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1.0

INTRODUCTION

The Resident Management System (RMS) is a comprehensive system for the management of
construction contracts through tracking and documentation used by the United States Army
Corps of Engineers’ field offices. RMS 3.0 (herein referred to as “RMS”) is a single application
incorporating both the Government (GM) and Contractor (CM) modes. Contractor Mode is
differentiated from Government Mode using gold tiles while Government Mode uses blue tiles.

A <& G 9 e & & S 8§ e

Contractor Mode tiles in gold Government Mode tiles in blue

This document serves as both the User Manual and Training Guide for RMS and is designed to
provide detailed, easy to understand instructions on how to use the RMS Contractor Mode (CM)
program. It assumes that the reader understands any related USACE policy and the
construction business in general, but it does not necessarily require previous computer
knowledge. The instructions and standards provided in this guide are current as of patch
release 471. For any updates or changes that have been made to RMS, please see the release
notes found on the RMS website, RMS Release Notes. Click on the PDF link for the patch to
see changes made in that patch.

4—"URLto Release Notes page. Ay K &/ = @ %

Google Drive Costpoint 8 [R) RingCentral-admin i Webex Login Page

sperity Portal | Lo... € RMS Contract Files.. b Baseline Measurem... % Signinto Outiook EJ RMS 3 Releasesxisx i RMS Development...

Home About Documents~ Videosv Downloads\System Requirements Support v

© US Army Corps of Engineers Resident Management System (RMS) Website

Release information if no

Patch version numbers. i .
Link to Release Notes release notes provided.

for specific patch
number.

RMS Release Notes

Application Release Date Document Supplentental Information

03/04/2024

Replace the BCD button, Add CEIT maintenance dates, Prevel
frequent reconnection alert, Resolve exception error during
gtter generation.

RMS 3.0 Patch 470

RMS 3.0
RMS 3.0

Patch 466
Ratch 45,

02/29/2024 PDF
01/04/2024 PDE

The chapters follow a common management workflow sequence of a typical job, beginning with
planning and end with briefing reports. Reading individual sections will assist in providing an
understanding of how to use RMS in those sections. Since information integration is a major

feature of the system, it is recommended that all chapters be read to have a comprehensive
understanding of the application’s capabilities.

For instructions on installation of RMS CM see Download and Install the RMS Launcher.

Once the RMS Launcher is installed, the RMS CM Login screen is displayed. See below.
Follow the prompts on the screen to login. New Users must click the option to create an
account.

The maintenance schedule is displayed in the /mportant Notice section at the bottom of the
login view.



https://rms.usace.army.mil/rms_release_notes.html

- US Army Corps of Engineers US Army Corps of Engineers
Resident Management System - RMS 3.0 RMS Website | RMS Support Resident Management System - RMS 3.0
RMS 3.0 Login RMS 3.0 Login

[] Remember my User D

Smart Card | No Smart Card Detected

Refresh Smart Card

- to Create an Account
1you DO NOT have a DOD issued Smart Card ‘
Click Here:

1fyou have a DOD issued Smart Card
Click Here

CEIT scheduled weekend maintenance: 07, = = = . RMS may be inaccessible dt
cem L RMS
ceT S S RMS

Help can be found for users by clicking on either the RMS Website or the RMS Support buttons
found in the upper right corner of the login screen.

The RMS Website button will take users to the RMS website where users
@ can download RMS software and access various User Guides, Guide Specs,

Help Files, Import Templates, RMS Documentation files, YouTube training
RMS Website videos, and the Support Ticket submittal website.

The RMS Support button will allow users to check for software updates and
to open a support ticket by sending users to the Jira website. Below the table,
click on Click here to submit a Support Ticket to send a request for
assistance to the RMS Support Desk.

Note: The RMS Center Helpdesk is available Monday through Friday 6 am Eastern Time
until 10 pm Eastern time and Saturday and Sunday from 12 am Eastern Time to 8 am
Eastern Time to support the various time zones between User Districts. However, due to the
thousands of customers that use RMS, it is advised that the User contact the local USACE
Project Office Team for POC regarding RMS questions before contacting the RMS Support
Center. This POC can often provide solutions to the District with established processes and
procedures that are specific to a given District and thereby minimizing unnecessary
confusion.

After the User has successfully logged in, the screen shown below will be presented and help is
always just a click away. From this opening screen, to get assistance, click on the Help button.

USACE - RMS

Resident Management System

Contractor Mode - Prime Contractor Selection
Last Login: 3/31/2023 9:18:40 AM

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.

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

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

Using the Help button, users can choose to get the Online User Guide, go to the RMS Support
website, open a Support Ticket, or check for updates to the program.




1.1 RMS Website

The RMS website can be reached by entering https://rms.usace.army.mil into any web browser.
Internet Explorer is not recommended for use, as some features may not work with that
browser. Below is a view of the top of the website using the Firefox web browser:

v = (m] X
[ RMS Website - Home X 4+

< c (i https://rms.usace.army.mil a » ﬁ) A 0O o :

- Home About Documents v Support v

© US Army Corps of Engineers Resident Management System (RMS) Website

1.2 Getting Help

1.2.1 On the Website

On the website, there are multiple places where users can receive help with using RMS. As
seen in the image below, there are links available on the homepage of the website for
submitting a ticket through the RMS Support Center.

ZE  An official website of the United States govemment Here' oW v

Home About Documents~¥ Videos~ Downloads | Support =

= US Army Corps of E Create a Help Desk Ticket »

Click Support, then Create a Help Desk

Ticket or Open an RMS Support Ticket. RMS Quick Links
A Important A\ RMS Video List
essage f.
Important Message: Planned Outages:
Date: 07/07/2023 Due to maintenance, RMS may
Document Package Issue be unavailable on the following L Open an RMS
Resolved dates: Support Ticket
Summary:

July 15, 2023 - July 16, 2023
July 22, 2023 - July 23, 2023
July 29, 2023 - July 30, 2023

The document package issue
described below should now
be resolved with the release of

RMS update 416 (patch 416). August 5, 2023 - August 6 RMS FAQ
2023
Date: 07/06/2023 August 12, 2023 - August 13,

There are also other helpful resources that can be found on the taskbar of the RMS website.

In the Documents tab, User Manuals for both the Government and Contractor Mode of RMS can
be found as well as various other helpful links for training, templates, or installation files.
Release Notes from each patch release can also be accessed from this Documents tab menu.

&8 An official website of the United States govemment |

Home About Documents~ Videos~ Jownloads Support ~

= US Army Corps [l EYTTE TR ALY ol

Release Notes



https://rms.usace.army.mil/
https://astrafirerms.atlassian.net/servicedesk/customer/portal

ZH An official website of the United States govemment |

Home About Documents~ Videos~ Downloads Support *

US Army Corps of Engineers Resident Management System (RMS) Website

RMS Manuals

Government Help Files

Contractor Help Files

Government

M ick Reference Guide for Gevernment Us
Overview

RMS AIS Access

Prime Contractor Selection

Contract View and Setup

Pay Activity and Work Quality (Quality Contral - QC)
Contract Submittals

Contract Schedules

PDF Documents
nstalling RMS

Out-processing a Transmittal

PowerPoint Presentations

PDF Documents

Installing RMS
How to Create an RMS Account

PowerPoint Presentations

Contract Closeout
RMS Reports
BMS Government User Manual Vol 1
1.0 Introduction
2.0 Getting Started
3.0 Library Mode
4.0 Contract Mode
5.0 Administration
RMS Government User Manual Vol 2
6.0 Finances

RMS Government User Manual Vol 3

7.0 QA/QC (Quality Assurance/Quality Control)

8.0 Submittals

9.0 Schedules
10.0 Closeout
11.0 Import/Export
12.0 Contract Reports

Capturing Error Messages Capturing Error Messages

Creating a non-DoD CAC Account Creating a non DoD CAC Account

Adding a Change Order Creating a Transmittal

Adding Submittal Reviewers Importing Transmittals Using Excel
Entering an Option Modification Manually Entering Pay Estimates

Adding d subClins Entering Test Results for QC R Contractor
How to Add non-DoD Staff Mods

How to Remove a P2 Link
How to Unlink RMS from P2
Government Launcher
cessing Transmittals
ing.a Payment

ing Transmittals from a Contractor
Selting up a New Contract
Signing a Pay Estimate
Signing QAR Daily Reports
Transmittal Review

Updating Phase Status lssues

Updating Status Photos
Updating System Milestones

Contractor
RMS Quick Refe vide for Contractol
Overview
RMSAIS Access

Prime Contractor Selection
Contract View and Setup

Pay Activity and Work Quality (Quality Control)

In the Videos tab, helpful tutorial videos and recordings of hosted training sessions available in
the RMS Support Center YouTube channel are listed.

ZE An official website of the United States qovemment He

Home

%

= US Army Corps of Engineers

RMS News

About Documents v Videos ¥ Downloads Subdport »

All Videos

Brown Bags & Webinars
RMS Basics
Govemment Videos
Contractor Videos

ZE An official website of the United States govemment  H

Home About Documents~ Videos

Video-list

Brown Bag Sessions

RMS Release 414

RMS Relsase 407

RMS Release 396

RMS Release 392

RMS Release 388

RMS Releases 374 & 383
Controlled Unclassified fion (CUI)
ImportExport

Closeout

Schedules

Change Requests & Modifications
Submittals/Transmittals

QA/QC - Video Unavailable
Setting Up a Contract
Receiving Pay Invoice From KTR
DD1354 Updates

Most Recent Webinars

'= US Army Corps of Engineers Resident Management System (RMS) Website

Downloads ~ Support »

RMS Videos

Brown Bag Webinar - June 2023 Train the Trainer - June 2023 RMS Release 407 RMS Release 336

June 2023

May 2023 March 2023



https://www.youtube.com/@rmssupportcenter1486

1.2.2 Help Menu in RMS

| RMS Help X

The RMS 3.0 Application has multiple ways to help. Please select your help option below.

If assistance is needed by phone, please call our Support Desk at +1(442)333-1011.

Processing Site: WPCD1 version 127
Software Version: 3.0 Patch Level: 0331
Launcher Version: 3.0 Patch Level: 30

Data Server: hittp: i

v oK

Online User Guide will open a web browser to the RMS Documentation Index Webpage (see
section on Online User Guides).

RMS Website will open a web browser to the RMS Homepage where users can download the
RMS software, check to see if RMS has any outages or notifications, and find other useful
information.

Open Support Ticket will open a web browser and direct users to the Jira Web Portal. (See
section on RMS Helpdesk Support Tickets)

Check for Software Updates will check to see if the running version of RMS is the most current
version and can be used when a User cannot log in.

Note: Users often create shortcut links that are saved on the laptop/computer that does not
point to the Launcher. This creates problems as the Launcher will not automatically update
the software for continued operations. The Check for Software Updates button is available
to alleviate this problem. When a new version of RMS is available, after clicking on the
Check for Software Updates a dialog box will allow the User to confirm the download.

1.2.3 RMS Helpdesk Support Tickets

RMS support is offered through a Jira Web Portal. This web portal can be accessed in a variety
of different ways. First, users may access the portal from within RMS. This can be done by
using the navigation buttons in the top right of any view inside RMS. From the login screen or
the map view, click on the RMS Support button. From Library Mode or inside a contract, click on
the Help button.




RMS Support

From the Login From within a
screen, click contract, click
this button this button
If using the RMS Support button, If using the Help button, the
the following window will display: following window will display:
RMS Support X RMS Help X

Support Menu
The RMS 3.0 Application has multiple ways to help. Please select your help option below.

To open a support ticket, please log into RMS 3.0; or, click "Open Support

Ticket" below to access the RMS support ticketing system. If assistance is needed by phone, please call our Support Desk at +1(442)333-1011.

If assistance is needed by phone, please call our Support Desk at +1(442) Online User Guide

333-1011.
Open Support Ticket

Open Support Ticket

Check for Software Updates
Check for Software Updates
Processing Site: WPCD1 version 127

Software Version: 3.0 Patch Level: 0331
Launcher Version: 30 Patch Level: 30

o
For either option, click on the Open Support Ticket button to open the Jira Web Portal.

Another way to access the web portal is from the RMS Support Center Webpage
(https://rms.usace.army.mil/), where there are multiple places that will direct users to the Jira
website to submit a support ticket. Click on the Support drop-down at the top of the page to
reach Create a Help Desk Ticket or click on the Open an RMS Support Ticket button.

&B An official website of the United Stales govemment  Here's how you know -

Home

About Documents *+ Videos * Downloads Support ~

Create a Help Desk Ticket »
RMS FAQ

Click Support, then Create a Help Desk .
Ticket or Open an RMS Support Ticket. RMS Quick Links

Important 4 PLANNED
Message / OUTAGES
& ,.-“L 3

RMS Video List

Impeortant Message: Planned Outages:
Date: 07/07/2023 Due to maintenance, RMS may
Document Package Issue be unavailable on the following ’ Open an RMS
Resolved dates Support Ticket
Summary:

July 15, 2023 - July 16, 2023
July 22, 2023 - July 23, 2023
July 29, 2023 - July 30, 2023
August 5, 2023 - August 6
2023

Date: 07/06/2023 August 12, 2023 - August 13

The document package issue
described below should now
be resclved with the release of
RMS update 416 (patch 416).

RMS FAQ



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

Links are available at the bottom of the page, as well:

Audience: Government

Click on either link to
navigate to the Jira Web

Portal to submit a ticket.
Resident Management Systeu: \nm o) RMS Help Desk Site Map
The Resident Management System (RMS) is a quality manage 1ent and contract Phone: 442 3331011 £onC

inistrati s i i . i Create a Help Desk Ticket
administration program designed by Resident Engineers. The ¢ ‘stem provides an [T TS R ——— P

Monday through Friday - 6am to 10:30 pm Eastern time
Salurday and Sunday - Midright fo 8 am Eastern time

efficient method to plan, schedule, and control all aspects of cc struction.

The RMS Website is an official website of the U.S. Army Corps f Engineers. For
website issues, please contact the RMS Help Desk Click Here to Enter a Help Desk Ticket

All these options will open a webpage to the Jira Web Portal. Conversely, users may also call
the RMS Support Center and have a support technician create the ticket for the users by calling
(442) 333-1011. This line is open 24 hours a day except on Government Observed Holidays.

1.2.3.1 Log into Jira

When the User first opens the Jira Web Portal (https://astrafirerms.atlassian.net/servicedesk/),
the User must log in to submit or view tickets for RMS.

Note: The Username and Password for the Jira Web Portal are not the same as the User’s
RMS Username and Password. This Username and Password must be set by the User,
either through the Jira Web Portal or by calling in a ticket with the RMS Support Center.
(The RMS Support Center does not create or set a password for this account, only the email
address. Please see the section on Changing/Setting the Jira Account Password for how to
set the password if an RMS Support Technician creates the account for the User).

For instructions on how to create a Jira account, please see the section on creating a Jira
account below.

If the User has never logged into Jira before but has submitted a support ticket through RMS or
had a ticket created by the RMS Support Technician after July 2021, then the User will simply
need to enter the email address used for tickets in RMS and create/change the account
password (sent to the User’s email address) to proceed with logging in.

1.2.3.2 Create a Jira Account

Otherwise, if the User has never submitted a ticket through RMS or had one submitted by an
RMS Support Technician after July 2021, then the User will need to create a new account in the
Jira Web Portal.

When entering Jira for the first time, enter an email address to receive communications about
the RMS Support Ticket in the field provided and click Next. In the following window, click Sign
up with password.




€ Back

Enter your email to log in or sign up
RMS Support Center

Email address

l ‘ ﬁ Sign up to continue
Email address

& Back
Next, check the email for a link to finish
signing up. If the signup link never RMS Support Center
arrives, click the Resend signup link
button. Check your email to finish signup
We've sent a private signup link to @email.com.
Resend signup link
The email will show in the inbox as shown below:
= M Gmail Q Search mail
- c
'— Compose
RMS Support Center Finish signing up to RMS Support Center -

Open the email and then right-click on the Sign up link and choose Copy link address (seen
below).

Open link in new tab

Open link in new window

Open link in incognito window

Save link as...

Copy link address




Next, open Google Chrome (or other supported web browser, not Internet Explorer) and paste
the link into the address bar before pressing the enter key on the keyboard.

L : Sign up
Next, enter the User's name as it is to appear in

Jira and enter/create a password. Email address
| User's email will show here |

Full name

| Enter name |
Flna"y, CIle S/gn Up tO fInISh the prOCGSS as Choose a password
shown to the right. Create password ®

By clicking Sign up, you agree to the Privacy Policy and
this Notice and Disclaimer.

Click on Sign Up to
finish the process.

Next, proceed to Submit a Support Ticket.

1.2.3.3 Change/Set Jira Account Password

If the User has not created or set a password yet, and did not receive a welcome email from the
RMS Support Center, similar to the picture below:

RMS Support Center Welcome to the RMS Support Center - Welcome! You've been invited to RMS Support Desk portal

Then, enter the User’s email used for

past support tickets created after July

2021 in the email text box and click Log in to RMS Support Center
Next (seen below, left).

User email displayed here

Enter your email to log in or sign up

Password |

Email address

| |
L e yout passwerd
I Forgot your password? I your password to

set/change the
|account
Need an account? Sign up | password

On the following screen, click on Forgot your password link. This will send an email to the email
entered on the previous screen (seen above, right).

Navigate to the email account to find an email from RMS Support Center with the subject “Reset
your password” as shown below.




RMS Support Center Reset your password - Hi, You requested a new password fol

Open the email and right click on the box in the email that says Reset my password and then
click on Copy Hyperlink (seen below, left).

M Create new password
- | U=l .
-m Select Hyperlink User email will show here
Password
Powered by Jirz f'.:é Open Hyperlink
®|
Copy Hyperlink
Who Is... D

4

Then open Google Chrome (or other supported web browser, not IE) and paste it into the
address bar. Then press enter to continue to the page to change the password for the account.
Enter a new password and then click on Confirm to proceed to the Support Ticket page (seen
above, right).

1.2.3.4 Submit a Support Ticket

Once the Jira Web Portal has opened in the User’s web browser, if the User has not logged into
Jira in the past, please follow the instructions for logging in to Jira. Otherwise, the following
screen will display:

ICK here 1o view .

all open tickets.

Click here to view
Account information

Welcome to the RMS Support Center

Find help and services

CE-IT Maintenance Schedule, all times are in central time -~

CE-IT scheduled weekend maintenance: 6/12/2021 - 6/13/2021. RMS may be inaccessible during this time. = = ra—
CE-IT scheduled weekend maintenance: 6/19/2021 - 6/20/2021. RMS may be inaccessible during this time. NOtIﬁPathnS will display
CE-IT scheduled weekend maintenance: 7/17/2021 - 7/18/2021. RMS may be inaccessible during this time. here in peach

CE-IT scheduled weekend maintenance: 7/24/2021 - 7/25/2021. RMS may be inaccessible during this time.

Welcome to the RMS Support Center to create a support ticket click on the option down below "RMS Support Ticket"

What can we help you with?

et | : Click here to open a new
RMS S t Ticket
sppert e support ticket.

Note: Jira Web Portal is not supported on Internet Explorer, please use Google Chrome,
Microsoft Edge, Mozilla Firefox, or another supported web browser to access Jira.

Once on the Jira Web Portal, to submit a ticket, click on the RMS Support Ticket link:




RMS Support Ticket

Fill out all requested information in
the form (shown on the right).

