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Getting Started Links 

¶ RMS Website: Resident 
Management System 
(army.mil)  

¶ RMS YouTube Channel: RMS 
Support Center - YouTube  

This Quick Reference Guide is current as of August 2025, patch 560. 
For further details on the topics within this guide, please refer to the 
RMS user manuals which can be found on the RMS website. 

What is RMS? 

RMS stands for Resident Management System. It is a customized 

software application designed for and by the United States Army 

Corps of Engineers (USACE) for the sole purpose of assisting with 

construction management and quality assurance. 

RMS simplifies construction management for both USACE and the 

construction contractor by focusing on the following: 

§ Construction Planning Support 
§ Contract Administration 
§ Quality Assurance 
§ Progress Payments 
§ Contract Correspondence 
§ Contract Submittals 
§ Required Safety 
§ Contract Modifications  
                                                                                 
Why Use RMS? 

RMS provides a standard method of achieving important 

benchmarks in construction contract management. A few of the 

advantages are: 1) facilitation of communications across various 

organizations, 2) standards for policies and procedures, 3) ease of 

information availability, and 4) reduction of paper work. 

Who Uses RMS? 

RMS is designed for both the Government Contracting Officerôs 

Representative (COR) and the Construction Manager on the 

Contractor side. For a Government user, RMS provides everything 

the COR needs to properly review contract status and contract 

administration. This includes the collection of documentation needed 

for quality assurance/control. 

For the Contractor, RMS provides ease of contract administration, 

planning, scheduling, reporting, and corresponding with the 

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

To gain access to RMS, the RMS Launcher must be installed on the laptop/computer. For Government users, there are 

two ways to get the RMS Launcher: 

1.  Request the software through USACE software request portal, also known as Service Catalog: https://

usace.servicenowcloud.mil/sp or go directly to the App Portal: ( https://app-portal.usace.army.mil/esd/Home) and 

search ñResident Management Systemò, then proceed through CEIT installation process. 

2.  Click on the Download RMS For Government 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 DoD ID number from the userôs CAC to the RMS District Administrator to 

obtain an RMS Staff Record for the district(s). 

3. Once the CAC record has been created 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 folder labeled ñRMS3ò on the userôs local machine. 

It is recommended that the program be installed from the App Portal since this method sets all permissions 

automatically. 

Helpful links: 

§ How to Install RMS through the App Portal:  https://www.youtube.com/watch?v=X79--2JiUTI   

§ How to Reinstall RMS (GOV/KTR):  https://www.youtube.com/watch?v=3gTgMn1eC_o   

The RMS Help Desk can be contacted at 442-333-1011 

RMS Customer 
Service 

Getting Started with RMS Government Mode 

The RMS Support team 

consists of the Government 

Technology Modernization 

Office (TMO) and the software 

support service contractor.  

Between Government users 

and Contractor users, RMS 

serves over 40,000 users 

worldwide.  

https://usace.servicenowcloud.mil/sp
https://usace.servicenowcloud.mil/sp
https://app-portal.usace.army.mil/esd/Home
https://www.youtube.com/watch?v=X79--2JiUTI
https://www.youtube.com/watch?v=3gTgMn1eC_o
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RMS Launcher Problems 

§ After the launcher runs, no new window pops up, but RMS shows open 

on the taskbar.   

ß This problem is caused by Windows handling of multiple 

monitors, adding, changing or removing monitors ï Maximize the 

window  

ß 3 possible fixes: How to View Non-Displayed Reports - YouTube 

§ ñDisconnected: Your computer could not connect to the 

following resources.ò 

ß This can be caused by a shortcut pointing to the wrong location ï 

Update shortcut to point to the correct location.  

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

seconds 

ß This can also be caused by not opening the program on a weekly 

basis. 

https://www.youtube.com/watch?v=yHmrP0VuzSw&t=34s
https://www.youtube.com/watch?v=yHmrP0VuzSw&t=34s
https://www.youtube.com/watch?v=yHmrP0VuzSw&t=34s
https://www.youtube.com/watch?v=1D8POO-Nfus&t=14s
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If a CAC is inserted and username 

is not displayed on the login 

screen, click on the Refresh Smart 

Card 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. 

