Warranty ltem _ Non-Warranty ltem
Dates

Date Reported by Owner | Select a date i3] Date Contractor Notified | Select a date
| oo crct. e[t

Gowt Remarks

Contractor Remarks

E 4
Evaluation of Contractor Performance on this Item
. = Effectivness of
Quality Control Timely Perfarmance Management

Warranty Inspections

Warranty ltems

©)Add &) Edt ©) Delete

Warranty Tracking

Drag a column header and drop it here to group by that column

Warranty Title T | 4 Month Inspection T | 9 Month Inspection
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Contract Closeout

Navigate to the Warranty Inspections tab to enter inspection(s) for the Warranty Item(s).

Fields will be available for both the 4 Month and the 9 Month Inspection. If both inspections will

be required, check the checkboxes for those requirements as shown below.

Warranty ltems

Warranty Inspections

( @)add *)Edt Q)Deete Warranty Tracking

Drag a column header and drop it here to group by that column

RMS Add View X

? The following information is required to add a new

Warranty Title | Warranty ltem A I

Warranty Title 1| 4 Month Inspection 1| 9 Month Inspection

Warranty Title Warranty &

Inspection - Warmanty A include worronty documents ond any reievant supporting documents

Asd Title of Package
e |
Oelete

Warranty Stat | Select » date ) V' Four month nspecton required
Waeranty End | Select 2 date o v Nne Month Inspecton Requrred
4 Month Inspection
Four month inspection due date | Select 2 date :: Four month nspection complete
Four month imspection remarks
4 Month Warranty CONTRACTOR: Compiete o 4 Month Worranty Inspection document pockoge ond submut & using tha document packoge manoger. The pockoge should

9 Month Inspection

Nine Month Inspection Due Date | Select a date
Nne Month Inspecton Remaris

Nne Month inspection Complete

Inspecton - Warranty A include worronty documents ond ony relevent supporting documents
Asd Title of Package Status
e |
Oelete

9 Month Warranty CONTRACTOR: Compiete o 9 Month Worranty Inspection document pockoge ond submat & using tha document packoge manoger. The pockoge should

RMS Website: https://rms.usace.army.mil/
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Contract Reports

The Contract Reports module provides the users with a report menu to review various data on a
contract. Reports to compare data, review data, and determine status of the contract are available
here. Unlike the other modules, Contract Reports opens a selection grid of reports available for the
contract.

See the RMS YouTube video How to Preview Contract Reports: https://youtu.be/0iG1jmB_8vo

Contract Reports Layout

To start, navigate to the Contract Reports module.

Deficiencies

Preparatory Meetings Submittals

% Completed: 0 Overdue: 221 Average Days to

Open: 0 Close: 0
Completed: 4/226 (1.77%)
Resubmittal Rate: 1/226 (0.44%)

. o moeipan_{ Comtomr
Contract Access Control Correspondence Request for Information
Control contractor staff access to this contract. Create, edit, and view, Letters and Memos. Respond to RFT's from Contractor.
Subcontractors Contractors Onsite Contractor Insurance
Identify Subcontractors. POCs. and Trades. Enter dates that Subcontractors will be on-site. Track General Auto. and Workman's Comp
Insurances.

Contractor Payrolls Contract Notification Control
Enter or Review Contractor Payrolls for Control which notifications you will receive for
Departrnent of Labor reporting purposes. this contract.

QA QcC

Open: 2 (1]
Closed: 0 (]

Contract Description
Enter award description and funding sources.
Contract location should be entered.

Prime Contractor

Identify Contractor for payment purposes and
view Contractor Staffing.

The image displayed below is the default view when entering the module. The blue tiles across the
top, are filter tiles to reduce the number of reports displayed by topic.

QAN Reports
29

Contract Reports

'rl Report Menu
|

* ADMIN
| v cLoseout
| ¥ FINAMNCE
|~ qaac
| v schEDuLE
| ¥ SUBMIT
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Contract Reports

The name displayed in the center of the search bar will show display the title of whichever filter tile
was selected for viewing.