The more information entered, the
faster the issue can be resolved.

1.2.3.5 Viewing Previously
Entered Support Tickets
To view tickets after submission,
click on the Requests button in the
top right corner of the web portal.
There are two options available:

Created by me which shows tickets
submitted by the logged in User or

All, which shows tickets created by
the User and tickets for which the
User is a Requested Participant. A
Requested Participant is the User
that has been added to the ticket
either by the RMS Support Staff or
the User that initiated the ticket.

Raise this request on behalf of*

.I Logged in User’'s name will display here.

I v

Summary*

Enter a brief description of the issue in the Summary box I

Contract ID

Phone Number

Districts ™

If the issue is related to a contract, enter the
Contract ID here. The Contract ID can be found in
RMS in the []in the upper left corner of the screen.

Choose the District from the drop-down list. This
information is required for any ticket.

Attachment

Rem

Des:

Drag and drop files, paste Screenshotuanhiouss,

Use the Browse button to
add any attachments to

nember: Please do not upload any Pll or CUI when entering tickets the ticket.

cription

Enter a detailed description of the issue or question for which this
ticket is being created. Add any details, steps taken prior to error
message appearing, or description of the error message in
qguestion. The more information provided, the faster the RMS
Support Center can provide an answer.

Software Application

| Enter the RMS version being run by the User. 3.0 Gov or Contractor Mode. I

When all information is entered, click
on Send to submit the ticket.

1.2.4 Online User Guides

The User Guides are

M [ "MS Documentation x =
available online on G @ O hipss/msusscearmymil/datafies/msdoowebsite/defaulthin
the RMS RMS
DOCU me ntatlon ‘Welcome to the RMS Documentation index page. Submit a Support Ticket
pag pport Ticket
Website, which can | G oo
be found here: o ment Mannal Yohume 4 W )> RMS Support Center YouTube Channel | Brows Bag Training Slides - 06,2022

RMS 3.0 Government Manual Volume 2
Finances (updated 10/2022)

How to Install RMS 3.0 Contractor Mode

Kelly McGavran's Help Files for USACE and

Contactors

eginner Training Slides

06/2022

M Ve

v
(undated 10/2022)

W y 1 MS3
Contractor Mode

NEW: Submittal Process Power Point

Advanced Training Slides - 06/2022

https://rms.usace.army.mil/datafiles/rmsdocwebsite/default.html.

1.3 Operational Basics

RMS operates in one of two modes: Library or contract. Each mode in RMS is further
subdivided into modules represented by grey or colored tiles in the respective screens.

1.3.1 Library Mode

User Settings

brary

User Roles

Contractor Staff

The first mode that is encountered after logging into RMS and selecting the Prime Contractor, is

the Library Mode. When RMS does not have a contract open, it is running in Library Mode.


https://rms.usace.army.mil/datafiles/rmsdocwebsite/default.html

Access to information that impacts all contracts is accessible in the Library Mode. The Library
Mode provides the following functions:

User Settings: Manage local cache settings and User preferences
Government Library: View Government Library entries
User Roles: Define User Roles

Contractor Staff. Manage Contractor Staff

1.3.2 Contract Mode

When a contract is opened in RMS it is in Contract Mode. Entering and modifying information
related to a contract takes place in this mode. The tiles from Contract Mode are displayed
below.

1.4 Screen Layout

All the screens in RMS have the same look and feel for menus, headers, buttons, etc. The tiles,
buttons, and widgets used throughout RMS perform the same function regardless of which
screen those are located on.

1.4.1 Screen Header

The screen header shown at the top of most screens provides basic contract identification
information (entered by the Government in RMS/GM) and tiles for quickly moving between
screens.

[E1001660] W912DR-11-C-0033 W9123820F0130

Contract ID Contract No., entered Contract Title entered
in Contract Description in Contract Description

When the contract has been marked as containing Controlled Unclassified Information (CUI) by
the Government, the statement “THIS CONTRACT CONTAINS CUI; REQUIRED CUI
CONTROLS MUST BE FOLLOWED.” will be included in the screen header as shown below.
For specific guidance regarding the Contract’s CUI status, contact the Contract’s Contracting
Officer, Administrative Contracting Officer, Contracting Officer Representative, and/or Project
Manager.

Wideband Satellite Communications Center
[E1001660] W912DR-11-C-0033

Note: Refer to the DoD’s official CUI implementation policy DoD Instruction 5200.48
Controlled Unclassified Information (CUI) for more information.



https://www.dodcui.mil/Portals/109/Documents/Policy%20Docs/DoDI%205200.48%20CUI.pdf

Contractor Mode Home TRAGZCLUA R[> Contractor Selection list.

Contract Selection Return to Contract Selection list.
Menu Return to Contract Menu screen.

Conftract
Back saves and returns to the previous screen. There is no SAVE in RMS; data is
<::' stored to the database upon entry. Clicking on Back will also save/commit data to
Back the database.
Note: Exiting RMS without clicking the Back button will result in loss of data.

N\ Refresh will redisplay the most current information. On occasion, screens may not

A immediately reflect entered data. When this occurs, click on REFRESH to update

Rebreh the data showing on the screen.

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

Q Log Out will log the User out of RMS and the User will return to the Login screen.
Log Out

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

Help

1.4.2Table Customization

Table views are provided to assist with data review. These table views are easily customized
using the drag-and-drop technique. Views can be customized using several different methods:

e Clicking the column header and dragging the column header to the desired
position in the table to view data in a desired configuration.

Dragging the column header into the grey row above the table to group data
according to column values in the table.

Clicking on the funnel widget in the column header and selecting the desired data
filters from the drop-down selection box to filter the data displayed.

¢ Clicking on a column header to order the data according to the column’s values.

T2 Baltimore Test District (including suboffices) : All Contracts

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

Contract/Delivery Order No. X Full Title of Contract T | Office Name

‘ [E1002899] E1002899 test T2 Baltimore Test District Future

‘ [E100289¢8, 1002898 Test 3278 Bethesda Resident Office, Future

‘ [E10028¢ Q2897 | SERVICE-68066 Example - Final Folllow-up = NWQ Project Ofice ung lea A | Active

‘ [E1003 L New Contract Test - MDC T2 Baltimore Test D) Future

‘WQ p RMSDEV-3690 2nd Ttest - No copy NWO Area Officg Active
Drag the column header Drag and drop column Click the funnel to Click column
to change column order. header here to group. filter by values. header to change

order by values.

Dragging column headers:

Notice below that the Contract ID column is now the first column instead of the second column.

Note: Table customization is not saved when the module is exited. Columns that are shifted




to view data are temporary and not saved for the User. The User will need to customize
tables each time when entering a screen.

Contract Selection

T Full Title of Contract T | Office Name
W9128F-16-D-0050 Financial Test Contract lenn's Office
[E1002596] PAYEE OFFICE ID TEST T2 Baltimore Test District Future
W912DR-07-D-0038 0002 Frankford HTRW Interim Removal Action EMDC Engineering Active

Contract Selection X &) export

[ = -
. :)[;1 1 Contract/Delivery Order No. T | Full Title of Contract T | Office Name T | Contract Stage

¥ Active

~ Construction Complete

~ Final Payment Made

A Fiscal Complete

|E‘1001 867  W912DR-12-C-0030 Qld Post Chapel Renovation JBM-HH Resident Office Fiscal Complete

|E'\00'\ 866  W912DR-10-D-0014 0004 Acoustical Improvements, Bldg. 61 JBM-HH Resident Office Fiscal Complete 1
|E1001 862  WS12DR-11-D-0021 0015 Building 1839 HVAC Upgrade Harrisburg Area Office Fiscal Complete 3
1]

L4
When grouping is used, to view contracts in each group, click on the down arrow for the
group to be viewed. To remove the grouping, click on the column header in the grouping row
and then click the X button.

I Grouped by: wmﬂ( the X to

remove grouping

Filtering columns:

Contract Stage

Active
. ect All (%]
Active
Active tive
Active Construction Complete
Active Final Payment Made
Active Fiscal Complete

Contractor Action ltems

133 144 0
High Medium

Action Items are tasks that the Government has identified critical to contract performance. The
Action Item levels of High, Medium, and Low, are also identified by the Government. The
numbers in the boxes show the number of items that have not been completed. Click on a box




to view the detailed list.

Contractor Action Items are the total of all items requiring completion by the Prime Contractor
and its Subcontractors. My Action ltems are the number of items requiring completion by the
logged in User. The Actions Item Dashboards contains four different colors associated and are
described below.

e Ared box indicates there is at least one High action item that is past due, with the
possiblity that there may also be medium and low action items past due as well.

e An orange box indicates there is at least one Medium action item that is past due,
with the possiblity that there may also be low action items past due as well.

e A vyellow box indicates there is at least one Low action item that is past due.

e A green box indicates there are no action items past due.

My Action Items will be for those items that are pending due and have been assigned
specifically to the User who is logged in. This is assigned in sections where a staff lookup field is
set to the logged in User. For example, in the Transmittals In Review, the Primary Reviewer
may be set to a specific user for each submittal item, as seen below:

UPDATE Submittal Items

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

T|ltemNo T  Description T SD No T |InfoOnly T :22‘:‘:2[ L g:‘;::w

> |{"013300"01 33 00 User name
[}

The box color indicates the existence of items within the 3 levels.
RED = One or more High Action Items

= One or more Medium Action Items, no High Action Items
GREEN = No High or Medium Action ltems

Government Action ltems Contractor Action ltems My Action ltems
Contractor Action ltems - All X | 4] Bxport

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

Item Type T | ltem Title T | Action T Alertlevel T z_menslble ey
a

CLIN Activities not Balanced Balance CLIN Activities for: Priced Parent CLIN 0001 Medium
Equipment missing safety check date Assign safety check date to: asdfasdf High
| Feature Feature has no activities assigned Assign Activities to: ENVIRONMENTAL PROTECTION High

The blue tiles identify the number of actions in a category indicated and the priority. Click on a
tile to view a filtered list of items of the type selected.

For assistance with resolving common action items, please see Appendix C.

1.4.4 Button Operations Explained

n:j Add/create a new item.




] =

‘
+) export

Delete/remove an existing item. Depending on the item, in
addition to single deletions, there may also be options to
delete more than one item at a time or all items in one step.

Edit/revise/modify an existing item.

Expand the associated list of items.

Collapse the associated list of item(s).

Export the table to an Excel file or an RMS report for external
use.

Identifying a contract as a FAVORITE will display it in the
Favorites list on the Contract Selection screen.

Enter any part of the word(s) for which to search. Search will
look at all columns on the screen. Search is case-sensitive.
Click on the X to clear the search criteria.

Use this widget to open the selected item. Double-clicking on
the item performs the same action.

This widget identifies an unformatted memo field. Type
directly in the adjacent box or click on this widget to open a
larger box in which text can be entered. There is no limit to
the number of characters that can be entered.

When a date is required, click on this widget to open a
calendar from which to select the date.

Use the funnel widget to filter/limit the data displayed in the
table. The selections will vary depending on the data
contained in that column. There is also the capability to build
a simple logic filter to further refine the data displayed.

Clicking on a box containing this graphic will open a list
displaying the items corresponding to the selected box.




| OK | Accepts the selected entry. Double-clicking on the entry
performs the same action.

| Cancel |
Voids the selected entry/action.
Document Packages are used extensively throughout RMS
T T to facilitate the inclusion of supporting documents. See next
Packages section on Document Packages for detailed instructions on

— its use.

1.5 Document Packages

Letter No. H-0003 CONTRACTOR: Complete a document package for this letter and submit it using this document package manager. The document package should include
the letter itself and any applicable supporting documents.
Add . Title of Package 0.
gemex | Edit | > [Letter No. H-0003 1. Not Ready
-Delete

Document Packages are used throughout RMS to facilitate signing, routing, approval and filing
of supporting electronic documents. Document Packages are typically created after completion
of the data entry of a record. For example, when a User clicks on the Report Complete
checkbox within a QC Daily Report, the system will create a new package or utilize an existing
Document Package, if the package has not been submitted to the Government for review. Then
RMS will add a PDF copy of the report form to that Document Package for the User to sign and
submit to the Government. Once generated, Document Packages have the date set and can no
longer be edited. There can be multiple packages per item and multiple files within each
package. For example, a Document Package for a Correspondence Letter log entry contains
both a PDF of the actual letter and a PDF with an enclosure. Another example, a QC Report
with a package containing an electronically signed QC Report, PDF test results and site photos.
Document Packages can be shared packages for Transmittals. One package contains the
signed ENG 4025 required to submit the Transmittal and a second package added after review
that contains expanded Government remarks.

There are no limits to the number of attachments in a package. However, the maximum file size
for any one attachment is 500MB. There is no limit to the number of Document Packages that
can be associated with an action.

Add: Add/create a new package.
Edit: Edit/modify an existing package.

Delete: Delete/remove an existing package.




1.5.1 Working with Document Packages

Document Package: Letter No. H-0003
— =] B |
1 0 0 Attachment
Files Here Sign Selected Documents
JPEG/JPG Images
1 I I

&) add £Jedit &) Delete All Attachments X 4) export

+ Date of the -
Document

v

Primary Document Title T | Contractor Signature Status T | Government Signature Status

6/8/2023 1:41:23 PY Letter No. H-0003 - Test,pdf Not Signed Not Signed

There are many types of files that can be attached. The blue tiles identify some examples of the
more common file types that can be attached to the Document Package. Click on a tile to view
the list of files of that file type that have been included in the Document Package.

Note: For a full list of prohibited file types in RMS, see Prohibited File Types in RMS in
Appendix B — General Information.

Drag and Drop Attachment Files Here: Add documents to the Document Package either by
dragging and dropping the file on the Drag and Drop tile or the attachment table; or by selecting
Add.

Sign Selected Documents: Attached .doc/.docx (Word) and .pdf documents can be
electronically signed in RMS. A Common Access Card (CAC) is not needed to perform this
action. Click on this button, then select the documents to be signed from the list that is shown.

Export Selected Documents: To save attached documents outside of RMS, click on this button,
then select the applicable documents from the list that is shown.

Note: The Government cannot see Contractor documents that are in a draft state, and the
Contractor cannot see Government documents that are in a draft state until the documents
are marked complete.

1.5.2 Signing Documents

The process of signing the documents begins with document selection. Single click on at least
one document in the Document Package, and then click on Sign Selected Documents.

Document Package: Letter No. H-0003

1 w & Files Here
! -]

Sign Selected Documents

Export Selected Documents

JPEG/JPG Images Text Files CSV Files Email
0 0 0

&) add &) edt @) pelete All Attachments

+ Date of the —

]
2 Document

Document Title T | Contractor Signature Status T | Government Signature Status

6/8/2023 1:41:23 P1 ‘ Letter No. H-0003 - Test.pdf ‘ Not Signed Not Signed

Next, select one or more documents to be signed by placing a check in the box of all documents
to be electronically signed in RMS. Then click on the Next button. This action needs to be
performed by the person whose signature will be added to the document. Once initiated, there is
no means to change the signature or select a name other than that of the logged in User. Once
the document is signed, there is no way to remove the signature from the document. The
document must be deleted, and the signature process started over.




Document Signing

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

The default signing position can be set in the district library. Current setting is: 8 - Last Page - Bottom Right

Select Documents to Digitally Sign (PDF and Word only)

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

. I | Date of the Do Document Title

> (@ )prer2023 1:41:23PM Letter No. H-0003 - Testpdf

If the signature requires a title, enter a document title in the box provided.

RMS will automatically place the signature in the appropriate location for the document being

signed unless another position is manually selected. To select an alternate position, click on the
Digital Signature Position box and select the ellipses button that appears as shown below. A list
of alternate signature locations will be displayed. Select the desired position and click OK. Click

on Finish to complete the process.

Document Signing

Default digital sig itioning has been assit for each document to be signed. Change positioning selections as desired to control where digital signatures are

placed on each document. Positioning options are configured in the Government District Library and are made available for signing documents for :
Click Finish to sign documents with settings as selected. Enter a name or title
here if required.

To include a title with the signature, enter it here I

Assign Digital Signature Positions for Selected Documents X &) Bxport

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

. Document Title T | Digital Signature Position

- |Letter No. H-0003 - Test.pdf 8 - Last Page - Bottom Right | (2

Double-click in the field to show the
ellipses button which can be used to
change the signature position.

Resident Management Sysiem — "%

&Q Document Signature Position Lookup

X &) epont

Document Signature Positions

Drag s column hasder and drop it here to group by that column

1 - First Page - Top Left

ge - 10p RIg

i! - First Page - Bottom Left
|4 - First Page - Bottom Right

|5 - Last Page - Top Left

| 6 - Last Page - Top Right

|7 - Last Page - Bottom Left i

[ OK | [ Cancel ‘ Clear Selection




Note: Once a document is signed, it can no longer be edited.

1.5.3 Document Details

Please note that any attachments that contain CUI uploaded to RMS should include CUI
markings in the header and footer of the document as the contract requires. Attachments may
be used in the management of contracts and will be stored in the database. When CUI-marked
documents are printed or downloaded and disseminated, CUI handling requirements should be
followed. A CUI cover sheet is available for use in the RMS Admin reports area as well as in the
Contract Reports module.

Contact the contract’'s USACE Representative and project leadership for guidance regarding
CUl.

Any attachments that are CUI uploaded to the RMS application should include CUI markings. Attachments may be used in the management of contracts and
will be stored in USACE databases. When CUl marked documents are printed or d loaded and di i d CUI handling requirements should be
followed. If needed, a CUI cover sheet is available in the RMS Admin report area.

Individual File Information

R
Date of the Document | 6/8/2023 Signed By

Document Title Letter No. H-0003 - Test.pdf

Description | View Document |

[. Save Document to File ]

[ Manually signed by Contractor

ily signed by

The Individual File Information section contains options and fields that refer only to the file
selected.

Date of the Document: RMS automatically assigns the date in which the document is added to
the Document Package. Click on the calendar widget to select another date.

Signed by: The individual who signed the document will be listed here.

Document Title: RMS automatically names the document with the package and filename.
Although this field is editable, the Document Title is used to identify the document in Paperless
Contract File (PCF), so it is recommended not to change the prefix. Click in the box to change
the title of the document.

Description: This is a memo field that can be used to describe, summarize, or place notes about
the document.

Manually signed by Conftractor: Check this box if the document is signed, and the signature was
placed outside of RMS.

Manually signed by Government: This checkbox will be checked if the document was attached
to the Document Package by the Government and signed outside of RMS.

Edit Document: This feature is only available on unsigned documents. Once a document is
electronically signed in RMS, the document is no longer editable. Editable document types in
the Document Package are Word, Excel, PowerPoint, Text, and CSV. RMS will open the
selected document in the program with which to edit it.

Edit Image: This button will only show as Edit Image if an image is selected in the
Document Package. Clicking on this button will present the Image Editor screen.
This screen allows numerous types of edits to be made on the image as shown in




the left side menu. Above this menu, options are available to open a new image
from the local file system, save the image locally, and undo/redo edits made on the
image.

— e iy

EZ/ Image Editor

ez Preview

~ Transform

Resize

Canvas Resize
Rotate 90
Rotate 180
Rotate 270
Round Comers
Flip Horizontal
Flip Vertical
Crop

Draw Text
Draw

Shape

_ Selection

€ CORNSEBAPBOOQEE

Pan

A Adjust

&) Hue Shift
B Saturation
@ Contrast
[é  invert Colors
-~ Effects

[\ Sharpen

O Blur

-I Save I Cancel

Once all edits are complete, click on the Save button to save the edited image to
RMS. After the edited image is saved, a new version of the image will be added to
the Document Package with the “(Edit)” addendum on the Document Title.