 
RMS Login Screen 

Becoming Familiar with the RMS Login Screen 

USACE Map and District Selection 

Access to Districts will be based on what has 

been assigned to the userôs single login. 

 

On the USACE Map, the USACE District offices 

are color coded to match the respective USACE 

Division. 

 

Click on a USACE Division to see 

which Districts are tied to the Division. 

 

To find a contract in RMS GM, click on the 

District with which the contract is associated.  

 

If access to a specific District is needed, contact 

the Districtôs District Administrator.  

 

If access has been granted to a District, but it is 

still inaccessible, please contact the Help Desk. 

RMS Support Center - Jira Service Management 

(atlassian.net)  

https://astrafirerms.atlassian.net/servicedesk/customer/portal/1
https://astrafirerms.atlassian.net/servicedesk/customer/portal/1
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The Back Button: 

Saves data and returns user to the previous screen. There is no ñSAVEò 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 Government 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. 

RMS Navigation Buttons 

The Log Out Button: 

Logs user out of RMS. 
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To start, click on the Add button in 

the Contract Selection View to 

create a new contract.  

Enter the Title for New Contract 

and administering Office. 

Note: If data from an existing 

contract can be re-used in this 

contract, check Copy data from 

another contract checkbox.    

From the Contract Menu, click on 

the Administration tab and then 

select the Contract Description 

module. 

Enter Contract Description and all 

required fields. 

 

 

Go to the Contract Setup module 

and enter required data for each tab. 

Go to the Prime Contractor 

module and enter the Prime 

Contractor Information and 

Contractor Staff. 

Contract Setup 
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Go to the Pay Activities module. 

 

All Pay Activities entered in the contract 

can be reviewed here. Using the tabs at 

the top of the screen, Pay Activities can 

be reviewed per CLIN, per Contractor, 

and/or per Feature, as well. 

Go to the Award CLINs module and add 

Contract Line Item Numbers (CLINs), 

subCLINs, CLIN/subCLIN description, 

and award amount. 

 

Select the appropriate Funding Account. 

Go to the Finances tab, then go to 

the Contract Finances module 

and click on the CEFMS Download 

button to bring in financial 

information. 

Contract Setup 

Go to the Schedules tab, then go 

to the Milestone Schedule 

module.  

Enter the date for Contract Award, 

Award Duration, and the date for 

NTP Acknowledged. 
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Navigate to the Schedules tab and 

select the Milestone Schedule 

module. The blue sort tiles at the top 

allow filtering of milestones by: All 

Events, Design, Construction, Post 

Construction, System, District, and 

Contract.   

If the contract contains multiple 

phases, then a phase selection will be 

required before viewing the Milestone 

Schedule. 

System and District milestones 

cannot be deleted.    

Additional milestones for the 

contract may be added by clicking 

the Add button.  

Milestone Information: 

The Phase options include Design, 

Construction, or Post-Construction. 

This field is restricted for System 

milestones.  

The Description is the name of the 

event. 

Scheduled Date/Time: The eventôs 

scheduled date/time can be set 

manually, or it can be based on 

activities or other milestones in the 

Base Schedule Event Date On 

section. Check the Record Time 

box to record the time of the event 

in the Schedule Time field.  

Actual Date: Enter when the event occurs.  

All durations in RMS are in CALENDAR DAYS, not work days.  

The Original Date (when available) is the anticipated date at the time of Contract Award, the Scheduled Date is 
the currently scheduled date, and the Actual Date is the actual date the event occurred.  

Once entered, the Original Date is never changed.    

An Actual Date cannot be in the future.   

There is currently NO report within RMS that will print all milestones on a specific contract. 

Milestone Schedule 

Milestone and Activity Schedule 
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Enter the Award Duration in 
calendar days. If a 
completion date rather than 
a duration is shown on the 
contract, this may take 
some additional effort.   