D  cohumnn header and drop it here 1o group by that eolumn

Report Title Author T EJE".'IE'lnjp-:"d -

* || Submittal Register ENG 4288 SUBMIT RMS Center RMS Center

| Tramsmittal Log SUBMIT RMS Center RMS Center
| Tra nsmittal Remarks (ENG 4025-R) SUBMIT AMS Center RMS Conter
|| Transmittal Sheet 4025-R SUBMIT RMS Center RMS Center
|T-ra nsmittal Variance Request SUBMIT RMS Center RMS Center
| Transmittals in Review SUBMIT RMS Center RMS Center

The Search box on the right side above the expandable categories provides a way to quickly locate
a specific report. The report menus displayed in the All Reports tile can also be expanded or
collapsed as shown below.

Report Title T4 Report Menu Report Title

~ ADMIN
Z Action ltems - Contractor ADMIN Tl
| All Request For Information ADMIN ~ CLOSEOUT
Certified Payroll Statement of Compliance ADMIN
: Carrespondence Listing ADMIN TR
L CUI Cover Page ADMIN v QAQC
[ | CUSTOM REPORT WITHOUT CUI MARKED ADMIN v SCHEDULE
L List of Contractors ADMIN
L CQutstanding Reguests for Information ADMIN » SUEMIT
L Report 12 ADMIN
[ | Report 72 ADMIN
L RFI Form ADMIN
THIS REPORT IS MARKED AS NO CUI ADMIN
¥ CLOSEOUT
¥ FINANCE
¥ QAQC
¥ SCHEDULE
¥ SUBMIT
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Contract Reports

Running a Report:

To run a report, locate the report in the list and double click on it. Some reports have additional report
parameters that may be selected. Next, make any necessary selection for required data inclusion.
The example below shows the available options for the Action Items — Contractor Report under the
Administration category. The options will differ based upon which report is being run.

[} |
RMS Contract Report D p— E

‘ Preview ‘ ‘ Print | ‘ Add to Contract File |

Security Classification

[] Print security markings header and footer

Contract marked CUI in Part; CUI header and footer may be required on the printed report. When CUI marked documents are printed or downloaded
and disseminated CUI handling requirements should be followed. If needed, a CUI cover sheet is available in the RMS Admin reports area

Date

Actions that need to be taken on or before 5/11/2023 (7 days)
Include
[[] Missing Data [] Quality Control
[[] Payrolis/Insurance/SF1413 [] Exposure Hours
[] Correspondence [] submittals
[] Modifications [] Schedules
[] Finances ["] Hazard Analysis
Start
@) Early Start Dates O Late Start Dates

Security Classification

A selection is available for the printing of security markings on reports, as well. In the image above,
the Contract is marked as CUI — In Part, therefore, the Print security markings header and footer
checkbox will active for editing but not automatically selected. When the Contract is marked as CUI —
Whole, this checkbox will be automatically selected and restricted for editing. All reports in a CUI in
Whole Contract will print with the security markings header and footer specified in Contract Setup in
Government Mode.

Security Classification

+/ Print security markings header and footer

Contract marked CUI in Whole; CUI header and footer will be included on the printed report. When CUI marked documents are printed or downloaded
and disseminated CUI handling requirements should be followed. If needed, a CUI cover sheet is available in the RMS Admin reports area.

Once the options have been selected, the reports can be previewed, printed, or added directly to the
contract file by choosing one of the gray boxes at the top of the screen.

{]
I

RMS Contract Report

| Preview | | Print
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Resources

Help Desk Contact Information: ..................... (442) 333-1011

Help Desk Ticket Link: .........ccccoeeeiiiiiiiiiininnn. RMS Support Center - Jira Service Management
(atlassian.net)

RMS WebSite: . ..o Government Home Page - Resident Management System
(army.mil)

RMS YouTube Channel: ........ccoeeeeeiiieeeiin. RMS Support Center - YouTube
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