Document Package: Letter No. C-0003

All Attachments PDF Documents Word Documents Drag and Drop | Generate Letter J
0 1 0 -
Files Here

| Sign Selected Documents ‘

JPEG/JPG Images Text Files CSV Files
e el S T | S o

§)Add Z)Edit ) Delete All Attachments
: Contractor Government
—r ga!e :1f t:: T | Document Title T|Signature T | Signature T EC:l -
— Status Status b
8/21/2024 1:1259PM  Letter No. C-0003 - Test Letter.docx Not Signed Not Signed Document not Ready QOutgoing Corresy
> ’ 9/12/2024 3:31:32 PM ] Letter No. C-0003 - Status Photo - IMG_5312jpg ] Not Required  Not Required ~ Document Ready to Send QOutgoing Corresy

9/12/2024 3:31:32 PM I Letter No. C-0003 - Status Photo - IMG_5312(Edit).jpg "lot Required  Not Required = Document Ready to Send Outgoing Corresy

Any attachments that are CUl uploaded to the RMS application should include CUI markings. Attachments may be used in the management of contracts and
will be stored in USACE datab ‘When CUI marked doc are printed or d loaded and di i d CUI handling requirements should be
followed. If needed, a CUI cover sheet is available in the RMS Admin report area.

Individual File Information

Date of the Document | 9/12/2024 Signed By

Document Title Letter No. C-0003 - Status Photo - IMG_5312.jpg ] Edit Image |

Description [ View Image |

I Save Image to File |

View Document/Image: Select this button to open the document or image in a read-only/view




mode.

Save Document/Image to File: Select this button to save the document or image to a location of
the User’s local file system.

Document Package

Status: Not Complete. Documents will be marked Ready to Send to PCF when package is accepted.

CONTRACTOR: Attach documents, sign as appropriate, and then submit this document package for Government Review. Submit for Review

Contractor Notes to Government

E 4

The Document Package section contains options and fields that refer to the entire Document
Package. The Status of the Document Package is also displayed here.

Contractor Notes to Government: Enter any additional notes to provide to the Government.

1.5.4 Submit for Review

Before the Government can act on a Document Package or complete an action to which a
Document Package is attached, the Document Package must be completed. To indicate a
Document Package is complete, click on the Submit for Review button.

Document Package

Status: Not Complete. Documents will be marked Ready to Send to PCF when package is accepted.

CONTRACTOR: Attach documents, sign as appropriate, and then submit this document package for Government Review. I Submit for Review

Contractor Notes to Government

E 4

RMS. x |' RMs x

If no documents were signed, the
following warning will display

This Document Package will become read only after No Documents are signed in this document package.
this action. Are you sure you want to proceed? Are you sure you want to proceed?

Click on YES to continue
or NO to cancel.

Click on YES to continue
or NO to cancel.

| o] RN

When RMS detects that none of the attachments in the Document Package have been signed, a
prompt will be displayed providing an opportunity to sign the attachments before completing the
package. Take the time to ensure that all documents requiring a signature have been signed and
confirmed in the Signature Status column to avoid having the package rejected.

In most modules, the Submit button is also available outside the Document Package view for




submission of all existing Document Packages within the data grid.

QC Daily Report No. 0065 CONTRACTOR: Completing the report will also submit the document package. Ensure all signatures are included.

| Add Title of Package No. | Status §
Edit [> | QC Daily Report No. 0065(2) 2 | Not Ready
‘r QC Daily Report No. 0065 1 Not Ready

When this Submit button is used, all existing Document Packages that contain documents within
the data grid will be submitted to the Government. Any empty Document Packages any
documents will be deleted when this button is used.

Note: If the work performed in a module dictates the handling of the Document Package(s) for
that module, the Submit button will not be available on the Document Package data grid.
Instead, the Document Package will be submitted automatically upon completion of the work
performed in the module.

The Document Package is now complete and ready to send to the Government. Click on the
Back button to return to the previous screen.

If no Submit button is available, then the submission of the Document Package is tied to the
submission of the item. For example, an RFI’'s Document Package will be submitted when the
RFI has been marked completed. See sections on the module in question for more information
on completing these Document Packages.

1.5.5 Revision History

Revision History is used to track module and Document Package changes when items are
submitted for Government review, rejected/returned for corrections, completed and/or
accepted and by whom these actions were taken. Each revision entry for an item will
include the UTC date/timestamp in the Revision Date column, the action taken in the Action
column, and the user who took the action in the Revised By column.

Revision History

[B) view Revision History

| Revision Date T | Action Y | Rewised By
‘_ > 19/19/2024 7:27:32 PM UTC_Accept
‘, | 9/17/2024 8:13:26 PM UTC  Submit
| |917/2024 81301 PMUTC Retum
| 9772024 7:12:58 PM UTC Submit

A revision entry can be opened and viewed by selecting the revision entry and clicking
the View button, which accompanies all Revision History tables throughout RMS, or by
double clicking on the revision entry. The presented view will show the state of the item
before the action listed was taken. The revision entry’s date/timestamp information will be
displayed at the top of the view to make it clear that a previous version is being viewed.

As shown in the example below, a view of the item before acceptance is presented when
examining an Accept revision entry. This view is restricted, and no edits may be made on
this screen.




Correspondence Revision History - Accept 9/19/2024 7:27:32 PM UTC

Letter Dated | 9/4/2024

+/| Requires Answer?

Letter Summary This letter needs review and response.

¥

Sent Status  Draft Letter Complete: Sent to Government

Answer Due | 9/19/2024

Dated

Letter No. H-0001 CONTRACTOR: Complete a document package for this letter and submit it using this document package manager. The document package should include
the letter itself and any applicable supporting documents.
Add Title of Package
Document V > , H- 4
o Letter No. H-0001 1 In Review; documents will be marked 'Ready to Send

Letters Answered by H-0001

T | Letter No. T | Bnief Summary

Dated

Letters Answering H-0001

T Letter No. T | Brief Summary
C-0001

This is a standard letter that can be used to answer

| > lloo/17/2024

2.0 GETTING STARTED

The first step is to determine if the contract requires the use of RMS/CM as mandatory. To do
this, thoroughly review the project specifications to identify if section 01 45 00. 15 10 Resident
Management System Contractor Mode (RMS CM) is part of the contract. When a contract
includes this section, use of RMS/CM is mandatory. Also check for additional, custom-edited
specifications that make the use of RMS/CM mandatory.

Next, identify an RMS contract Administrator for the appropriate contract/organization to get
started with RMS/CM. The RMS contract Administrator is the person who will be responsible for
managing users’ access and assisting users with downloading the application. Provide the
determined Administrator's name and email address to the designated USACE Representative.
Once the RMS contract Administrator is identified, the User can proceed to download and install
RMS, and subsequently provide access to additional users assigned to the contract.

Note: The IT Department may not be the best source for the RMS Administrator, as the
Administrator needs to understand the relationship between the operations necessary to
manage and maintain the contract and the personnel needed to perform those operations.

The RMS Administrator will be responsible for setting up User Roles for the Contractor and to
Add Contractor Staff to the contract.




The minimum system requirements are:

HARDWARE

Windows-based PC

Intel i3 or- AMD A6 3650; 1.7
GHz or higher processor
(REQUIRED)

RAM

8 GB

Hard drive disk

100 GB space for sole use by
RMS system

Monitor

Screen resolution 1366 x 768

Windows compatible
printer

Laser printer must have 4 MB+
of RAM

Connection to the
Internet

minimum 10 Mb/s per use

SOFTWARE

MS Windows

Windows 10 (64bit)
Windows 8 (64bit)

RMS requires 64bit OS or newer
(REQUIRED)

Document Viewing
Software

Viewer for MS Word 2013, MS
Excel 2013 or newer
(REQUIRED)

Note: There may be instances when this specification was not included, either intentionally
or by oversight. When this occurs, consult with the designated USACE Representative, as
serious consideration to using RMS/CM for contract management should be discussed.

RMS/CM was developed specifically for use on USACE contracts. The use of RMS/CM

application provides a tremendous benefit in assisting with contract compliance, especially
the contract’s Quality Control requirements. The use of RMS/CM will save time and money
and can be implemented with no additional cost to the contract.




2.1 Download and Install the RMS Launcher

2.1.1 What is RMS Launcher?

RMS Launcher is the first program that runs when the “RMS3” desktop icon is clicked. The RMS
Launcher will automatically install RMS. The Launcher checks the RMS servers for the latest
application updates and automatically updates software to the latest patch. The Launcher can
be downloaded from the website at https://rms.usace.army.mil/ by clicking on the box that says
Download RMS For Contractor, or download the Launcher from the following link:
https://rms.usace.army.mil/datafiles/rms_application/RMSLauncher37Ktr.zip.

‘ml Home About Documents * Videos * Downloads\System Requirements Supporl ~

===\ uSArmy Corps of Engineers Resident Management System (RMS) Website

RMS News RMS Quick Links

Important
Message [ » NN} RMS Youtube Videos

PCF Communication Planned Outages: Traii the Trainer
Date: August 28, 2024

RMS communication viith PCF Due lo maintenance, RMS may .
has been restored. Previously be unavailable on the following e
pending documents are now dates
beginning transfer to PCF. RMS Video List
Please nole, due fo the volume September 28, 2024 -
of transfers some documents September 29, 2024
may take longer than nomal Ocober 5, 2024 - Oclober 6,
before showing in PCF. 2024

Oclober 12, 2024 - October 13

2024

Qclober 19, 2024 - October 20 A Open an RMS

2024
Qclober 26, 2024 - October 27.
2024

Support Ticket

Download RMS

o i For Government
RMS Videos

Current Release: Recent Videos:
. Update 1o Transmittal
Release: 498
il process Download RMS
e Date: August 28, 2024 For Contractor
Release info Lamghh: 7:10
Audience: Government.

Contractors do not need to wait for the Government to set up a Prime Contractor for a contract
before installing and registering an account in RMS/CM.

Note: Copy and paste the above link into a web browser (chrome, edge, etc.) and press
enter. This link will download a zipped copy of the RMS Launcher for contractors, save it
somewhere that is easily found. If it does not ask where to save it, it should save to the
Downloads folder.



https://rms.usace.army.mil/
https://rms.usace.army.mil/datafiles/rms_application/RMSLauncher37Ktr.zip

After downloading, navigate to the downloaded .zip file. Right-click on it or single click, then find
and choose the Exiract All option (extract the files to the Desktop or Documents folder for
convenience).

L Downlosds X |+
&« ~ (o] @ > Downloads > Search Downloads =N
® New X © ® ® W N Sort 8= View @ (1 Details

£ Home Toda X
R Gallery |. RMSLauncher37Ktr.zip I Extract Compressed (Zipped) Folders
Earlier this week Select a Destination and Extract Files
RMS TMO
mE- Weekly_2023-12-1.docx Files will be extracted to this folder:
Microsoft Word Document [c — |
Last week
QA _TestProcedureDocument, U T QA TestProcedureDocus [ Show extracted files when complete
(=] a7Sprint 32 Finahdocx [M=| A1Sprint 38 Temp docx
RMSLauncher37Ktr X 3 £t
T G (J > Downloads > RMSLauncher37Ktr Search RMSLauncher37Ktr Q
@ New X © (03] = jm] N Sort = View Details

) Name ate modified Type
4} Home

| Galtery

Toda
I 8 RMSLauncher37Ktrexe 12/21/2023 957 AM Application 7;3;'»:RI
v

Navigate to the extracted folder and run the RMSLauncherSetupKitr37.exe file, by double
clicking on it. During the installation, accept all the default options, and click Finish when done.

= et

Select Destination Location
Where should RMS 3 Launcher be installed?

Setup will install RMS 3 Launcher into the following folder.

To continue, dick Next. If you would like to select a different folder, dick Browse.
C:\Users i AppData Local RMS3 Browse.. =N

Select Additional Tasks
Which additional tasks should be performed? G)
\3

Select the additional tasks you would ke Setup to perform while instaling RMS 3
Launcher, then chck Next.

Additional shortcuts:
B Create a desktop shortaut

At least 34.7 M8 of free disk space is required.

ch

Ready to Install
Setup is now ready to begin installing RMS 3 Launcher on your computer.

o
Click Install to continue with the installation, or click Back if you want to review or
change any settings.

Destination location:
C:\Users' \AppData\Local\RMS3

Additional tasks:
Additional shortcuts
Create a desktop shortcut




Note: Installation will require Administrator privileges on the computer to execute. Follow
these steps to install RMS on all computers on which RMS will be used.

After installing the software, the User must install the
DoD certificates. This can be done by launching RMS
and clicking on OK when the message for required
certificates is displayed.

A required certificate must be installed. Windows will ask for your
permission to install the certificate. You must allow the installation in
order to communicate with the RMS Server.

After clicking OK, a new message will display, letting

You are about to install a certificate from a certification

the User know that an installation is about to take

[, Mwiomy (C o e Nptisin place. Choose Yes to install the DoD certificates.

DoD Root CA 3

Windows cannot validate that the certificate is actually from
‘DoD Root CA 37, You should confirm its origin by contacting
“DoD Root CA 3°. The following number will assist you in this
process:

Thumbprint (shal): D73CA911 02A2204A 36459ED3 2213B467
D7CE97FB

Warning:

If you install this root certificate, Windows will automatically
trust any certificate issued by this CA. Installing a certificate
with an unconfirmed thumbprint is a security risk. If you click
“Yes” you acknowledge this risk.

Do you want to install this certificate?

Yes No

2.2 Create Account

Look for the “RMS3” icon on the desktop and double-click on it. This will complete
the installation of RMS. If prompted with certificate or security warnings, reply OK
or Yes to allow the installation to continue.

Step 1. Create an account login and password. All new users will need to follow these steps to
set up a user account. This only needs to be done once. Once the User has created an account
login and password, the new User will be able to run RMS on any computer that RMS has been

installed.

Note: The email address RMS 3.0 Login

entered is used to create
the account login and the
email that is used to access

Smart Card  No Smart Card Detected [] select Certificate

RMS while logging in. RMS

uses the email address for ‘

Login ‘

registration, as well as

Subsequent account New Users - to Create an Account Click here to

verification.

If you DO NOT have a DOD issued Smart Card
Click Here

Click Here

get started




New User Registration

This option is for the registration of new users who do not have a DOD issued smart card. If you have a DOD
issued smart card then you should exit this view and simply attempt to logi
not have a smart card, then use this view to setup a new account for manu:
Your user id is the email address used to create your account. For better se
will have to be registered via a registration code which will be emailed

Complete these data
fields, then click on the
Create Account box.

First Name

Last Name /

Email Address ‘

Password ‘

Create Account

Password Confirmation

Passwords require the following complexity requirements:

15 Characters or longer

2 Uppercase

2 Lowercase

2 Numeric

2 Special Characters

Must start with an uppercase or lowercase letter

Cannot contain four consecutive alphabetic characters in any order (EEee or ThAt)
Cannot contain repetitive characters (AA, ==, bb, 44)

Do not use a dash - as the last character of the password

Only contains these special characters - _=*|:

The below randomly generated passwords are valid and can be used as a new password. {Close and reopen this window to receive a new set of password examples.)

Example 1 Vb*kY*Gtp7bqC5t Example 2 vj3[tvénWm8lkg_

Example 3 nh-AMBGE_Uv4m7db Example 4 wd_cPH4ag8v=6rN

Example 5 KJ2vB|ZCXAVM7Ad Example 6 PHU2F_h3Bw6W-Jn
X

Your account has been craated. You will now have to verify your account
with a registration code that has been sent to your email account.
Check your inbox for an email with subject line "RMS Registration
Code.” Be sure to check filtering rules and spam folders if you cannot
find the email.

In some cases it can take several hours for the Government Email
services to complete the email sending process.

Step 2. Verify the newly created account. A Registration Code will be sent to the email address
entered at new user registration.

Copy and submit the Registration Code in the Registration Code field as shown below.

Account Verification Required

Every computer that you login to must be validated one time. An email has been sent to your registered email
address. Check your email for a subject of "RMS Registration Code”. Copy the registration code from that email
and paste it in here to complete the verification for this computer.

In some cases it can take several hours for the Government Email services to complete the email sending
process.

Registration Code I Submit Registration Code I

If you cannot find the registration email, click the button below and a new registration code will be sent to:

Email Account on File Request New Registration Code




Verification Successfull Your account is now ready for login. You should contact

your administrator for permission to contracts and data.

2.3 Log into RMS/CM

Users without DoD issued smart cards must log in using an email address and password. Click
on the box to change the Login screen.

Smart Card  Reading Smart Card... [ ] Select Certifica

Refresh Smart Card

Login

MNew Users - to Create an Account
Click Here

If you DO NOT have a DOD issued Smart Card
Click Here

Enter the email address and 15-character password used to register the account, then click on

the Login button.

US Army Corps of Engineers .

E t th | dd RMS Website RMS Support
ner e emall aaaress

used to create the account g RMS 3 0 Logln

as the User Name.

Remember my User ID

User Name

Password

Login Click here to reset a
forgotten or

Click here to change a Reset forgotten/expired password
password. e raad :I expired password.

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

Server Connections
if you are a government user and want to use contractor mode

Processing Site: WPCO1 version 160
Software Version: 3.0 Patch Levet 0390 for the current session mark the checkbox below prior to login.
Launcher Version: 3.0 Patch Levet: 31

[[] Use Contractor Mode for Goverment User

Data Server: httpsy/rms.usace.army.mil/rms3/api/serverinvoke0005/

RMS sessions terminate after six hours of inactivity. This session termination will log the
User out of the system automatically. Inactivity as defined by RMS, occurs when the
User’s computer is in one of the following states for more than six hours while running

RMS:

Running but idle with no mouse movement or keystrokes




o Locked

o Logged off
o Sleep mode
e Hibernation

Log out details will be recorded on the Login View when the session expires, and the
User is logged out of the application.

US Army Corps of Engineers @ | D

Resident Management System - RMS 3.0 RMS Website | RMS Support

RMS 3.0 Login

N 109 out Successful 1/27/2023 1:39.05 M |

User Name user@rmssupport.com |+ | Remember my User 1D

Password

{ Login l

If the User’s server connection has been lost or the computer was in hibernation mode
when the RMS session expires, a “Session terminated...” message will be displayed on
the Login screen with the current timestamp.

US Army Corps of Engineers .
Resident Management System - RMS 3.0 RMS Website | RMS Support
RMS 3.0 Login

| session terminatea 02/08/2023 338452 |

Smart Card R

Refresh Smart Card

[ Login ]

2.3.1 Account Lockout

When the User enters an incorrect password three or more times, the account becomes locked.
If the User’s account is locked, the only way to unlock the account is to change the account
password. See the section on Reset Forgotten/Expired Password.

Note: Passwords can only be changed once in a 24-hour period.




2.3.2 Reset Forgotten/Expired Password

From the login screen, click on Reset forgotten/expired password to start the process of

changing a forgotten or expired password. If the password that needs to be change is still

functional, please use the Change password option.

User Name user@email.com Remember my User ID

Password

| Login l
| Reset forgotten/expired password |

Change password

New Users - to Create an Account
Click Here

If you have a DOD issued Smart Card
Click Here

x

Next, click on Request Password Reset Code.