However, if a Scheduled or 
Actual NTP Acknowledged 
Date is established, RMS 
can automatically calculate 
the Contract Required 
Completion Date by adding 
the duration to the NTP 
Acknowledged Actual Date. 
This will allow the user to 
iterate the duration to achieve the correct completion date. 

The Option Duration will display the amount of days added or subtracted via Contract Modification. 

The Current Duration is calculated by adding time extensions in completed modifications to the 

Award Duration. This value cannot be manipulated manually. 

The table below provides a brief description of each of the mandatory milestones and the entry for each.   

Milestone Event   Original Date   Scheduled Date   Actual Date   

Contract Award      Optional.   The date the government 
(Ordering/Contracting Officer) 
signs the DD1155, SF50, or the 
SF1442 

Design NTP 
Acknowledged   

 This milestone appears only on Design-Build Contracts.   

  Optional.   NTP Date. 

Construction NTP 
Acknowledged   

   Optional.   

If entered, RMS calculates the 
Required Completion Date to 
allow for placement 
projections.   

The date of the NTP letter issued 
by the Contracting Officer. A task 
order award (DD1155) may state 
the NTP date, and a separate 
letter is not issued.   

Required Completion      RMS calculates by adding the Original and Current Contract Duration 
(respectively) to the Construction NTP Acknowledged Date (Scheduled 

Date until the Actual Date is entered)    

Construction 
Completion   

   Sometimes referred to as the 
ñSubstantial Completion Dateò; 
the date the work is accepted 
by the Corps of Engineers.  

This should match the current 
Required Completion Date.   

An actual date here without BOD 
Actual indicates the Corps has 
accepted the facility from the 
contractor and released the 
contractor from liability, but the 
user has not accepted the facility. 
The Corps of Engineers has full 
responsibility over anything that 

Milestone and Activity Schedule 
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Milestone Event   Original Date   Scheduled Date   Actual Date   

Design Approved   This milestone appears only on Design-Build Contracts.   

RMS calculates by adding 
Original Design Duration to 
Design NTP Acknowledged   

Self-explanatory   Actual date design was approved. 

Beneficial Occupancy Date   The determination of Original 
and Scheduled BOD must be 
coordinated with the Project 
Manager.  Once entered, 
does not change   

When initiating a 
contract in RMS, the 
original and 
scheduled dates are 
the same.     

The date the user physically takes 
possession of the project ï the date 
the Transfer DD1354 was signed.  If 
partial or phased BOD is taken, 
enter the date ONLY when the user 
accepts all of the work (the final 
partial).  This can occur before, 
after, or simultaneously with the 
Construction Completion 
dates.  Rarely should BOD Actual 
occur without an Actual 
Construction Completion date.   

Construction Complete ï 
Physical   

   Linked to 
Construction 
Completion Date. 

Entering an Actual date changes the 
contract from ñActiveò to 
ñConstruction Complete ï 
Physicalò.  Do NOT enter without 
first entering the actual Construction 
Completion Date.   

Construction Complete ï 
Fiscal   

   Linked to 
Construction 
Complete ï Physical 
as described in the  
district SOP.     

Input by the District when the 
Contract is Fiscally 
Completed.  Entering the Actual 
date changes the contract to 
ñConstruction Complete ï Fiscal.ò   

Transfer Document Date      Should match the 
current scheduled 
BOD.   

The date the user/receiving agency 
signs the transfer document 
(DD1354).     

AE Evaluation Date    This milestone may be disabled for a contract when an AE evaluation is not required   

  Linked to 
Construction 
Completion Date 
(see district SOP).   

The date the AE Evaluation is 
completed and sent to the District 
AE branch.   

Contractor Evaluation Date   This milestone may be disabled for a contract when an evaluation is not required.   

  Linked to 
Construction 
Completion Date 
(see district SOP).   

The date the Contractor Evaluation 
is signed by the ACO or CO.   

Milestone and Activity Schedule 
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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 

above. The Search field and Export button are located on the right side of the window. The Export 

button will generate either an Excel or PDF exported document. 

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. There is 
no priority placed on one office over another office. 

Correspondence Phases: 

§ Draft ï Incomplete correspondence, not yet transmitted to recipient 
§ Sent ï Completed correspondence, transmitted to recipient 
§ Received ï Correspondence received from the sender 
§ In-House Memos ï Memoranda sent to other offices in Corps of Engineers 

How Does Correspondence Work? 

The Correspondence module is accessible from the Administration tab. 

RMS Correspondence 
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To Add Correspondence: 

Click the Add icon 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 to the Contractor are serialized with C-#### 

§ Request for Proposal is serialized with RFP-#### 

§ Government In-House Memo is serialized wit MEM-#### 

 

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.  

Notes: 

§ Request for Proposal ï Before the Add Correspondence screen is displayed, a change 

request number must be selected. Select the change request and click OK. 

§ Letter to/from Other Agency ï Before the Add Correspondence screen is displayed, a pop-

up will automatically be displayed to select the agency. Select the agency and then click 

OK. Click OK on the following screen to generate the serialized tracking number. 

§ To finalize any correspondence, check the Accept Letter checkbox to accept any document 

packages with documents attached and to allow the contractor to view those documents.  

§ Once a correspondence letter has been marked as accepted, this action cannot be 

reversed.  

 

To Edit Correspondence: 

To edit a correspondence document, select (highlight with focus bar) the document of interest in 

the Correspondence Selection view and click Edit or double click 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 the 

Document Package. 

Notes: 

§ Once a correspondence is sent by the Contractor to the Government, it is locked and 

cannot be edited.  

§ Once correspondence is approved by the Government, it cannot be edited. 

RMS Correspondence 
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To Answer Correspondence 

Navigate to one of the Received sort tiles to view correspondence received from the Contractor. If 

an answer was required, click on the Answer Required tile. Select the correspondence to open for 

review.  

Enter the Date Received and Answer Due dates. A user can also be assigned to answer the 

correspondence by selecting a user from the lookup in the Action by field. Use the Create New 

Letter to Answeré button to create a new answering correspondence. Use the Select Existing 

Letter(s) to Answeré button to select an existing correspondence that can be used to answer the 

letter. Any letters created and/or linked to the correspondence will be listed in the Letters 

Answeringé box.  

Once all data has been determined corrected and additions added, check the Accept Letter 

checkbox to accept both the letter and all 

associated Document Packages that 

contain documents. Conversely, if 

something is missing or incorrect, check the 

Return for Corrections checkbox to return 

both the letter and all associated Document 

Packages that contain documents. 

RMS Correspondence 
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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 RFIs easier for the user. 

In order to keep construction contracts on schedule, it is best to provide complete and 

prompt responses in the event that the Contractor requests more information and/or 

clarification. If Contractors do not receive responses within a reasonable amount of time, this 

could lead to delays and conflicts, which could also lead to legal claims and extra expenses.   

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.  

The Request for Information module allows documents to be loaded via the RMS 

Document Package Manager. 

How RFIs Work in RMS:  

The Request for Information module is accessible from the Administration tab. 

RFIs are useful in the following scenarios: 

§ When contract specifications need further information or clarification 

§ When problems or deficiencies are identified 

§ When a substitution or alternation is proposed  

RMS Request For Information (RFI) 
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RFI 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 RFI is signed in RMS, the response is sent back to the Contractor. 

Once the Request for Information Selection view is displayed, all RFI requests for the 

selected contract will be displayed. The top portion of the screen will provide a 

dashboard view of RFI requests for the selected contract. 

§ To add, edit, or delete existing RFIs, select the RFI and click the icons as 

indicated.  

§ Located on the right hand side is a Search field and an Export button. 

ß The export window will allow the user to select to export the RFI to an Excel 

or PDF document.  

The RFI Selection view screen is divided into three parts. 