A password reset email has been sent, Check your inbox for an email with

subject line "RMS Password Reset Code." Be sure to check filtering rules and
The User will then need to check the email spam folders fyou cannot fnd the emall
account listed in the Email Address textbox to get | e e =n o e Towrs forihe Govermment Email senvces fo
the Password Reset Code. Copy that code into
the Password Reset Code field (see figure below).

Forgotten Password

To reset your forgotten password you will need a password reset code. You can use this page to request that a
password reset code be sent to the email address on file. Once you receive the password reset code, enter it
here, then create a new password for your account.

Step 1.

Email Address | user@email,com ]II Request Password Reset Code

Password Reset Code  Step 2. Copy code from email

New Password | Step 3. Copy suggested password Step 4. Click Submit for Password Reset button

pre— Confirm New Password  Or, create a new one Submit for Password Reset |
Passwords must meet the following complexity and security requirements:
15 characters or longer Must start with an uppercase or lowercase letter
2 uppercase letters Cannot contain four consecutive alphabetic characters in any order (EEee or ThAt)
2 lowercase letters Cannot contain repetitive characters (AA, ==, bb, 44)
2 numeric characters Do not use a dash (-) as the last character of the password
2 Special Characters Only contains these special characters - _="|:

Cannot reuse last 5 passwords
Cannot change password within 24 hours of last change

The below randomly generated passwords are valid and can be used as a new pas:

Example 1 rySHGv_=fécn7hj Example 2 HC8wPA4d*X64hxe|

Example 3 Umj8rTq_P2x_8AZ Example 4 bXTG|fék_Kj7t4G

Example 5 kxY_3fqp6YnK-PH Example 6 2vQ8CF4Ha-_h5

Refresh Sample Passwords

After the Password Reset Code has been copied, create, or copy a suggested password in the




password boxes.

Note: If the Password Reset Code is incorrectly copied three times, the account is locked for
15 minutes. After 15 minutes has elapsed, users must request a new Password Reset

Code.

Note: If either the New Password or Confirm New Password boxes are outlined in red, the
passwords either do not match or do not meet the complexity requirements.

Passwords must meet the following complexity and security requirements:

15 characters or longer

2 uppercase letters

2 lowercase letters

2 numeric characters

2 Special Characters

Cannot reuse last 5 passwords
Cannot change password within 24 hours of last change

Must start with an uppercase or lowercase letter

Cannot contain four consecutive alphabetic characters in any order (EEee or ThAt)
Cannot contain repetitive characters (AA, ==, bb, 44)

Do not use a dash (-) as the last character of the password

Only contains these special characters

-_=A:

Note: Password complexity must follow these standards EXACTLY; see image above.

Once the passwords match and the complexity is met, the Submit
Password for Reset button will become selectable. Click the Submit
for Password Reset button to complete the password change
process. Then, proceed to log in using the new password.

Note: Users must follow USACE regulations with regards to
password protection. Do not write down passwords and do not

store passwords on-line without encryption.

2.3.3 Change Password

User Name user@email.com Remember my User ID

Password

| Login |

Reset forgotten/expired password

I Change password I

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

Next, click on Request Password Reset Code in
the Change Password view.

The User will then need to check the email
account listed in the Email Address textbox to get
the Password Reset Code. Copy that code into
the box for the Password Reset Code (see figure
below).

Your password has been changed.

RMS passwords must be changed every 90
days. Users are not allowed to reuse any of
the last 5 previously used passwords. To
change a password prior to the 90 days,
click on Change Password. in the Login
view.

A password reset email has been sent, Check your inbox for an email with
subject line "RMS Password Reset Code." Be sure to check filtering rules and
spam folders if you cannot find the email.

In some cases it can take several hours for the Government Email services to
complete the email sending process.




Change Password

To change your password you will need a password reset code. You can use this page to request that a
password reset code be sent to the email address on file. Once you receive the password reset code, enter it
here and complete the steps to change your password.

Step 1.

Email Address 1 user@em ail.com ‘ I [ Request Password Reset Code } I

Password Reset Code Step 2. Copy code from email
Current Password JStep 3. Enter the current password |
New Password [Step 4. Copy suggested password, Step 5. Click Submit Password Change button

Confirm New Password O create a new one. Submit Password Change

Passwords must meet the following complexity and security requirements:

15 characters or longer Must start with an uppercase or lowercase letter

2 uppercase letters Cannot contain four consecutive alphabetic characters in any order (EEee or ThAt)
2 lowercase letters Cannot contain repetitive characters (AA, ==, bb, 44)

2 numeric characters Do not use a dash (-) as the last character of the password

2 Special Characters Only contains these special characters - _=~|:

Cannot reuse last 5 passwords New password must be different from current password by at least 8 characters

Cannot change password within 24 hours of last change

The below randomly generated passwords are valid and can be used as a new password.

Example 1 Ke_H-eN7TeSuru8 Example 2 KF8hX8eY3a2y =T

Example 3 JG4uE|W3-7PZ2Hx Example 4 YJD6AW3Q4|Z-EmP
e

Example 5 x6-N5Vy4rY8Y-gB Example 6 ZA-FADr2thZ3-nk

| Refresh Sample Passwords ‘

After the Password Reset Code has been copied into correct field, enter the Current Password
used for login that needs to be changed.

Then, copy a suggested password or create a new one in the password boxes.

Note: If the Password Reset Code is incorrectly copied three times, the account is locked for
15 minutes. After 15 minutes has elapsed, users must request a new Password Reset

Code.

Note: If either the New Password or Confirm New Password boxes are outlined in red, the
passwords either do not match or do not meet the complexity requirements.

Passwords must meet the following complexity and security requirements:

15 characters or longer Must start with an uppercase or lowercase letter

2 uppercase letters Cannot contain four consecutive alphabetic characters in any order (EEee or ThAt)
2 lowercase letters Cannot contain repetitive characters (AA, ==, bb, 44)

2 numeric characters Do not use a dash (-) as the last character of the password

2 Special Characters Only contains these special characters -_=*|:

Cannot reuse last 5 passwords
Cannot change password within 24 hours of last change

Note: Password complexity must follow these standards EXACTLY; see image above.

Once the passwords match and the complexity requirements are ”
met, the Submit Password Change button will become selectable.
Click the button to complete the password change process. Vour passuord has been changed.
Then, proceed to log in using the new password.

Note: Users must follow USACE regulations with regards to

password protection. Do not write down passwords and do not
store passwords on-line without encryption.




2.4 Prime Contractor Selection

After logging in, users will see a list of available Prime Contractors from which to choose. 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 that contract falls under. 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.

To continue, select the Prime Contractor for the contract in which to be worked.

USACE - RMS

Resident Management System

Contractor Mode - Prime Contractor Selection
Last Login: 6/15/2022 9:45:27 AM

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.

After selecting a Prime C you will be pi d with a list of for that Prime Contractor.

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

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

Prime Contractor ID T | Prime Contractor Name

Double-click on the Prime Contractor
name in the table or click on Select

|A0000264
|E1000118

LAWELAWE Technology Service
The Ranger Group, LLC L

Note: If the Prime Contractor is not showing in the User's list, then there are three possible
causes for this issue. First, the User has not updated the list by clicking on the Update
button (above screenshot). Second, the User's email added in Contractor Staff does not
match the email used to log into RMS (for example, the email has extra or missing
letters/numbers in the Contractor Staff, or it is a different email entirely). Last, the User's
email has not been added to Contractor Staff. For instructions on how to add users to
Contractor Staff, please see the section on Adding Staff to a Confract.

3.0 LIBRARY MODE

After logging in and selecting the Prime Contractor, the screen then displays the Library Mode.
Library Mode displays actions for all the contracts for that specific User. Use the modules in this
area to view the Government Library, create User Settings, and identify Contractor Staff.

E1000118

Favorites

E1001660 Wideband Satellite Communications Center
'W912DR-11-C-0033 W9123820F0130

The Ranger Group, LLC

(1) =)
Contractor Mode Home Back
User Settings

Government Library User Roles

Recent

E1001660 Wideband Satellite Communications Center
W912DR-11-C-0033 W9123820F0130

‘Contractor Staff

E1000789 Havertown Superfund Site
DACA31-96-D-0026 0014

E1002642 Correcting Wrong Obligations Tutorial
‘W9128F-16-C-0034

E1002603 Finance’s - obli based on avail funds
W912DS00K1234

&) Edit

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

Contract Selection

Contract
(o]

Contract/Delivery Order No. Full Title of Contract T | Office Name a

> [[E1000821] E1000821 National Museum of the US Army Capital Area Integrated Program ¢ Future
‘ [E1001316] E1001316 Tobyhanna FUDS RA Detrick Resident Office Future
‘ [E1001574] E1001574 PFPA MEF Entrance and Corridor 8 PFPA Project Office Active




The Library Mode modules are:
User Settings: Use this area to adjust Local Cache settings and to set User Preferences.

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.

User Roles: Use this area to define the type and extent of access to RMS/CM modules. Only
users identified as Administrator have access to this module.

Confractor Staff. This area is used to identify all users with access to RMS/CM. The
Government'’s District Administrator also has access to this module. Only users identified as
Administrator have access to this module.

Note: If a contract is not showing in the list that should show, see the note in the Contract
Selection section.

3.1 User Settings

The Ranger Group, LLC
E1000118

RMS User Settings

r Settings menu cont

User Settings
Local cache settings and other preferences for the
logged in user.

Local Data Cache Settings :‘_Jn_CheCkhth IS_ box to
mi 1ze.
Restore Default Settings | (¥ Unlimited Cache t cache size
Current Cache Size 0.786 Gp Available Cache Space UNLIMITED GB

\ Enter desired local
User Preferences cache size.

Check the desired { [ Automatically select the last used Module/Submodule from the contract menu when opening a contract for all of my RMS Sessions

[] Automatically select the last used Module/Submodule from the contract menu when opening a contract for my current RMS Sessions

user preferences.




3.2 Government Library

The Ranger Group, LLC
E1000118

Government Library

‘Work Categories Specification Sections Submittal Types Contractor Trades
A District level collection of Work Category Codes. Specification Sections District level collection of Submittal types, their A District level collection of Contractor Trades.
abbreviations, and full titles.

Labor Classifications
Labor Classifications and their Occupational
Codes.

The 5 modules in this area represent data sets that are common to both RMS/CM and
RMS/GM. These can only be edited in RMS/GM. If data needed is not included in the library,
contact the designated USACE Representative to request an addition to the library.

The Government Library module consists of:

Work Categories: Categories found here can be used to further sort and filter activities. Users
should consult the appropriate USACE Representative for the contract if Work Categories not
already included in the library need to be referenced.

Specification Sections: This module contains lists of the Specification Sections found in the
Unified Facilities Guide Specifications (UFGS). Since the format of the Specification number has
changed over time, there are four lists representing the numbering formats: MasterFormat 1995,
MasterFormat 2004, MasterFormat 2014, and MasterFormat 2016. If a Specification Section is
used or created (Design-Build Contracts) that is not found in one of the lists, notify the contract’s
USACE Representative and provide the information to be added to the library.

Submittal Types: The 11 types of submittals (SD No.) as defined in Section 01 33 00 Submittal
Procedures are listed here. Types 01 thru 11 are not editable in either RMS/CM or RMS/GM.
When creating a submittal section from scratch (Design-Build Contracts), assign it to one of the
types found in the library. Types other than these may also be added by the District Office and
are exclusive to the District. Consult with the designated USACE Representative before using
these or if a type not listed is needed.

Contractor Trades: Frequently used contractor trades are listed here. All required
Subcontractors should be associated with a trade from this library. See the section on
Administration | Subcontractor. Notify the designated USACE Representative if a trade
needed is not found in the library.

Labor Classifications: Commonly used Davis-Bacon Act Labor Classifications as defined by
the Department of Labor are listed here. This information is needed when reporting labor hours
on the QC Daily Report. Notify the designated USACE Representative if a needed labor class is
not found in the library.



https://www.dol.gov/agencies/whd/government-contracts/construction

3.3 User Roles

The Ranger Group, LLC
E1000118

User Roles are used to identify the areas within RMS to which an individual has access and the
extent of the access allowed. Every User on every contract must be assigned a User Role. The
User may have different User Roles on different contracts. There are 3 levels from which to
choose:

No Access—The User has no access to the data. Data cannot be seen or edited.
Read-Only Access—The User can see the data but cannot edit the data.

Read/Write Access—The User has unlimited access to the data, including edit capability.
Individuals identified as an Administrator need not be assigned any other role. However, all
other staff members must be assigned a User Role. Assignment of a User Role to a staff
member is contract-specific. See the section on Administration | Contract Access Control for
directions on how to add User Roles for specific users. There is no limit to the number of roles
that can be added to the User Role library.

3.3.1 Add User Roles
Click on Add, enter a title to be associated with that role, then OK.

Recommendation: Assign titles to the User Roles that provide sufficient description of the
function that User Role will have on the contract.

6J)add FJEdit §) Delete User Roles

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

| Rezd Only

| |#n

¥

RMS Add View X

Add Contractor Staff User Role

g The following information is required to add a new Contractor Staff User Role

Role Title |QC Rep |

I| OK I| Cancel |

¥




Assigning a single access level to all areas is simplified by using one of the buttons at the top.
Otherwise, accessibility can be customized for each User Role that is created. Click on the
down arrow in each selection box and pick the desired level of access for that User Role.
Access levels to the various areas in RMS may be assigned in any combination.

Once the level of access is selected,

3 Phase Inspections | Read Only Access "
accessibility is also graphicall
. = y grap y Hazard Analysis = Read & Write Access ) (
identified by a yellow or green
QC Reguirements | No Access - x

checkmark, or a red X as seen on
the right.

User Role Title

Role Title | PR USER ROLE

I Assign all as No Access I

Administration - Permissions

I Assign all as Read-Only I

I Assign all as Read/Write I

Contract Description - General Information

Contract Description - Location/Coordinates
Contract Access Control

Correspondence - Prepare/Draft Correspondence
Correspondence - Approve Outgoing Correspondence
Request for Information - Prepare/Draft RFl Response
Prime Contractor

Contractor Staff

Subcontractors

Contractor Insurance

Contractor Payrolls

Contractors On Site

Finances - Permissions

Read & Write Access

Read & Write Access

Read & Write Access

Read & Write Access

Read & Write Access

Read & Write Access

Read & Write Access

No Access

Read & Write Access

Read & Write Access

Read & Write Access

No Access

<

3

<

<

Future Contract

Pay Activities

Progress Payments - Enter Requested/Allowed Activity Earnings
Progress Payments - Requested Earnings Completed

Quality Control - Permissions

Read & Write Access

Read & Write Access

Read & Write Access

Read & Write Access

QC Daily Reports / QC Summary
Features of Work

3 Phase Inspections

Hazard Analysis

QC Requirements

Equipment Checks

Dredging Equipment

Exposure Hours

Submittals - Permissions

Read & Write Access

Read & Write Access

Read & Write Access

Read & Write Access

Read & Write Access

Read & Write Access

Read & Write Access

Read & Write Access

Contract Specification Sections

Submittal Register

Transmittal Log

Read & Write Access

Read & Write Access

Read & Write Access

CAL] CCRCCCCY] L8] XA XA LK




Schedules - Permissions

Activity Schedule | Read & Write Access b (
Feature Schedule | Read & Write Access ~ n/
Closeout - Permissions

Warranty Tracking / Inspections | Read & Write Access ™7 (

Import/Export - Permissions
Import Submittal Register from Specsintact/Excel = Read & Write Access g f
NAS (SDEF) - Import Schedule | Read & Write Access & f
NAS (SDEF) - Import Pay Request | Read & Write Access ~ (

Click on the Back button when done.

3.4 Contractor Staff

The Ranger Group, LLC
E1000118

The Government must add the first Contractor Staff member to RMS for the Contractors.
Provide the designated USACE Representative with the name and email of the person who will
be a Contractor Administrator. Once an Administrator is added and has successfully linked to an
account, the Administrator can add other Contractor Staff, create User Roles, and assign roles
to staff. While there may be more than one Administrator, an Administrator will have unlimited
access to all areas within RMS/CM so the assignment of this role should be limited and carefully
considered. It might be favorable to have a secondary Administrator if the Primary Administrator
is unavailable.

3.4.1 Add Contractor Staff

Click on Add, enter the registered email of the new staff member, then OK.

©JAadd &Jedit @) Delete Contractor Staff #) export

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

+ Linked to Login
Account

T Account ID (work email) T Administrator T | Last Loggedin T §

RMS Add View X

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

Gratitdus il —=—— Enter registered email of new
staff.

| oK | cenca |

A 4




Contractor Staff

Staff Information

Account ID (work email) test@test.com

First Name Test Com plete the Staff
Last Name Tester member’s name.

Administrator Rights

Has Administrator Rights 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

The first staff member added
must be an Administrator.

Click on the Back button when done. Every RMS User must have a unique username and
password. New staff can be added at any time. After a new User is added, the User can load
the application onto the computer that will be used, then log in and register as described in
Download and Install the RMS Launcher.

3.5 Contract Selection

While still in Library Mode, select a contract to move to Contract Mode.

The Ranger Group, LLC
E1000118

Favorites Recent

E1001660 Wideband Satellite Communications Center P E1001660 Wideband Satellite Communications Center
W912DR-11-C-0033 W9123820F0130 ~ | W912DR-11-C-0033 W9123820F0130

E1000789 Havertown Superfund Site
DACA31-96-D-0026 0014

E1002642 Correcting Wrong Obligations Tutorial
W9128F-16-C-0034

E1002603 Finance's - obli based on avail funds
W912DS00K 1234

Contract Selection D} +) export

+ Contract -

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

Contract/Delivery Order No. D Full Title of Contract Office Name T | Contract Stage =

> [iE1000821] E1000821 National Museum of the US Army Capital Area Integrated Program ¢ Future q
I ‘iEmDB‘Iﬁ] E1001316  Tobyhanna FUDS RA Detrick Resident Office Future
L | ‘ [E1001574] E1001574 PFPA MEF Entrance and Corridor 8 PFPA Project Office Active

Note: If the required contract does not show up in the Contract Selection list, please ensure
that the User has either been added to the contract and/or been assigned a User Role. If
neither have been done, first contact the RMS Administrator for the contract to have these
steps completed. If no RMS Administrator has been added, contact the USACE
Representative to have the RMS Administrator added to the contract. If the contract has not
been added to the Prime Contractor, then the USACE Representative will need to add that
contract to the list of contracts being performed by the Prime Contractor.

All the contracts that the Government has associated with the selected Prime Contractor will be
included in the Contract Selection list. In addition, contracts marked as a Favorite will be listed




under Favorites and the last 4 contracts that were worked in will be listed under Recent. Select
the desired contract to work from any of the 3 lists.

In the Contract Selection area, there are five columns to help users search and find contracts.
Those are defined below:

Contract/Delivery Order No. The alphanumeric identifier assigned by the Contracting Officer in
the provided Award Letter. This number identifies the District in which the contract was awarded
and the fiscal year in which it was awarded. This number is entered in RMS by the Government.

Contract ID: A unique 8-digit alphanumeric identifier assigned by RMS. The first 2 characters
identify the District in which the contract is being managed in RMS.

Full Title of Contract: Title of the contract limited to 40 characters. This is entered in RMS by the
Government.

Office Name: The name of the local office administering the contract. This is entered in RMS by
the Government.

Contract Stage: There are 6 stages identifying where the contract is relative to the Project
timeline. Stages are automatically determined by date settings in the System Milestone module
for Government and described below.

o [Future: A project is created but not yet awarded. A project will show as Future
status so long as the Contract Award RMS System Milestone does not have an
actual date.

e Active: A project will show as Active status after the Confract Award RMS System
Milestone has an actual date. contract is awarded with an actual award date.

e Construction Complete: A project will show as Construction Complete status
after the Construction Completion RMS System Milestone has an actual date.
Construction is completed, and the Government has established an actual
Construction Complete Date (CCD), also referred to as Substantial Completion
Date (SCD). There may still be minor work remaining, but for the most part, the
facility is usable for its intended purpose. This is the date that will stop the
assessment of liquidated damages (LDs)

e [Physical Complete: A project will show the status of Physical Complete after the
Contract Physical Completion System Milestone has an actual date. All contract
work is completed, including As-Builts, O&M manuals, minor deficiency repairs,
etc. The Contractor has no remaining work left on the contract except Warranty.

e Final Payment Made: A project will show as Final Payment Made status after the
Contractor Final Payment RMS System Milestone has an actual date. The
Government has paid out all contract funds to the Contractor. °

o Fiscal Complete: A project will show as Fiscal Complete stats after the Project
Fiscal Completion RMS System Milestone has an actual date. The Government
has closed the books on the project. All funds have been paid and/or returned, as
applicable.




4.0 CONTRACT MODE

In Contract Mode, the Contract Menu screen is the main screen from which to access the
various modules in RMS. Return to this screen from any screen within RMS to move between
these modules. The picture displayed below on the Contract Menu is intended to serve as a
representative photo showing the status of the contract. This status photo can only be changed
by the Government.

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

Contract Menu

.

High Medium Low High Low

The Contract Menu tabs are:

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




5.0 ADMINISTRATION

The normal administrative functions of a typical contract are managed in this module. This is
where the descriptive data and status of the contract are entered. Various areas are set up here
for users to utilize RMS/CM in a more meaningful way for the particular contract as shown
below. Correspondence and RFls pertaining to the contract are also managed in this area.

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

Prime Contractor Subcontractors ‘Contractors on Site Contractor Insurance
Identify Contractor for payment purposes and Identtify Subcontractars, POC's, and Trades. Enter dates that Subcontractors will be on-site. Track Generai, 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. i

5.1 Overview

The information accessed from the Administration tab is:

Conftract Description: This selection contains general information related to the contract that is
entered by the contract's USACE Representative. All the information in the Contract Description
area is read-only. If information is missing or corrections are needed, inform the contract’s
USACE Representative.

Contract Access Conftrol: Use this selection to assign a User Role to staff assigned to the
contract. User Roles are used to control access to contract data.

Correspondence: Use this selection to manage correspondence between Contractor and
Government. Correspondence can be drafted, sent, and received using RMS/CM.

Request for Information (RFI): Use this selection to manage the flow of RFI between
Contractor and Government. RFls and the respective Government responses are created,
submitted, and tracked through RMS/CM.

Prime Contractor: Use this selection to store the Contractor’'s administrative data, such as
addresses, phone numbers, and staff.

Subconftractors: Use this selection to identify and store administrative data on all the contract’s
Sub- contractors.

Contractors On Site: This section contains the list of Contractors (including Subcontractors
and the Prime Contractor) by the Contractor’'s name, Responsibility Code, Trade and the
First/Last Day On Site dates. This module is one way to enter First and Last Day on Site dates
for each Subcontractor, including the Prime Contractor.

Confractor Insurance: Use this selection to keep track of Prime and Subcontractors’ contract-
required SF1413 and insurance expiration dates: General, Auto, and Workman's Comp.

Conftractor Payroll: Tracking and documenting of Contractor Payrolls is required on typical
military and civil construction projects in the United States that fall under the auspices of the
Davis-Bacon Act. In some limited cases, this is also required on contracts performed in
overseas (OCONUS) locations. Use this selection to track and document payroll information to
satisfy this requirement.




Contract Notification Control: RMS can send notifications when selected contract-related
events occur. Use this selection to identify who should receive the notification and the method

by which it is delivered.

- .
5.2 Contract Description
o | s | o |
‘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, | etters and Memos. Respond to RFI's from Contractor.
Contract location should be entered.
Prime Contractor Subcontractors ‘Contractors on Site ‘Contractor Insurance
Identtify Contractor for payment purposes and Identify Subcontractors, POC's, and Trades. Enter dates that Subconiractors will be on-site. Track General, Auto, and Workman's Comp
view Coniractor Staffing. Insurances.

Contractor Payrolls Contract Notification Control

Enter or Review Contractor Payrolls for Control which notifications you will receive for
Department of 1 abor reporting purposes. I

The Conftract Description module contains general information related to the contract. All data
entered on this screen is entered by the contract's USACE Representative. All the information
on the Conftract Description page is read-only. If information is missing or corrections are
needed, inform the designated USACE Representative.

Contract Description

Contract Title MD Atlantic Coast Shoreline Protection Fiscal Year
Contract Short Title |OC Beach Renourishmt
Contract No. W912DR-10-C-0088 Delivery Order No. NA

[@liiicTad®)ii ] CENAB-COF-BFM - Fort Meade Resident Office Select Contract Office

Contract Long Title Atlantic Coast of MD Shoreline Protection Berm and Dune Reconstruction

All fields on this screen

r are entered by the
Contract Awd - Act GOVern me nt and are ktruction Start - Act
Current Contract Duration 0 READ O N LY -

Contract Description Reconstruct OC Beaches and Dun s errarengee e

: /4

Select location on map Latitude

Longitude

Existing contract locations We have been notified that geo spatial information needs to come from official sources.

Wage Determination No Wage Determination Date | Select a date Bid Open Date |Select a date

BIM Compliant

Design Build Code Architect-Engineer
Design Cost £0.00
Designer Name

Address

Small business plan goal 0%

Contract requires a small business plan

Contract Title: The Contract Title is a brief description of the contract as awarded. The title is
limited to forty (40) characters in length, so what is seen may be abbreviated to fit in the space.

Fiscal Year: The Fiscal Year (FY) indicates the FY the contract was authorized for funding. In
RMS, it is used for such things as tracking potential retiring funds.

Contract Short Title: The Short Title is the abbreviated title of the contract, limited to twenty (20)
characters. It is used in many reports and calendars where space is limited.




Contract No.: The Contract Number is the unique contract identifier assigned by USACE to the
contract. It should be used on all official documents related to the contract. Parts of the number
identify the USACE District administering the contract, the fiscal year in which the contract was
awarded and the contract type.

Delivery Order No.: When the contract type is a multiple-award task-order type, the Delivery
Order number is used to identify the specific order placed against it. Otherwise, the data field
contains “NA”.

Contract Office: The Contract Office identifies the office that is administering the contract as the
Contract Administration Office (CAO). This is usually the office associated with the
Administrative Contracting Officer (ACO) and/or the Contracting Officer Representative (COR).

Contract Long Title: This is the complete title of the contract as it appears on Contract Award
documents.

Contract Description: The Contract Description is a brief description of the contract scope.

5.3 Contract Access Control
Dt | o || soi | somie | oomn | moriioms
‘Contract Description Contract Access Control Cormrespondence Request for Information
Enter award description and funding sources. Control contractor staff access ta this contract. Create, edit. and view, Letters and Memoas. Respond to RFT's from Contractor.
Contract location should be entered.
Prime Contractor Subcontractors Contractors on Site 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.

It is often important to restrict access to various modules and features to ensure that only
authorized personnel have access to specific data. An example is provided in the Finances |
Progress Payment module where Pay Requests are created and submitted. All users assigned
to work on a contract may not need the ability to see the Pay Request, or limitations may be
needed to allow certain users to prepare a Pay Request but not complete/submit it. By defining
User Roles and assigning these roles to applicable staff, the integrity and accuracy of the
contract’s data can be controlled.

Only staff identified as Administrator have access to Contract Access Control. Using this
feature, actions by Contractor staff assigned to the contract can be restricted to selected
tasks/areas within RMS/CM. Administrators have total control over who has access to data and

the extent of the access.




5.3.1 Adding Staff to a Contract

Using previously added Contractor Staff and User Roles (see the section on Prime Contractor
Selection and Startup), Add the individuals assigned to work on the contract and attach a User
Role. Roles are selected for a particular contract. Staff need not have the same role on all

contracts.

6)ns &)em Q) Dsiete Contract Access Control Entries

Drag 3 cofurmn haaoer and Grog 1T hans to grouD Dy Than colume

. HName

Add Contract Access Control Entry

E;. The following information is required to add a new Contract Access Control Entry

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

Staff Email B3/E#-"-¢3
Click on the box and

select from the
Assign the selected staff member an appropriate contract user role from the lookup dis p[ayed Iookup list

Conct e ot

| oK | | Cancel |

5.4 Correspondence
L | e | o0 | saw | s | oo | e | comaiomes

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

Prime Contractor Subcontractors Contractors on Site Contractor Insurance

Identify Contractor for payment purposes and Identify Subcontractars, 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

Departrent of Labor reporting purposes. 1

RMS provides the Contractor and Government with the ability to create, respond, store and
track correspondence between the parties. Correspondence can be signed in RMS and can

have attachments.

All letters are serialized. Letters can be sent from a User's Home office (H-####) or Site office
(S-####). The Government’s letters to contractors will also be serialized as C-##HH# for regular
correspondence or RFP- #### for Requests for Proposal. Responses may be sent from either
the Home or Site office. There is no priority placed on one office over another. When multiple
responses are sent, only the first response to a particular letter from either the H or S office will
be accepted, subsequent responses will be ignored. Correspondence document numbers
increment based on the letter, which means if there is a Home office letter H-0005, then the first
S-letter added will be S-0001 and not S-0006.

Correspondence is grouped into 3 subsets:




o Draft: Incomplete letters, not yet sent
o Sent: Completed letters, sent to the Government
e Received: Letters received from the Government

The list of correspondence corresponding to any of the categories can be seen by simply
clicking on the number in the blue field. A filtered list of the category selected will be displayed in
the table below.

Correspondence

Sent Received

Answer Required Answer Required

@) add  #JEdit @) Delete Correspondence Sent-Answer Required B X| #)egort

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

S— Dats
T | Letter No. T | Brief Summary T | Letter Status T | AnswerDue Y| o
- Answered

- 03/01/2018 H-12345 Sent, Answer Required

| 12/26/2017 H-0009 This is an attempt to verify claim that comments are n... | Sent, Answer Required 12/29/2017

| 12/19/2017 H-0008 lets see if this works Sent, Answer Required 03/28/2018

| 08/20,/2013 5-0116 REA for RFI#0240 Sent, Answer Required L |

5.4.1 Create a New Letter to the Government

Click on Add and select the source of the letter from the dropdown box, Letter from Contractor
Home Office, or Letter from Contractor Site Office.

Correspondence

Sent Received

Al Al 193 Al
Answer Required m Answer Required ‘

X :fj Export

&) add &)edit Q) Delete Correspondence Draft-All

Letter from Contractor Home Office

Letter from Contractor Site Of

RMS will automatically insert the next number in the series. This number can be manually
overwritten. However, the number manually input must not have been previously used.

RM5 Add-View K

Add Correspondence Entry

i_ The following information is required to add a new Correspondence Entry

Lattar No. H- 1! Enter the number for the new letter - Leading zeros will be automatically added

1 0K 1 Cancel

Click on the OK button to proceed to the next step.

Note: Attempts to enter a previously used number will generate an error message.




Data Validation lssues Found

o Validation Issues Found

Letter No. H-: ERROR Letter number already in use, Enter a unique letter number

After clicking the OK button, the next view contains summary information about the letter.

Letter Dated | 9/19/2024 E Sent Status | Draft Letter Not Complete e

["] Requires Answer?

Letter Summary

z

Letter No. H-0003 CONTRACTOR: Complete a document package for this letter and submit it using this document package manager. The document package should include
the letter itself and any applicable supporting documents.

| Select Letterfs) Answered By H-0003 | Create New Letter to Answer H-0003 Select Existing Letter(s) to Answer H-0003

Letters Answered by H-0003 Letters Answering H-0003

Dated T | Letter No. T | Brief Summary

Dated T | Letter No. T | Brief Summary

Revision History

Revision History

Revision Date T |Action T |Rewised By L §

Letter Dated: The date that this letter is created will be automatically generated in this field. It
may be changed, if needed.

Sent Status: Use this drop-down selection to change the letter’s status. See section 5.4.2 below

for more details.

Requires Answer? Check this box when the letter requires a response from the Government.

Letter Summary: Enter a brief description of the letter’s subject, this is not intended for the body

of the letter.

Letters Answered by...: When this letter is in response to a letter from the Government, the
applicable letters will be listed here. Click on the Select Letter(s) Answered By box to select
from a list of all correspondence sent by the Government; check the box adjacent to the
applicable letter(s).




T Syt .
y = X

EI=Q Correspondence Entry Lookup

Correspondence

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

Serial Number T | Letter Summary
> |8l c-0001 09/16/2011 Precon Meeting Minutes
] Ol c-o002 10/26/2011 Contractor is late in submitting Initial Project Schedule
1 O c-0003 12/30/2011 Pre-construction safety conference meeting minutes =
| & c-0004 12/29/2011 €QC Coordination Meeting Minutes '

Letters Answering...: When the Government has sent responses to this letter, the applicable
letters will be listed here. Click on the Select Existing Letter(s) to Answer box to select from a list
of all correspondence sent by the Government; check the box adjacent to the applicable
letter(s).

The Revision History table can be found at the bottom of the screen. This will capture actions
taken on the correspondence in CM and GM. Select a revision entry and click the View button
or double click a revision entry to open a read-only view of the correspondence before the listed
action was taken.

Document Packages: Click on Add to create the letter and attach its supporting documents. See
the section on Document Packages for instructions on its use.

Letter No. H-0003 CONTRACTOR: Complete a document package for this letter and submit it using this document package manager. The document package should include
the letter itself and any applicable supporting documents.

I Add Title of Package
Edit | > |[Letter No. H-0003 1. Not Ready

Delete

Document
Packages

Select Letter(s) Answered By H-0003 I Create New Letter to Answer H-0003 Select Existing Letter(s) to Answer H-0003

)

5.4.2 Complete the Correspondence and Send to the Government

After the letter and any supporting documents are added to the package, additional steps are
needed to complete the Document Package and submit the correspondence to the
Government.

First, make sure that any necessary signatures have been added to the documents within the
Document Package. Then, change the Sent Status.

Click on the Sent Status drop-down field and select Draft Letter Complete: Sent to Government
from the selection box. A prompt will appear to ensure that the correspondence can be
completed.

Note: All necessary documents for the correspondence need to be uploaded to the
Document Package before setting the Draft Letter Complete: Sent to Government status.

Completing the correspondence will lock the Document Package area, and no further edits
or additions will be allowed.




Correspondence - H-0001

Letter Dated | 9/26/2018 [i5] raft Letter Not Complete

[ ] Requires Answer?

Letter S Y
- Sent Status = Draft Letter Not Complete ~
Draft Letter Not Complete
Draft Letter Complete: Sent to Government (
S X

Warning: Once this letter is marked ‘sent’, this action
cannot be undone. Are you sure the letter is complete?

This action will submit the correspondence and any associated Document Packages that
contain documents to the Government. The Document Package Status will update to /n Review;
documents will be marked ‘Ready to Send’ to PCF when package is accepted.

Letter No. H-0003 CONTRACTOR: Complete a document package for this letter and submit it using this document package manager. The document package should include

the letter itself and any applicable supporting documents.

. Title of Package

Documaent Edit > ||Letter No. H-0003
i Letter No. H-0003 =

Delete




-
5.5 Request for Information
Contract Description ‘Contract Access Control ‘Comespondence Request for Information
Enter award description and funding sources. Control contractor staff access to this contract. Create, edtt, and view, Letters and Memos. Respond to RFT's from Contractor.
Contract location should be entered.
Prime Contractor Subcontractors Contractors on Site Contractor Insurance
Identify Contractor for payment purposes and Identtify 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. i

During the contract, it is often necessary to obtain clarification or interpretation of the contract
Plans and Specifications or guidance on other contractual matters. In the Request for
Information (RFI) module, RMS provides the means to ask these questions, include
attachments, receive the Government’s response, and keep track of the entire discussion.

5.5.1 RFlI Summary Screen
RFls are grouped into 4 subsets:

e All RFl’s: Comprehensive.

e Contractor RFI’s - Preparing: RFI not yet sent to Government.

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

e Contractor RFl’'s - Completed: Government response received.

The list of RFls corresponding to any of the categories can be seen by simply clicking anywhere
in the corresponding blue tile. A filtered list of the category selected will be displayed in the table
below.

5.5.2 Add/Create New RFI

Click on Add to create a new RFI.

All RFl's Contractor RFl's - Preparing Contractor RFl's - Watlng for Response Contractor RA's - Completed
135 315

§J)add &)Edt O Delete All RFIs X | &) Export

Drag a column header and drop it here to group by that column
+ | COR/ACO

T | RFI No. | RFI Subject UL et Rt U
Answered

[ > [[03/25/2021 RFI-0001 Reforestation Trees 04/19/2021 04/19/2021 v
[ [l10/172011 RFI-0002 Plant quantity discrepancy 10/17/2011 10/20/2011 v

|1‘\.-"1 1/201 RFI-0005 Step footing locations ‘ 11/28/201 04/01/2021 4




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

Contractor RFI . Government Response

Contractor Request

Requested m Completed - Ready for Government
Requester's Name Required |Select a date E
Link to Subcontractor ["] Potential Cost Impact
sucontacor [ ) ot s
R Subject Festure of Work
Spec Sections Drawings and Details

Information Requested

Contractor's Recommendation
RFI-0003 CONTRACTOR: Complete a document package for this RFl and submit it using this d package ger. The d package should include
the RFI and any i supporting d ts.
Title of Package No. Status s
—

Revision History

Revision History

Revision Date T|Action T |Revised By

Requested: RMS will automatically insert the date the RFI is created. However, this date can be
changed by clicking on the adjacent calendar widget.

Requester’'s Name: This field is where the User will have to manually insert the name of the
Requester when creating the RFI. RMS does not automatically fill this field.

Required: Click on the calendar widget to select the date the response from the Government is
needed.

Link to Subcontractor: Check this box if the information is being requested on behalf of a
Subcontractor.

Subcontractor: When the Link to Subcontractor box is checked, select the name of the
Subcontractor from the Subcontractor Lookup List.

Potential Cost Impact: Check this box if the resolution to the RFI could result in a cost change to
the contract.

Potential Schedule Impact: Check this box if the resolution to the RFI could affect the contract
Completion Date.

RFI Subject: Enter a short title for the RFI. This field is limited to 60 characters.

Feature of Work: Select the Feature of Work this RFI applies to from the Feature of Work
Lookup List.

Spec Sections: When applicable, enter the Specification Section number which the RFI applies.

Drawings and Details: When applicable, enter the Drawing number and/or detail identification
which the RFI applies.




Information Requested: Describe the circumstances requiring additional input from the
Government. Be as detailed as possible to enable the Government to respond accurately.
When additional documents are needed to fully explain the situation, these may be attached in
the Document Package.

Contractor’'s Recommendation: Suggestions on how to address the issue can be provided here
for the Government’s consideration.

Document Packages: Click on Add to add the RFI form to the Document Package and attach its
supporting documents. See the section on Document Packages for instructions on its use.