§ Dashboard information 

§ List of all RFIs displayed 

§ RFI summary view panel for selected RFI  

RMS Request For Information (RFI) 
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Entering RFI Response: 

In most cases, the Government users are not allowed to add Contractor data. There may be 

rare cases where the Government user is allowed to add RFIs for the Contractor, however, 

this guide will address the required Government responses to RFIs that were created by the 

Contractor. 

Contractor data is accessible on one tab, and the Government response is provided in a 
different tab as shown in the display above. The top banner will display the computer-
generated identification number. 

1. Click the Government Response tab.  
2. Enter the information required.  
3. Click the calendar icons to set the Received Date and Answered Date.  

Although there are no application fields required, it is advised to enter enough information to 
provide a complete and coherent response to the RFI.  

Documents loaded by the Contactor can be viewed by the Government.  

Additionally, there is a section where documents shared between the Government and the 
Contactor may be loaded, and a section for Government only documents may be loaded. 
See below. 

 

RMS Request For Information (RFI) 



 

17 

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

Submittals are required by the contract to regulate the timely flow of materials to 
be incorporated into work. Submittals 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 module ï This is where users add or view the list 
of specification sections required for the contact. 

§ Submittal Register module ï 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 status, history, and due 
date(s) can be reviewed at a quick glance. 

§ Transmittal Log module ï 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 module ï This allows the Government to quickly 
assign or change reviewers and set review periods or activities for multiple 
submittal items at once. 

Submittals 
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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 sections and the Submittal 
Register into RMS. However, there are times when the Government may need to 

make manual adjustments to these areas. 

In RMS, there are three ways to add specification sections: 

1. Use MasterFormat libraries (four are provided in RMS). 

2. Manually add a specification section. 

3. Import a SpecsIntact file or Excel file. 

If the MasterFormat libraries available in RMS do not contain the desired 
specification(s), those can be manually added. It is recommended to consult the 
Districtôs policies regarding manual specification section and submittal entry. 

Specification Sections 
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The next step in preparing to send transmittals is setting up the Submittal Register.  

This allows the user to see a summary of each submittal item and make changes to the 
submittal items that have already been entered.  

It is usually the Contractorôs responsibility to enter the Submittal Register items. There 
are two ways to set up the Submittal Register: manually or via one of the Import 
Submittals methods.  

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 desired specification section is not showing in this list, the user or 
the Contractor will need to go back to the Specification Sections module to 
add it.  

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

3. Here, the Item Number and Item Number Extension can be entered. Click on the 
Finish button. 

4. Enter the Description for the submittal item and select the Activity for which the 
submittal is required. 

5. Next, set the primary and one or more secondary reviewers for each submittal 
item. 

Another way to edit multiple submittal items at a time is to use the Grid Edit button. The 
fields for a submittal item can be edited in one place here without opening the Submittal 
Item Edit view for each item. 

When finished, click on the Back button to save any changes and return to the Submittal 
Register. 

Incorrect or duplicate item(s) can be deleted by using the Delete button. 

Submittal Register 
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The Transmittal Log module is located in the Submittals tab.  

The Transmittal Log is the culmination of the work performed in the Specification Sections and 
Submittal Register modules. The specification sections must be set up before submittals can be 
created in the Submittal Register 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. 

Creating a Transmittal: 

There must be outstanding submittals for a transmittal to be created, and similarly, for submittals 
to be created, there must be outstanding specification sections. 

Since transmittals are usually created by the Contractor in RMS Contractor Mode, all Government 
Mode views will only have an Edit button by default.  

Pictured is what the add screen looks like in RMS Contractor Mode. Only the specification 
sections with outstanding submittal items are shown: 

For the full transmittal process, see the Transmittal Process Updates (July 2025) video on the 
RMS YouTube channel.  

Transmittal Log  

https://www.youtube.com/watch?v=P_7l7nXD8-0
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After clicking on 01 33 00, for example: 

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 

can be chosen from that point forward. Only submittals with the same classification 

can be added to a single transmittal. 

RMS will automatically suggest sequential 

numbers for transmittals, in the case of 

this image, this will be the fourth 

transmittal under this specification 

section. 