RFI-0007 CONTRACTOR: Complete a document package for this RFI and submit it using this document package manager. The document package should include
the RFI document and any applicable supporting documents.

Title of Package No Status =

Document. Edit

Packages ————

Delete

Note: Revision history can be found at the bottom of the screen. This will capture actions
taken on the RFI in CM and GM. Select a revision entry and click the View button or double
click a revision entry to open a read-only view of the RFI before the listed action was taken.

5.5.3 Generate the RFI

Complete the information in the Contractor Request section to generate the RFI Form. Click the
RFI Form widget to save the form locally.

Request For Information - RFI No. RFI-0007 [ RFi Form

Contractor RFI Government Response

Contractor Request

5 : . TRFTRO. FAGE MO
M| RE'I]I.IESt for Information Report {RF“ RFHIZE9 Page1ai
1 ] CONTRACT NOL CONTRACT TITLE PRIME CONTRACTOR
US Ay Compa | WIT2DR-11-C-D033 NA ‘Widaband Sataliite Communications Cantar The Ranger Group
of
E1001880
Contractor's Reguest for Information
REQUESTED BY CATE REQUESTED FOTENTIAL COST WMPACT Mo
FOTENTIAL SCHEDULE IMEACT Mo
RFISUBJIECT
SPECIFICATION SECTIONS
CRAWINGS
SUSCONTRACTOR

Government Response
ANEWERED BY DATE RECENWED CATE ANSWERED
TITLE

o

Raespansa Nl Compistad Dy Govannmeam

|Sovarmment Allachmants

MO EFE B STS 1SN IS BN ENOSD 10 PRUVITE AN SFE RGN MSCHAMISM FUS MESPUMOING 10 OOMERRCEUSS
BEUUES IS FOUM IMECHAATION. 11 DUES NOT PHOVIDE AUIHOSET 10 PROCEED WEEH AD0 I ICMAL WORS. I |HE
CUMIMACIUN DUMSIOEMS | HE HH HESI'DNSE A CHANGEL ORI | IOK, I"EVI0E WIS | 1EN ROICE: 10 |FS O8I RACTING
T RIS MM TEME AT IVE BN SOUCTAMCE WL CUM I RAZ T




5.5.4 Create a Document Package
Click on the Add button to create the Document Package for the RFI.

RFI-0007 CONTRACTOR: Complete a document package for this RFI and submit it using this document package manager. The document package should include
the RFI document and any applicable supporting documents.

l Add . Title of Package

 Document Edit

Delete

At this point, the previously saved RFI and any other attachments needed to support the RFI
can be added to the newly created Document Package. See the section on Document
Packages for additional instructions. The RFI does not require a signature from the Contractor.

Document Package: RFI-0007

e T
1 0 ] 0 Attachment
Files Here [ Sign Selected memsj
1 JPEG/JPG Images Text Files CSV Files [_‘— -
0 0 1] ﬂ Export Selected Documents

&) add F)edit @) pelete All Attachments X &) export

+ Date of the —
Document

6/22/2023 2:08:28 | RFI-0007 - test.pdf

-

Primary Document Title T | Contractor Signature Status Government Signature Status

Not Signed Not Signed

5.5.5 Complete the RFl and Send to the Government

After the RFI and any supporting documents have been added to the package, back out to the
RFI edit view to complete and finalize both the RFI and the associated document packages.
Then, check the Completed—Ready for Government checkbox to send the RFI and any
associated Document Packages that contain documents to the Government for review.

Note: This checkbox will become active once the RF/ Subject, Information Requested, and
Requested Date fields are entered.

Note: Any Document Packages that do not contain documents, will be deleted.

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

Contractor RFI | Government Response

Contractor Request
QRS ——

Requested | 9/19/2024 ) @mpleted - Ready for Gmem@
—




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 on Yes to
continue or Cancel
to return to the RFI.

RFI-0003 CONTRACTOR: Complete a document package for this RFI and submit it using this document package manager. The document package should include
the RFI d and any applicable supporting d
Documens | > ||RFI-0003 1] In Review; documents will be marked ‘Ready to Send’ to PCF when package is accepted

5.5.6 View the Government Response to RFI

Double-click on the RFl, then click on the Government Response tab to view the response.

§)add F)edit Q) Delete All RFls X &) export

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

Requested T/ RFINo. T | RFlSubject Date Requested and Date Received
j|o2/27/2013 RFI-0001 Asbestos 2/27/2013 - 2/27/2013 03/13/2013 v
__|03.-"2‘|.-"20‘|3 RFI-0002 Irigation System 372172013 - 3/29/2013 05/29/2013 Cd
.|03f21.-’2013 RFI-0003 Chimney Cleanouts 3/21/2013 - 3/25/2013 03/27/2013 v
I|04.-"|?.-"20'|3 RFI-0004 Waterline 4/17/2013 - 4/18/2013 04/18/2013 v
_|D¢!.l'"| 8/2013 RFI-0005 Irrigation Sprinkler System 41182013 - 4/18/2013 04/18/2013 L4
__|05f20.-"2013 RFI-0006 Women'’s Toilet B14 5/20/2013 - 5/21/2013 05/29/2013 L4
> _IDQQT!?OT& RFI-0007 [ Test Subject | 9/27/2018 - 10/15/2018 10/15/2018 v




Request For Information - RFI No. RFI-0007 [5) RFI Form

Contractor RFI Government Response

Government Response

o e o228 | G s

receves [

Answer Prepared By - Technical Writer
Govt Response Approved.

E 4

RFI-0007 Response Shared: Prepare a document package for this RFI response and complete it using this document package manager. The document package should include
the RFI response and any applicable supporting documents.

. Title of Package

Do | View | > |RFI-0007 Response 1 Accepted: documents ready to send to PCF

5.5.7 View an RFI Returned for Corrections

If an RFI is returned from the Government for corrections, select the returned RFI from the A/l
RFls or Contractor RFls — Preparing sort tile.

“ e e
7 3 6

QJAdd &) Edit @) Delete Contractor RFI’s - Preparing

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

E:Em g U|RFNo. T RFI Subject T Date Received 1 E::‘:m — :ri?‘
> [l06/21/2024 RFI-0005 my subject

|08/21/2024 RFI-0006 Request
[ ||0s21/2024 RFI-0007 new subject

||0ar30/2024 RFI-0008 sfsf
| [o6r28/2024 RFI-0011 Information Requested

w Onid

| 100172024 RFI-0016 Subject I

The fields in the RFI screen will be active again so that the corrections needed can be made,
and if needed, an additional Document Package can be added. The returned Document
Package will also display the Retfurned for Correction status, and a Return entry will be
generated in the Revision History table.




Request For Information - RFl No. RFI-0016

Contractor RFI | Government Response

Contractor Request

Requested | 10/1/2024 s [[] Completed - Ready for Government

[] Link to Subcontractor [] Potential Cost Impact

w

[[] Potential Schedule Impact

SRS o st o R

Spec Sections Drawings and Details

Information Requested Request

Contractor's Recommendation | Recommendation

4

RFI-0016 CONTRACTOR: Complete a document package for this RFl and submit it using this document package manager. The document package should include
the RFl document and any applicable supporting documents.

Docanms - 1| Returned for Correction

Revision History

B view Revision History

J Revision Date T |Action 1 | Revised By

[> 11 10/1/2024 1:30:54 PM UTC ' Return
| [10/1/2024 1:29:19 PM UTC | Submit

Navigate to the Government Response tab to view any response that may have been received
from the Government regarding the corrections.

Request For Information - RFI No. RFI-0016 [B RrFiForm

Contractor RF

Government Response

Date Received ESeEect a date | Answered | Select a date |
ey

Govt Response Please correct the document and resend.

E 4

RFI-0016 Response Shared: Prepare a document package for this RFl response and complete it using this document package manager. The document package should include
the RFl response and any applicable supporting decuments.

No. | Status

If the corrections were not communicated in the Govi Response field, contact the Government
representative to discuss the corrections needed. Once the corrections have been made, check
the Completed — Ready for Government checkbox to resubmit the RFI. See section 5.5.5
Complete the RFl and Send to the Government for more information on completing RFls.




5.5.8 Deleting RFI

If the User deletes an RFI, that number cannot be used again, even if in draft. |.LE. RFIs 2, 3, 4,
and 5 exist. If User deleted 3, it can never be used again, and the next RFI added will be 6.

6 aod et 6] Delete

Diate
T Fore = n + D
1 | Date Hequested and Date Recenved

Requested T RFINo. T | RFlSubject =
Answered

5.6 Prime Contractor

O EEECEE TN TN TN T
‘Contract Description ‘Contract Access Control ‘Cormrespondence Request for Information
Enter award desoription and funding sources. Control contractor staff aocess to this contract. Create, edt. and view, Letters and Memos. Respond to RFI's from Contractor.
Contract location should be entered.
Prime Contractor Subcontractors ‘Contractors on Site Contractor Insurance
Identify Contractor for payment purposes and Identify Subcontractors, POC's, and Trades. Enler 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. ihis contract.

Information about the Contractor and its staff are entered and stored in the Prime Contractor
module. There are 2 tabs associated with this data:

e Prime Contractor Info
e Contractor Staff




5.6.1 Enter Prime Contractor Information

Select the Prime Contractor Info tab to fill in the requested information on the Prime
Contractor.

Prime Contractor

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
Bonding Com, L Senday
1
- ook /| Monday
Address 1 [V] Tuesday
Address 2 [ Wednesday
V| Thursday
Work Phone £
] Friday
Fax Saturday

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

¥ Use Last Day as Payroll end override?

Responsibility Code: Always set to PRIM by the Government. This field is read-only.
NAICS Code: Enter the NAICS code associated with the contract work.

Contractor Full Name: The Government will enter this information from the Contract Award
documents. This field is limited to 60 characters and is read-only. If the information entered is
incorrect or incomplete, notify the contract's USACE Representative.




Contractor Short Name: The Government will enter an abbreviated name for the Prime
Contractor to be used in reports with limited space. This field is limited to 20 characters and is
read-only.

Send Mail To: Select either Contractor Home Office or Contractor Site Office from the
dropdown. This is the destination for all correspondence from the Government’s field office to
the Prime Contractor.

Payee Office: Comes from CEFMS and is entered into SAM by the Contractor. Location of
Office where the Progress Payments will be sent to.

Home Office Address: Enter the Prime Contractor’'s home office address information.
Site Office Address: Enter the Prime Contractor’s site office address information.
Staff Information: Enter the names and contact information.

Contractor Representative to Review Performance Evaluation (CPAR): Enter the name and
email of the person responsible for reviewing and responding to the Government’s performance
evaluation of the Contractor. This information will be used to set up Contractor access to the
Electronic Performance Evaluation System (CPARS). This is the person who will be notified that
the Government has completed its Performance Evaluation. Contractors will have 30 days from
the notification date to reply. This timeframe is fixed and cannot be extended.

Bonding Company: Enter information on the company providing the bonds for the contract.
Workdays: Place a checkmark on the days which make up the User’s normal work week.

Insurance Required? This is a read-only field; the requirement will be identified by the
Government.

Payroll Required? This is a read-only field; the requirement will be identified by the Government.

Payrolls ending day of week: Select the day of the week marking the end of the Contractor’s
typical payroll work week. The Last Day can be used as Payroll ending day if requested by
marking Use Last Day as Payroll end override?

5.6.2 Enter Contractor Staff

Select the Confractor Staff tab to identify Contractor Staff who will be authorized to access
RMS/CM, then select Add.

Prime Contractor

Prime Contractor Info Contractor Staff

&J)add ZJedit @) pelete Contractor Staff

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

T Account ID (work email) T | Admin T | Linked T | Inactive T | Deleted
gg

Account, Some Gov some.account@usace.army.mil No No \

||Account, Test testaccount@teslaccoum‘com‘ No No T \




5.7 Subcontractors

(i | roew | o | sowwor | st ]| o ] s

‘Contract Description ‘Contract Access Control Cormrespondence Request for Information
Enter award description and funding sources. Control contractor staff access to this contract. Create, edd, and view, | etters and Memos. Respond to RFT's from Contractor.
Contract location should be entered.

Prime Contractor Subcontractors Contractors on Site Contractor Insurance

Identify Contractor for payment purposes and Identtify 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.

Subcontractors play an important role in contract execution. By identifying and accurately linking
Subcontractors to responsibilities, RMS/CM can assist the Prime Contractor in monitoring
Subcontractor performance and compliance with contract requirements.

Subcontractors are identified in this module and are linked to RMS/CM features in other
modules by associations to the Pay Activities the Subcontractors are responsible to perform.

Subcontractor Responsibility Codes can be imported into RMS via scheduling software by going
to the Import/Export tab and choosing the Network Analysis Schedule (NAS) module, or the
codes can be manually entered from the Subcontractors module. If imported from Primavera
users can proceed to the Subcontractors screen to fill in the full name, amount subcontracted

(for first tier subs) and other pertinent information.

5.7.1 Add Subcontractors

To manually add a Subcontractor to the contract click Add.

&) add £ Edit §) Delete Subcontractors

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

Responsibility Code | Trade Subcontract Amount

&

Contractor Full Name

X

AAC A

Add Subcontractor

g . The following information is required to add a new Subcontractor

Enter the unique 4-character alphanumeric code that will be used
Cvmrmﬂrcwe: as a shortcut to identify each subcontractor, then click on OK.

| oK I cancel |

¥

Note: If using a NAS for the contract, any manually added Subcontractor information must
match what is in the scheduling software to avoid duplicate Subcontractors. Enter
Subcontractor Information




Financial Testing —1
Contract Selection
[E1000714] W911XK20C0017 Contract Menu Back

Subcontractor

Resp Code Test
Contractor Short Name
Contractor Full Name

First Day on Site | Select a date Last Day on Site | Select a date

Address - 1

Address - 2

Address - 3

QeGEY <Not Set>

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

Resp Code: The RESP Codes contained on this screen are included in the NAS and will
automatically populate upon import. To avoid conflicts between RMS and the scheduling
program, Subcontractor data should be entered and edited within the scheduling program and
imported into RMS rather than entered manually.

Contractor Short Name: Enter an abbreviated name for the Subcontractor to be used in reports
with limited space. This field is limited to 20 characters.

Contractor Full Name: Enter the Subcontractor’s full name. This field is limited to 60 characters.
Address: Enter the Subcontractor’'s mailing address.

Trade: Click on the box and select the Subcontractor’s trade from the displayed lookup list. If the
applicable trade cannot be found in the table, inform the contract's USACE Representative.
Provide the representative with the trade(s) needed. It will be added to the Government library.
After the library is updated, the trade can be selected from the updated listing.

POC/Office Phone/Office Fax: Enter the Subcontractor’s point of contact information.

Subcontract Amount: Enter the full amount of the Subcontract. This is required by the Prompt
Payment Act and is used in the Progress Payment request.

Contractor is a small business: Check this box if applicable.
Insurance Required? Check this box to track insurance validity dates.

Payroll Required? Check this box to track submitted payrolls.

Payrolls ending day of week: Select the day of the week marking the end of the Subcontractor’s
typical payroll work week. The Last Day can be used as Payroll ending day if requested by
marking the Use Last Day as Payroll end override? checkbox.




Contractor is a Second Tier Sub: Check this box if applicable.

=
5.8 Contractors on Site
[ v | o | seeww | oo | ooox | it | comtoon
Contract Description Contract Access Control ‘Correspondence Request for Information
Enier award description and funding sources. Control contracior staff access to this contract. Creale, edtt, and view, Letters and Memos. Respond to RFT's from Contractor.
‘Contract location should be entered.
Prime Contractor Subcontractors Contractors on Site Contractor Insurance
Identify Coniractor for payment purposes and Identtify 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
Enier or Review Contractor Payrolls for Control which notifications you will receive for
Department of Labor reporting purposes. I

This module shows a list of all the Contractors from the Subcontractors module and the first /
last days on site.

This date range is used in conjunction with the Payrolls ending day of week list box to
automatically generate one payroll record per week for each Subcontractor while those
Subcontractors are onsite.

If a first day onsite is not entered for either the Prime or Subcontractors, those payrolls will not
generate in RMS. Properly setting the Payroll Required and Payroll Week Ending date when the
Subcontractor record is created under Administration > Subcontractors is critical to the
proper operation of the Payroll module. To set the Ending Date for a Subcontractor go to the
Subcontractor module. To set the Payroll Ending date for the Prime Contractor go to the Prime
Contractor module.

Financial Testing
[E1000714] W911XK20C0017

All Contractors

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

Contractor T Resp Code T | Trade T | First Day

At the top, the blue sort tiles allow for the All Contractors list to be sorted by those onsite, or not
onsite. Onsite Contractors will have a First Day entry. Not onsite will lack a First Day entry.

Double clicking in the First Day / Last Day rows will allow a date to be entered.




5.9 Contractor Insurance
= T T T T
‘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.
Subcontractors Contractors on Site Contractor Insurance
Identify Subcontractors, POC's, and Trades. Enter dates that Subcontractors will be on-site. Track General, Auto, and Workman's Comp
Insurances.

Contract lecation should be entered.
‘Contractor Payrolls ‘Contract Notification Control

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

Enter or Review Contractor Payrolls for Control which notifications you will receive for
Deparirnent of Labor reporting purposes. L

Use this module to keep track of the Prime Contractor’s and Subcontractors’ insurance
expiration dates. Before a Contractor can perform any work on the contract, the insurance
requirements set forth in the contract's Required Insurance clause must be met. Where the
Financial Responsibility Compulsory Insurance Law of the State in which the contract is located
requires higher limits, policies should provide coverage of at least those limits.

An SF1413, Statement and Acknowledgment, is only required for Subcontractors submitting
certified payroll. Its receipt is also logged in this module.

While payroll data may be entered by either Contractor or Government, it is the Prime
Contractor’s responsibility to ensure all required insurance data is current and correct.

5.9.1 Log/Track Dates

Open the Contractor Insurance module to see insurance expiration dates for all Contractors
that have been added to the contract.

Insurance Missing SF1413 Missing Expired Insurance
41 44 5
Al

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

Contractor Name T Responsibility Code T —— T | Auto Insurance
Insurance

| || Summit Construction & Environmental Services PRIM PRIM
| l[Martinez Quality Painting 008 Painting/Wall Cows 1
| || ADM Construction Inc. o011 Masonry
||| VarcoMac Electrical ooz Electrical
| ||All Phase Drywall 003 Drywall/Gypsum B 05/15/2014 03/153/2014 05/15/2014 04/01/2013
| || Precision Doors DOCR Deoors, Frames anc N/A M/A MAA
| > [|ADM Construction Inc. 012 Concrete
| || Premier Millwork CASE Cabinetry/Casewo  N/A N/A N/A
| |[Homeland Security Group 014 AV Equipment
| ||LVI Environmental Services, Inc. 018 Asbestos/HTRW | 07/01/2013 07/01/2013 07/01/2013 04/01/2013
| ||SIGN SIGN

Click on one of the blue sorting tiles to view the list of Contractors corresponding to the selected
tile.

e All--If a Subcontractor is not shown in this list, check to ensure the
Insurance Required? box is checked on the Subcontractor information
screen.

e Insurance Missing

e SF1413 Missing

e Expired Insurance

Blank/empty dates indicate that insurance is required, but information has not yet been entered.

“N/A” in the date field indicates that the /nsurance Required? box is not checked on the



https://www.gsa.gov/forms-library/statement-and-acknowledgment

Subcontractor information screen.