Transmittal Log  
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An example of a draft transmittal in Contractor Mode is depicted above.  

 

Transmittal Log  
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Receiving a Transmittal: 

RMS Government Mode will default to the Transmittals in Review tile when opening 
the Transmittal Log as shown below: 

Transmittal Log  
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Click in the cells in the Date Received column to enter a date. This date cannot be 
in the future or prior to the Contractor Sent Date.  

A light blue underline will display on the blue tabs to indicate the tile is active. In the 
screen displayed below, the user is on the Pending Government Receipt tile. 

Transmittal Log  
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Once a Date Received has been entered, click out of the cell for the date to be saved 
in the cell (click off the transmittal). The transmittal will move to the Transmittals in 
Review tile: 

The transmittal is now considered a transmittal in review in RMS. The Transmittals 
in Review tile will be automatically updated. Click on the Transmittals in Review tile 
to review the information on a transmittal: 

In the image above, the highlighted transmittal has one submittal awaiting review. 
Double click on the transmittal to open it. 

Transmittal Log  
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The Government Transmittal in Review screen is displayed above. The 4025 Report 
and Govôt Remarks button in the upper right hand corner of the screen will display 
previews of the 4025 and Government Remarks report prior to report completion. 
These are only previews of the report and will not contain signatures.  

Document Packages: 

There are two Document Packages at the bottom of this screen: 

§ The Shared Document Package is shared between the Government and the 
Contractor and contains the signed 4025 from the Contractor.  

§ The Government Document Package is only accessible to the Government. 

Transmittal Log  
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Next, add in Government Remarks to Contractor, Secondary Reviewer Remarks, 
and/or Internal Notes, if needed: 

If corrections are needed, make sure to select the appropriate QA Code for 
resubmittal (shown below) and communicate the changes needed to the Contractor.  

Transmittal Log  

First, the QA Code must be assigned to each of the submittal items: 
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Finally, apply the QA code(s) and complete the 4025. The signing method used by the 
Contractor to submit the ENG 4025 will dictate how the Government can sign and 
complete ENG 4025. If the Contractor manually attached a signed ENG 4025, then 
only the Manually Attach Signed 4025 button will be available for the Government. If 
the Contractor digitally created and signed the ENG 4025 at submission, then only the 
Apply QA Codes and Complete 4025 button will be available.  

If using the Apply QA Codes and Complete 4025 method, RMS will prompt the user to 
enter a PIN for CAC authentication.  

Note: If District policy does not advocate for digital signatures, a manual copy of the 
4025 can be uploaded by both the Contractor and Government using the Manually 
Attach Signed 4025 button.  

Once the ENG 4025 has been signed or a signed ENG 4025 has been manually 
attached, RMS will apply the selected QA Code(s) and complete the transmittal. 
During this action, all Document Packages will be accepted, and the transmittal will 
then be sent to the Contractor in one action. The Date Sent to Contractor will be auto-
populated and the buttons will become inactive: 

Transmittal Log  
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It is good practice to check the 4025 for the signature and the QA codes. Click on 

the Shared Document Package as indicated below to view the 4025. Double click 

on the document in the Document Package to view it: 

Transmittal Log  

The QA Code(s) will be listed for each item, and the Government signature is 
shown in the bottom of the report.  
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Recall Transmittals 

Once a transmittal has been reviewed and completed in GM, the Recall Transmittal 

button will become available to allow the Government to return the transmittal back 

to the Transmittal in Review status.  

Note: Transmittal recall can only be performed on transmittals created after 

the release of patch 498.  
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Recall Transmittals 

When the Recall Transmittal button is clicked, a Transmittal Recall Reason must 

also be entered to complete the recall.  

The transmittal will be placed back into the Transmittal in Review status. After 

clicking OK, the transmittal will return to the Transmittals in Review sort tile. 

Open and edit the recalled transmittal. Only the QA Code and Government 

Remarks to Contractor fields will reactivate for editing.  
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Recall Transmittals 

Once the necessary updates are made, the transmittal can be completed again 

by using the Apply QA Codes and Complete 4025 or Manually Attach Signed 

4025 button.  

A new Document Package will be created for each new completion of the 

transmittal. When a recall is performed, a new Recall revision entry will populate 

into the Revision History table. 

When viewing the revision history for the recalled transmittal, the Show Recall 

Comments button will be available below the Government Remarks to Contractor 

field. Clicking on the Show Recall Comments button will show the Transmittal 

Recall Reason entered along with the user who performed the recall and date the 

transmittal was recalled. 
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The Submittal Assignments module provides the capability to quickly and 
easily change different options related to multiple items at the same time. 

 

This can be done by using the 
Update button after the desired 
changes have been made. An 

activity can be assigned, the 
review period can be set, and 
reviewers and offices for 
multiple items can be replaced 
at one time. 

The primary reviewer or review 
days can be manually updated 
in this module, as well. 

Submittal Assignments 
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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.    

Subcontractors can be associated to Pay Activities after the applicable 
Responsibility (RESP) codes have been added to RMS. 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 Network Analysis Schedule (NAS) 
module.    

Subcontractors 
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For a tutorial on how to add Subcontractors, see the RMS Support Center 

YouTube video: How Add a Subcontractor - YouTube  

Date Entry for Subcontractors: 

 

 

 

 

 

 

 

 

 

 

 

 

First Day and Last Day Onsite values and Payroll fields cannot be entered by the 

Government. These fields can only entered in Contractor Mode.   

Common Errors: 

When importing Subcontractor information, Subcontractor RESP codes can be 

duplicated. Verify all entries upon import. On preventing this issue see: How to 

Prevent Duplicate Subcontractors   

Subcontractors 

https://www.youtube.com/watch?v=g876LegBKLg
https://www.youtube.com/watch?v=oa-XBNF6L-k
https://www.youtube.com/watch?v=oa-XBNF6L-k
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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 contractôs 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.   

Use of a schedule in Corps of Engineersô contracts is mandated by FAR 52.236-15 

Schedules for Construction Contracts and the contractôs 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 scheduleôs 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, Oracleôs 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.  

Note: Since the SDEF file is just a formatted text file, it is possible to manually 

create this file following the fileôs 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.  

 

Network Analysis Schedule (NAS) 
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Since RMS retains a copy of all imported schedule files, click on Edit to access previ-

ously imported 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.   

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 click Next.   

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

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

§ Data Date ï 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 ï Use this field to differentiate revisions of the same file.  

§ Project ID ï Also referred to as Contract ID. It is the 7-character alphanumeric shown in brackets 
found in the upper left corner of the RMS screen header, next to the contract number. 

RMS displays the contents of the file before importing the data into the contract. Click 
on the tabs to review the data identified by the tab selected. 

Network Analysis Schedule (NAS) 
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IMPORTANT: For all pay activities that exist within the contract but do not match the schedule 

(matched by ñActivity IDò), the activity in the contract will be deleted and the activity in the 

imported schedule will be added. It is highly recommended that once an activity ID pattern is 

established, it is not changed for the duration of the contract. 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 Import Status column indicates, ñActivity Not found in 

schedule ï ACTIVITY WILL BE DELETEDò be sure to confirm this is an acceptable change prior 

to proceeding to Import data into Contract.  

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. 

Preview Import Earnings into Payment:  

Use this feature to create a Progress Payment Request. After Actual Start and Finish dates and 

Percentage Complete have all been updated in the scheduling program, the schedule file can be used to 

create the next Progress Payment Request. 

Note: There can be only one open invoice in RMS at any time. If an import is attempted and the 
Government has not yet completed the previous Progress Payment, RMS will not allow the import to 
proceed. The payment does not have to be paid, it just needs to be marked completed in RMS to 

allow another invoice to be opened.  

Click here to see a video with more details regarding the Activity Import Preview.  

Network Analysis Schedule (NAS) 

https://www.youtube.com/watch?v=a-xw7GSi1HI&t=3095s





























































