Dates shown in RED indicate that the Contractor is reported to be onsite either after insurance
has expired and/or before an SF1413 has been executed.

To input dates and supporting documentation, click on Edlt.

Contractor Insurance [Test] - 2 test

Insurance Expiration Dates

General Insurance Expires |Select a date fi5]
Auto Insurance Expires | Select a date
Workman Comp Expires | Select a date @

Enter applicable dates.

Form SF 1413 Stat 1t and Acknowled

SF1413 Attached | Select a date E j

Contractor Insurance - CONTRACTOR: Complete a document package for this Subcontractor Insurance and Form SF 1413, and submit it using this document package manager.
[Test] The document package should include the insurance documents, signed Form SF 1413, and any applicable supporting documents.

Use the Document Packages feature to attach copies of the insurance certificates.

5.10 Contractor Payrolls

o | e | e | 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 on Site 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.

Contract Notification Control

Contractor Payrolls
Enter or Review Contractor Payrolls for
Department of Labor reporting purposes.

‘Control which notifications you will receive for
this contract.

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. Check the contract’s General Provisions.

While payroll data may be entered by either Contractor or Government, it is the Prime
Contractor’s responsibility to ensure all required payroll data is current and correct.




5.10.1 Enter Payrolls

When the Contractor Payrolls module is opened by a user with Read/Write permission in this
area, RMS automatically creates weekly payroll records for every Contractor that is reported
onsite. A payroll record will be created if a Contractor is reported to be onsite, and an actual
Physical Completion Date has not been entered by the Government.

Open the Conftractor Payrolls module to enter weekly payroll data or check the status of the
payroll. There are five different statuses that show in the Payroll Status column:

Draft Payroll: The record has been created, and it has not been sent to the Government.
Submitted to Government: The record has been submitted to the Government for review.

Problem Payroll: The payroll has been rejected by the Government and changes need to be
made before resubmitting to the Government.

Accepted by the Government: The payroll has been accepted by Government and is now
complete.

Non Work Week: Contractor is still reported onsite but did not have any work onsite.

Click on one of the blue tiles to view the list of payrolls corresponding to the selected tile.

Contractor Payrolls Contractors On Site

— o "

All Payrolls ﬂ Export

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

Number

T | Contractor Name T | Payroll Date T | of
Employe
Demo structural engineer 07/04/2021 0 0 Draft Payroll
Demo structural engineer 06/27/2021 0 0 Draft Payroll
Demo structural engineer 06/20/2021 0 0 Draft Payroll

Resp v  Payroll

T | Accepted/Rejected Date T | Payroll Status
hours

All: If a Subcontractor or week is not shown in this list, check to ensure (1) the Payroll
Required? box is checked on the Subcontractor information screen, (2) the First Day On Site
date is entered, and (3) a Last Day On Site date for the missing Subcontractor has not been
entered or is a future date.




Contractor Payroll Edit [5 statement of Compliance

Contractor
Contractor Name |Sub Contractor for Training Payroll Date 5/13/2022
Payroll Number : (Optional) Reference No. [] Non Work Week
{ Number of Employees 0 Payroll hours 0

Contractor Comments

% Copy information from payroll printouts. Submit a

obmiied oo printed hardcopy using the Document Package below.

‘ Payroll Ready for Review , ] Generate Statement of Compliance I

Government
Accepted/Rejected Date
Payroll Accepted Payroll Rejected . .
e v This area is Government entry
Government Comments B
only. The Government will use
2 this area to accept/reject the
payroll and add any comments.
Weekly Payroll 1234 CONTRACTOR: Complete a document package for this weekly payroll and submit it using this document package manager.
5/13/2022
Title of Package
—

Any attachments that are CUl uploaded to the RMS application should include CUI markings. Attachments may be used in the management of contracts and will be
stored in USACE databases. 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 report area.

Revision History

Revision History

Rewision Date T |Action T | Rewised By

Payroll Number: Copy number from printed payroll.
(Optional) Reference Number: Copy number from printed payroll.

Non-Work Week: Until a Contractor has a reported last day onsite, a payroll record for each
week starting from its reported first day onsite is required, regardless of whether the Contractor
performed work onsite. Check this box when the Contractor is still reported onsite but did not
have any work onsite.

Number of Employees: Total number of employees covered by the submitted payroll.

Payroll hours: Total number of hours encompassing all employees covered by the submitted
payroll.

Contractor Comments: Enter any explanatory notes about the submitted payroll.

Payroll Ready for Review: Check this box when data entry is complete. When this is checked,
both the payroll and any associated Document Packages that contain documents will be
submitted to the Government for review.




RMS X

Warning: once the payroll is marked ‘Ready for
Review', contractors may not undo this action. Are you
sure the payroll is ready?

Click on Yes to continue
or No to cancel and
return to the payroll.

Note: Due to the potential of adding PII data in this Document Package, once the Document
Package is submitted to the Government, the documents will no longer be available to view.
This is to protect any Pl data that is added to the Document Package.

Contractor Payroll Edit [ statement of Compliance

Contractor

Contractor Name Sub Contractor for Training Payroll Date 5/13/2022
Payroll Number 1234 (Optional) Reference No. Non Work Week

Number of Employees 3 Payroll hours 84

Contractor Comments

E 4

Submitted Date 9/19/2024
¥ Payroll Ready for Review Generate Statement of Compliance

Government

Accepted/Rejected Date

Payroll Accepted Payroll Rejected

Government Comments

E 4

The documents in this document package are not viewable because they may contain Personally Identifiable Information (PII).

Weekly Payroll 1234 CONTRACTOR: Complete a document package for this weekly payroll and submit it using this document package manager.
5/13/2022
Title of Package No. Status
l:cf"n":' View > ||Weekly Payroll 1234 5/13/2022 1] In Review; documents will be marked ‘Ready to Send' to PCF when package is accepted

Any attachments that are CUl uploaded to the RMS application should include CUI markings. Attachments may be used in the management of contracts and will be
stored in USACE databases. 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 report area.

Revision History

5 View Revision History

| Rewision Date T|Action Y [Revised By
> J19/19/2024 10:25:19 PM UT | Submit

Revision History: This tracks whenever an action is taken on the payroll (Submit, Return,




Accept). The name of the user who made the update will also be listed in this table. The first
entry will be the for the initial submission of the payroll record. Subsequent revision entries will
be captured each time the payroll is returned and resubmitted, until it is approved by the

Government and marked as accepted.

Note: The Legacy Revision History button will be available to view revision history
information present on screens for payrolls created and/or edited before the release of patch

491 on July 25, 2024.

Revision History

Revision History

Revision Date T |Action 1 | Revised By

I

‘ Legacy Revision History ,

5.10.2 Contractor Payroll Returned for Corrections

There may be times when the Government finds reason to return a Contractor Payroll. Before
continuing, meet with the designated USACE Representative to find out what corrections need

to be made to the payroll.

To make the requested changes, find the payroll labeled, Problem Payroll and click the Edit

button or double click to open the payroll.

Contractor Payrolls

All Payrolls

Number
T | Payroll Date T | of T
Employe

Payroll
hours

Sub Contractor for Training 05/27/2022
oo 0572072022

U | Accepted/Rejected Date

Contractors Onsite

T | Payroll Status

Draft Payroll
Deaft Dauzall

I { 1234 Sub Contractor for Training 05/13/2022 3

84 9/19/2024

Problem Payroll I




Contractor Payroll Edit [ statement of Compliance

Contractor
Contractor Name Sub Contractor for Training Payroll Date 5/13/2022
Payroll Number 1234 (Optional) Reference No. [C] Non Work Week
Number of Employees 3 Payroll hours 84
Contractor Comments
4
Submitted Date 9/19/2024
[ ] Payroll Ready for Review Generate Statement of Compliance
Government

Accepted/Rejected Date (9/19/2024

Payroll Accepted «/ Payroll Rejected

Government Comments

Weekly Payroll 1234 CONTRACTOR: Complete a document package for this weekly payroll and submit it using this document package manager.
5/13/2022

Coocument E&}. >
e | |Weeldy Payroll 1234 5/13/2022 1] Returned for Correction |

Any attachments that are CUI uploaded to the RMS application should include CUI markings. Attachments may be used in the management of contracts and will be
stored in USACE databases. 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 report area.

Revision History

D View Revision History

|Revis]on Date T | Action 1 | Revised By
| > |19/19/2024 10:43:29 PM UT
| [9/19/2024 10:25:19 PM UT | Submit

Make the requested changes, then check the Payroll Ready for Review box to resubmit the
payroll and any updated or new associated Document Packages. The payroll will be sent back
to the Government for review along with the Document Package(s), and a new Submit revision
entry will be added to the Revision History table.
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5.11 Contract Notification Control

e | o [ s | oo
e

Enter award description and funding sources. Control contractor staff access te this contract. Creale, edit, and view, Letters and Memos. Respond lo RFT's from Contractor.

Contract location should be entered.
= =

Identify Contractor for payment purposes and Identify Subcontractors, POC's, and Trades. Enler 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.

To streamline the flow of information between the Contractor and the Government, RMS
includes a means to notify users when certain actions occur. When a Contractor or Government
action is dependent upon the action of the other party, the notifications serve as an alert that an
action has been completed and the follow-up action may be performed.

Contract Notification Control

NOTIFICATIONS: RMS can send notifications when certain events related to this Contract occur. You can receive notifications within the RMS Application and/or via email. Simply
check the boxes below for the notifications you wish to receive.

Your notifications will be sent to:

Work email address

. Contract Event T Notify in RMS T | Notify via Email
Activity Hazard Analysis returned to Contractor
o Correspondence - Letter sent by Contractor to Government
Correspondence - Letter sent by Government to Contractor
ENG 93 Contractor/Payee signature required
Payment completed by Contractor
Payment completed by Goverment

Payment returned to Contractor for Corrections

Payroll has been approved by the Government
| Payroll has been rejected by the Government
' Payroll has been submitted by the Contractor

QC Daily report completed by Contractor
QC Daily reported weather delay by Contractor
QC Daily returned to Contractor for Corrections
Request for Information completed by Government
Request for Information sent to Government by Contractor
SDEF Schedule accepted for import
SDEF Schedule import request rejected

SDEF Schedule submitted for import acceptance

JO00goooooooooooooglo
1 O004000oogoooooogoaolo

Trancmittal ravisu camnlatad by Gavarnmant

Enter a Work email address to receive notifications via email. Place a checkmark in the boxes
corresponding to the event and method for which notifications are desired. Both email and in-
application notification methods may be selected for each event. However, these notifications
can only be set for the individual currently applying this information. Multiple Contractors can
activate notifications per contract.

Note: These notifications are on a per contract basis. Notifications that are checked in one
contract may be different for the same User in other contracts.

Note: Changing the email in one contract WILL change the email entered in ALL other
contracts.




6.0 FINANCES

The Finances module is used to track the progress of work for the purpose of requesting
payment and creating and submitting Progress Payment requests. RMS/ CM includes the
forms needed to submit monthly Progress Payment requests.

The Finances module can be accessed as shown below.

Pay Activities Progress Payment
Pay Activity Listing ond tobulations by CLIN. Add. modify. or view Payrments fo the Controctor.
Controctor, and Feature of Work.

6.1 Overview

The information accessed from the Finances tile menu are:

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

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

6.2 Finance Basics

The total contract price is represented by one or more Confract Line-Item Numbers (CLINS).
There are two types of CLINs — Priced Parent CLINs and Priced SubCLINs (0001 vs 0001AA),
option CLIN (a placeholder for options that might be awarded later). CLINs can be added to a
project two ways, through Award or through modification. Award CLINs are those that were
included on the Bid/Proposal schedule and for which the Contractor has set a value in the
Bid/Proposal that were accepted as part of the Contract Award process. Modification CLINs are
those that are added via Contract Modification during execution of the contract. CLINs may be
either positive or negative in value. All CLINs are entered in RMS by the Government.

On a Corps contract, progress is tracked in dollars as well as time. CLINs represent deliverables
the Contractor will provide to the Government at the end of the job. Budgeted Cost of the Pay
Activities represents the value of the work that it takes to provide those deliverables. Since
USACE Pays on Percent Complete, the value of CLINs (Deliverables) vs. Budgeted Activity
Costs (Work to Provide) must always be equal; RMS enforces this relationship.

The sum of all CLINs must be the same as the Total Contract Amount, including any Contract
Modifications added to the contract during its execution.

Pay Activities are defined and assigned a value by the Contractor. Every Pay Activity must be
assigned to a CLIN. CLINs may be linked to multiple activities, but an activity can only be linked
to one CLIN. The sum of all Pay Activities assigned to a CLIN must be the same as the total
value of that CLIN.

Pay Activities are added to RMS either manually or by importing a NAS SDEF or XML file. Most
contracts require the use of a scheduling program capable of generating this file, the most
common of which is Oracle’s Primavera P6. Refer to the section on Network Analysis




Schedule (NAS) for information on this process.

However, if the contract is not set up to import a schedule, then manual entry of Pay Activities
must be completed to prepare the Progress Payment request in RMS.

6.3 Pay Activities

=0 i G T T e

Pay Activities Progress Payment

Pay Activity Listing and tobulations by CLIN, Add, modifi. or view Payments to the Controctor.
Contractor, and Feature of Work

Pay Activities are the backbone of monitoring compliance with the contract’s Quality Control
requirements in RMS. Almost everything done when interacting with the Government in RMS
should be linked to a Pay Activity. By associating a Pay Activity to various contract
requirements, both the Contractor and the Government can more effectively and efficiently
document actions supporting requests for payment.

There are two lists associated with the Pay Activities: Activities and CLINs. To view these lists,
click on the tab associated with the data list.

6.3.1 Activities

Activities CLINSs, Contractors Features

All Activities Activities with no CLIN / Invalid CLIN
12 0
&J)add £ edit G Delete Pay Activities
Drag a column header and drop it here to group by that column
T | Description

> (0001 Furnish and install classrooms 0001 $1,817,469.00
0002 12 Month Lease of Classrooms 0002 $768,108.00
0003 Communication room Backboards 0003 $150,864.00
0004 Power Supply - BGE, P-2 0004 $17,329.00
0005 Pull Power from J-Box to the Power Poles, Change A 0005 $17,152.00
0006 Interior Door Locks, Change AF, P-3 0006 $34,682.00
0007 Computer power in classrooms, Change "AH", Mod P- 0007 $74,968.00
0008 Intrusion Detection System, Change AJ, P-4 0008 $54,259.00
0009 Deck 1 & 3 Changes, Change Al 0009 $15,158.00
0010 Screen, Projectors, Telepower Pole&Light, Change A 0010 $13,431.00
0011 Cancel Change "AJ* 0011 -$54,259.00
0012 Exercise Option Year One 0012 $768,108.00

Initially, the data table will display the list of all activities that have been added to RMS. To see
the list of activities which have not yet been assigned to a CLIN or have been assigned to an
invalid CLIN, click on the blue box on the right. Users can alternate views by clicking on the blue
boxes which correspond to the lists that can be viewed.

The table below is a summary that provides a quick and easy means to identify discrepancies
between CLIN/Contract Amounts and activity values. Discrepancies will be shown in RED as a
Variance. Discrepancies must be resolved before attempting to create a Progress Payment
request.




CLIN 0004 $15,105.00 Current Contract $5,036,101.00
Sum of Activities $15,105.00 Sum of All Activities $4,411,101.00

Variance $0.00 Variance §625,000.00

6.3.2 Add/Edit an Activity

When not using an SDEF file, it will be necessary to manually add Pay Activities to RMS. Select
Add. To avoid data inconsistencies, activities should never be manually entered or edited when
an SDEF file is being used. Always use the originating scheduling program and the SDEF file to
add new activities or edit existing ones when needed.

Activities

Activities Contractors Features

Activities with no CLIN / Invalid CLIN
0

| @)add FJedt @) Delete Pay Activities

Drag 2 column header and drop it here to group by that column

T | Description

| Furnish and install classrooms $1,817,469.00
110002 12 Month Lease of Classrooms 0002 $768,108.00
| 0003 Communication room Backboards 0003 $150,864.00
| ||0004 Power Supply - BGE, P-2 0004 $17,329.00
| |/0005 Pull Power from J-Box to the Power Poles, Change A 0005 $17,153.00
0006 Interior Door Locks, Change AF, P-3 0006 $34,683.00
| 0007 Computer power in classrooms, Change “AH", Mod P- 0007 $74,968.00
| |/oo08 Intrusion Detection System, Change AJ, P-4 0008 $54,259.00
L] Deck 1 & 3 Changes, Change Al 0009 $15,158.00
0010 Screen, Projectors, Telepower Pole&Light, Change A 0010 $13,431.00
| 0011 Cancel Change “AJ* 0o -$54,259.00
| [jo012 Exercise Option Year One 0012 $768,108.00

RMS Add View X

&= The following information i
— ng Tormaron s| Enter a unique identifier for each activity
added; Alphanumeric, up to 10 characters

Activity Number

| oK | cancet |




Activity 01158

Basic Activity Information
Activity # 01158 Description | Submit LEED Notebook

SRR PRIM - TMG SERVICES, INC. Linda Frazier

e
Duration 5| days Phase CL Aren CLOS
Work Category TR

CLIN Assignment and Pricing
Activity Amount $10,000.00

(oIlN 000ZAB - Replace Fire Station - Construction2

Quantity s Unit will match CLIN selected. Quantity
This activityis linked to an amount oty cun. | @Utomatically set to 1 for lump sum CLINs.

considered to be 1

CLIN 0002AB $3,749,615.89

Sum of Activities §3,749,615.89

— 009 —Must be $0.00

Note: The information contained on this screen is included in the SDEF file and will
automatically populate upon import. To avoid conflicts between RMS and the scheduling
program used, Activity data should be entered and edited within the scheduling program and
imported into RMS rather than entered manually.

Description: Enter a brief description/title for the Activity. This field is limited to 50 characters. In
the SDEF file, the character limit is 30.

Subcontractor: Select the Subcontractor performing this Activity from the Subcontractor Lookup
table. Subcontractors are entered in the Section on Administration | Subcontractors. In the
scheduling program used, this information corresponds to the RESP code in the SDEF Activity
Code structure. Only use the Responsibility Codes that have been established in
Administration | Subcontractors. RMS will match the code to the Subcontractor associated
with the code.

Feature: Select the Feature of Work associated with the Activity from the Feature of Work
Lookup table. Features of Work are entered in QC | Features of Work. When activities are
imported using an SDEF, RMS will populate the Features of Work table in QC | Features of
Work using the imported data. Therefore, there is really no need to manually enter any Feature
of Work in QC | Features of Work.

Caution: If features are manually entered in QC | Features of Work, the entry must exactly
match the information in the schedule SDEF file, including capitalization and spaces. RMS
will automatically create an entry in QC | Features of Work for every Feature of Work that it
finds in the SDEF file that has no exact match in QC | Features of Work.

Duration: Enter the number of days that are needed to perform the Activity.

Phase: (Optional) If the work is broken down into phases, those may be identified here.
However, RMS does not currently use this information anywhere.




Area: (Optional) Specify areas within the project site where the Activity takes place. However,
RMS does not currently use this information anywhere.

Work Category: (Optional) The data in this field is tied to entries set up in the Government Work
Category Library. This library is not editable by the Contractor. Therefore, if the decision is
made to enter information in this field, request a copy of the Government’s entries in this library
from the appropriate USACE Representative for the contract. Otherwise, leave this blank since
RMS does not use this information anywhere.

Activity Amount: Enter the total value of the Activity. This is the amount that the Contractor will
be billing against in the Progress Payment requests as the work is completed.

CLIN: Select the CLIN with which this Activity is associated. All activities must be assigned to a
CLIN. When entering the CLIN in the scheduling program, be sure to use the same 4-digit
number from the Bid/Proposal Schedule. Activities with CLINs that do not match up will be
rejected when attempting to import the SDEF.

CLIN Unit Price: When the CLIN is unit-priced (i.e., lump sum, square footage, time units etc.)
RMS will include an additional data field for the Unit-Price matching the Unit Price and unit from
the Bid/Proposal Schedule.

CLIN Assignment and Pricing

Activity Amount §20,599.98

[¢X['R 0002 - ACM Removal and Disposal
= Unit and unit price match the
Quantity 38649118 S bid/proposal schedule

This activity is linked to a quantity CLIN. If you enter the amount, the quantity will be computed. If you enter the
quantity, the amount will be computed.

Quantity: For all lump sum CLINs, the quantity is 1 and it is automatically entered. For unit
priced CLINs, enter the quantity associated with the Activity in the Quantity field. This can be
less than the quantity on the Bid/Proposal schedule if there is more than one Activity associated
with the unit priced CLIN.

CLIN Information: This area is read-only and summarizes the total value of all activities that
have been associated with the identified CLIN. After all activities have been entered, the amount
in the Variance field should always be $0.00. Adjust activities as needed to zero out the
variance. Users will not be able to submit a Progress Payment request if there are variances.




6.3.3 Deleting Activities

It is sometimes necessary to delete one or more Pay Activities. When using an SDEF file, this
action should be performed in the scheduling program to avoid activity inconsistencies between
the scheduling program and RMS. However, when the schedule is manually entered and edited
in RMS, several deletion options are available.

Al Activities Activities with no CLIN / Invalid CLIN
9 0

&) ada 7‘/ @) Delete Pay Activities

e

Delete Record T | Amount

23 Enable Multiple Delete ; $76,000.00

. i 0001 $1,721,000.00
= Delete All Activities 0007 $3,128,00000
| |ooo4 Item 0004 Pre Borrow Survey 0001 $26,000.00
| 0005 Item 0005 Post Borrow Area Survey 0001 $26,000.00
| |/0006 Item 0006 Beachfill - OPT 1 0001 $913,500.00
__||ooos Item 0008 Beachfill - OPT 3 0001 $1,980,000.00
| 0009 Item 0009 Install Vehic/Pedestrian X-Overs OPT 4 0001 $100,000.00
| 0010 Modification P-00002, Final Pay Quantities _ 0002 $26,858.80

e Delete a Single Activity

To delete a single Activity, select/highlight the Activity to be Deleted, click on the Delete widget,
then select Delete Record from the dropdown. Users will be prompted to confirm this action
before it takes place.

Delete Confirmation X

Delete this Activity?

Click en YES to continue with
the deletion or NO to cancel

Activity #: 0012
the deletion.

Description : Post Borrow Area Survey

Yes - Delete this item No - Cancel the deletion

Caution: Once an Activity is deleted, it cannot be undone, so consider these actions
carefully before executing any deletion operations.

¢ Delete All Activities

To delete all the Activities in one step, click on the Delete widget, then select Delete All
Activities from the dropdown. Users will be prompted to confirm this action before it takes place.




Are you sure you want to delete ALL activities for this

Contract?

Click on YES to continue
with the deletion or NO
to cancel the deletion.

S ] w
e Delete More Than One Activity

To delete more than one activity at a time, click on the Delete widget, then select Enable
Multiple Delete from the dropdown. The Pay Activities screen will regenerate with a checkbox
for each activity. Place a checkmark on all the activities to be deleted, click on the Delete
widget, then select Delete Selected Records from the dropdown.

Pay Activities

T | CLN T | Amount

$76,000.00
0001 §1,721,000.00

‘ Delete Selected Records o001 $3128000.00
! Select All Records 0001 $26,000.00
m 0001 26,000.00
Un=elect All Records 0001 5213'500 ©
Disable Multiple Delete 0001 $1,080,000.00
Em U0UY Tnstall venicy PFedestrnian k-Uvers OPT 4 0001 $100,000.00
) 0oto Modification P-00002, Final Pay Quantities 0002 $26,858.80
-

¢ More Delete Options

Notice there are 3 other options in this dropdown. Another way to delete all the Activities in the
schedule is by selecting Select All Records from this dropdown, RMS will automatically place a
checkmark on all the Activities in the schedule. Click on the Delete widget again, then select
Delete Selected Records from the dropdown.

If activities are mistakenly selected, click on the mistaken activity again to remove the
checkmark, or select Unselect All Records and RMS will remove all the previously placed
checkmarks.

If activity deletion is no longer needed or desired, select Disable Multiple Delete. RMS will return
to the previous Pay Activities screen, and the checkboxes will disappear.

Note: Deleting activities will invariably affect the sum of all activities resulting in a variance in
both CLIN and Contract Activity totals. New activities will need to be added to make up the
difference and/or the value of remaining activities will need to be adjusted to zero out the
variances. Do not forget that this will need to be done before attempting to create a
Progress Payment request.




§7,570,500.00 Cinrent Coalrack £7.997 35880
Sum of Activities §7,944 500.00 Sum of All Activities §7.971,358.80

Vortamce $26,000.00 Vartariod $26,000.00

6.3.4 CLINs

Select the CLINs tab to see the list of all current CLINSs, including those added by modification.
Click on one of the blue tiles to view the list of CLINs corresponding to the selected tile.

If a CLIN'’s status is “Unbalanced”, that means there is a variance that requires correction.
Select the unbalanced CLIN, then Edit. This will bring up the list of all activities linked to the
Unbalanced CLIN.

Activities

Activities Contractors | Features

Mm
1

{ &) edit

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

T | CLIN Description :;'ﬂ::sm T | Cumrent Contract T | Sum of Activities T  Status

Furnish and install classrooms 2} $1,817,469.00 817,58 ‘
12 Month Lease of Classrooms 1 £768,108.00 $768,108.00 Balanced
| 0003 Communication room Backboards, P-1 1 $150,864.00 $150,864.00 Balanced
| ||0004 Power Supply - BGE, P-2 1 $17,329.00 $17,329.00 Balanced
|/0005 Pull Power from J-Box to the Power Poles, Change AC, P-5 1 $17,153.00 $17,153.00 Balanced
||0006 Interior Door Locks, Change AF, P-3 1 $34,683.00 $34,683.00 Balanced
| 0007 Computer power in classrooms, Change "AH", Mod P- 1 $74,968.00 $74,968.00 Balanced
| 0008 Intrusion Detection System, Change AJ, P-4 1 $£54,259.00 £54,259.00 Balanced
L] 0009 Deck 1 & 3 Changes, Change Al 1 $15,158.00 $15,158.00 Balanced
| |{oo10 Screen, Projectors, Telepower Pole&Light, Change AK 1 $13431.00 $13,431.00 Balanced
//0011 Cancel Change "AJ" 1 -$54,259.00 -$54,259.00 Balanced
| 0012 Exercise Option Year One 1 $768,108.00 $768,108.00 Balanced

§)add £ Edit ©) Delete Pay Activities for CLIN 0001

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

T | Description T | Amount
> /0001 Furnish and install classrooms 0001 $1,817,469.00
J‘OOOH Unbalanced Activity 0001 $100.00|

CLIN / Contract Balance

CLIN 0001 $1,817,469.00
Sum of Activities $1,817,569.00
Variance -$100.00

Identify the activities that need to be corrected. If importing SDEF files is the means for entering
activity data, make the correction in the scheduling program. Otherwise, select E£dif and enter
the correct activity amount manually.




6.3.5 Contractor and Features Tab

Also included on the Pay Activities are two tabs — Contractors and Features that show
Activities sorted by Subcontractor and Features of Work.

Note: That if there are no Activities assigned to a Subcontractor or Feature of Work, the
name will appear red. Individual Contractors and Features of Work can be edited to see
which Activities are assigned to that respective Contractor/Feature of Work.

Activities

Activity Count

0
0
1
0
0
0
0
0
0
1
0

CLINs

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

Contractor Full Name

Luna Concrete
Magstone

Metro Data

nAME

National Fire Protection
Nelson White Systems
NLABSIT

O'Leary Asphalt
Overhead Door Co of Baltimore Inc.
PEMB

PICO Industries

Contractors

Subcontractors

Features

Contractors Linked to Pay Activities Contractors not Linked to Pay Activities

fj Export
S Subcontract
T | Responsibility Code T | Trade ) T — —
SCON Concrete $150,000.00
BIOR Earthwork and Utilities $0.00
dcom Communications $0.00
CODE Geotechnical $8,000,000.00
FPRO Fire Protection-Systems $79,522.00
PSPL AV Equipment $16,752.00
IT Ceramic Tile $150.00
APAV Asphalt Paving $300,000.00
OVE Overhead Doors $7,200.00
PEMB <Not Set> $400,000.00
SSTL Structural Steel $186,200.00

Activities

#;) Edit

Activity Count

CLINs

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

T | Feature Title

0 FURNITURE REMOVAL

41 General

0 GENERAL

0 General and Finish Carpentry
0 GENERAL REQUIREMENTS

Contractors

Features of Work

0 GENERATOR SET, STATIONARY 15-

1 Generator/Mechanical

Features

All Features Features Linked to Pay Activities Features not Linked to Pay Activities
12

T | Feature ID

E1G00321
E1G00295
E1G00003
E1G00137
E1C00070
E1C00143
E1G00298

f:] Export




6.4 Progress Payment

0 T G T T e

Pay Activity Listing and tabulations by CLIN,

Add, modify, or view Payments to the Contractor.

Contractor, and Feature of Wark.

Pay Activities ‘ Progress Payment

One of the most significant improvements in RMS over previous versions of RMS is the
capability to prepare and submit monthly Progress Payment requests electronically. Advantages

to using RMS to perform this task include quicker communication between the Contractor and

the Government and RMS assistance in preparing a proper Pay Request using the built-in

forms.

When using a manual schedule or a scheduling program with SDEF file capability, the Progress

Payment request can and should be managed in RMS exclusively.

Prerequisite to initiating a Pay Request, there are several things that must be completed for

RMS to create a proper 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 SAM.

Input a complete list of all Subcontractors and the associated subcontract
amounts. This information is input in the section on Administration |
Subcontractors. 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 accomodation 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 percentages and/or quantities.
Ensure there are no CLIN or contract variances. Check status in section on
Finances | Pay Activities. 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.

Recommendation: Although it is not usually a contract requirement, some offices may

require that the Contractor Prompt Pay Report be run and completed prior to meeting with

the designated USACE Representative. This report is used to review the requested earnings

for a period. The Contractor Pay Request Worksheet is found in Contract Reports | Finance.
This report will identify the status of the various QC actions associated with each activity.

This assessment will assist the Contractor and the Government in determining the validity of
reported progress.

Use the Document Packages feature to include any documents needed to support the Pay

Request, such as third-party or supplier invoices.

Do not forget to sign and date the Prompt Payment Certificate.

Note: Do not back out of the module without completing all six tabs first as this will send it to
the Government for review and lock the payment from any corrections until the Government
sends it back for corrections. See the Invoice Dates and Prompt Pay Report sections



https://www.acquisition.gov/far/52.232-5?searchTerms=52.232-5
https://acquisition.gov/content/52232-5-payments-under-fixed-price-construction-contracts
https://acquisition.gov/content/52232-5-payments-under-fixed-price-construction-contracts

beforehand.

There are locks in place that prohibit this area from being edited by two different users at the
same time. If the User opens a Progress Payment while another User is editing it, a Concurrent
Editing warning will appear to notify the User that concurrent editing is not allowed, and that
payment will open as read-only.

Concurrent editing is not allowed: user [CEREEMTIS] is
currently editing this Payment Edit.
The module will be opened in read-only mode.

|

A padlock icon will also appear in the Help tile at the top of the screen when the payment opens
as read-only. No padlock icon will show for the User editing the payment.

Note: If the User gets disconnected from network access while editing a Progress
Payment, the lock should remain in place for 15 minutes before it is automatically
removed. If the User reconnects before the 15-minute window expires, the lock will
only be removed when the User exits the payment naturally.

Note: Contact the District Administrator to receive assistance with removing the lock
on a Progress Payment.

In accordance with Government requirements, a payment must be made within 14 calendar
days of receipt of a proper payment request/invoice. Using RMS to create the Progress
Payment request will assist in ensuring all information required by this clause is included and
the request is complete.

However, should the Government find errors or omissions in the submission, it is required to
return the documents for correction within 7 calendar days of its receipt. The 14-calendar
daytime frame for payment will be reset upon receipt of the corrected invoice.

Note: If the Contractor deletes or reduces the actual cost of an Activity ID previously paid,
RMS will withhold earnings from the current request to recoup the value. The Contractor will
need to create new Activities or readjust activity values to offset the negative value. If the
contract is set up to use SDEF files, the Contractor should make the corrections from the




scheduling software and then import a new SDEF file into RMS to apply corrections rather
than manually editing activities directly from Requested Earnings.

6.4.1 Prepare Pay Request

There can only be one, open/unpaid invoice at a time. Once a payment is made on an invoice,
as indicated in the Status of Payment column, the Payment Request for the next pay period
may be initiated. Generally, pay periods run from the first to the last day of the month and are
prepared monthly. However, consult with the designated local USACE Representative for the
standard procedure within the office that is administering the contract and follow the provided
directions.

When RMS is ready for a new Pay Request, the Prepare Pay Request No. box will be shown at
the bottom of the screen. Click on this box to start the Pay Request.

Progress Payments

Drag a column header and drop it here to group by that column
Invoice No. 1 | Pay Period From 1 | Pay Period Thru T E:‘::gs — T| EamingstoDate 1 | Paid to Date T| Status of Payment T
=
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.

RMS will not allow the User to proceed with creating the Pay Request until financial issues
resulting in variances in CLIN or contract totals or other problems causing an imbalance are
resolved. RMS will usually identify the basic problem, but it will be up to the User to decide how
to address and fix it.

In this case, go back to the section on Finances | Pay Activities to fix CLIN 0007, then return
here and click on the Prepare Pay Request box again.

Preparing the Pay Request is a multi-step process but need not be complicated. Open the tabs
in order from left to right and complete the data entry required before proceeding to the next tab.

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

A systematic approach to the process will simplify efforts and reduce chances for errors and

rejection of the invoice. To make changes or view what has been entered before submitting the
Pay Request, navigate back to the corresponding tab at any time. However, editing is turned off
once the Pay Request is submitted.



6.4.2 Requested Activity Earnings

When using a manual schedule, input the requested percentages and/or quantities in RMS
manually. Either enter a percentage, representing the percentage of work completed or a
quantity. Whichever is entered, RMS will calculate the equivalent of the other. For lump sum
CLINs, the quantity is always 1, therefore if entering a quantity instead of a percentage, the
number must always be a fraction less than one.

When using NAS file to manage the Activity Schedule in RMS, this step is 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 or XML), then import the file
into RMS as described in Network Analysis Schedule (NAS).

Whenever the NAS file is used, RMS reads the value from Actual Cost to Date (specified as
Actual Cost under the COST resource for each activity in Primavera) and calculates the Percent
Complete from Budgeted Cost vs Actual Cost to Date. Updating the progress (% complete) in
Primavera is a different operation that also must be performed.

When manually entering the data for the requested percentages and/or quantities directly into
RMS without using the NAS, the scheduling program will also need to be updated with the same
information to ensure data continuity and integrity. Whichever method is chosen to use, use it
consistently, do not go back and forth. Doing so has the potential of creating data
inconsistencies that could take considerable effort to untangle.

Recommendation: Before updating the Activity Schedule, run the RMS report Contractor
Pay Request Worksheet found in Contract Reports | Finance, record estimated progress,
then meet with the contract’'s USACE Representative. After the Progress percentages
and/or quantities have been agreed upon, update the scheduling program, and generate the
SDEF file if using one, or manually input the information into the Requested Activity
Earnings table. Proceeding in this manner will save time and eliminate the need to rework
entries in the Activity Schedule.

Click on one of the blue boxes to view a truncated list of Activities corresponding to the box’s
description. As Activity Earnings are entered, the Activity count shown in the boxes will
automatically update to reflect the status of the Activities.

Requested Earnings may be entered as a percentage, quantity, or amount. Enter a number in
only one of the Total Requested fo Date columns, RMS will automatically calculate the
equivalent value for the other two columns.




Invoice No. 5 D Prompt Pay Report

5 quested Activity Earnings)

Requested CLIN Earnings Subcontractor Earnings Additional Eamings Payment POCs Document Package

I Copy Previous Activity Eamings l

Requested Activity Earnings - Activities Not Fully Paid

Activities not Fully Paid

1,299

Pay Activity Previous Total Eamings Total Requested To Date Invoice No. 5
:‘:""‘" Y| Description T :_:""""“" T &m W T f:q““"-'d 1 Requested "y :‘::'::‘d T ::-:::"d Thes
0 I — . :
: CUTLM Install 16° Reclaim Water line 0 AI"I actual amount may $0.00 SD.ME'.
DD10019 Finalize 100% IFC CD's 0 $0.00 $0.00)
[op3512  Field Offices Design Package 90 be requested. §750,000.00 $75,000.00|
[oo3s516  Geotechnical investigation &R 9% 090 $1,350,00000 90 $1.350,000.00 so.ooé‘
|op3535  erepare 35% Concept Design Sub % 090 $6,990,03000 % . $6,990,030.00 $0.00|
|©||DD6522 Prepare 65% Submission 0 0 025 $3,18498875 $318498875
 foosss  preparessw e 0 $0.00 so.ooé
FPH-122  Install Water Stord FOT activities associated with 0 5000 $0.00|
:rpl-mn install Exterior Cod Jump sum CLINs, enter the 0 $0.00 suoo;
|fPH-124 - InstallBterior Cof ro @ sted percentage complete. B i, )
FPH-125 Install Exterior Pip 0 $0.00 SD.UJ:
I FPH-126 FRP Fire Pump House FND 0 0 0 $0.00 SO.OOI'
I FPH-127 FRP Fire Pump House SOG 0 0 $0.00 50.00!
R RS » | For activities associated 5 $0.00 50,00/
|FPH-129  instalt Roofing at Fire Pump H o |with unit-price CLINs, enter 0 5000 so0)
[fPH-130  install UG MEP at Fire Pump Ho o |the requested quantity. 0 $0.00 so.oo!
[FPH-131  instaltinterior Mechanical at 0 0 $0.00 s000/=
lepH-132 tnstait interior Erectricat at 0 0 5000 0 0 $0.00 $0.00|
. FPH-134 Install Masonry Walls at Fire 0 1] $0.00 1] 0 $0.00 SD.CD!
. FPH-135 Install Overhead Door at Pump 0 0 $0.00 0 0 $0.00 so.oo!
. FPH-136 Install Exterior Door at Pump 0 0 $0.00 0 0 $0.00 SD.UJEI
[ I Totals:‘ 510_333.?45.00' S13_593_?34.?5r $3,259988.75],

CUN 0001 Activity No. DD6522 Prepare 65% Submission Requested on Invoice No. 5

Activity Earnings this Period $3,259,988.75

Activity Total Quantity 115 Additional Earnings this Period $0.00

Activity Total Amount $12739,955.00 Total Earnings this Period $3,250988.75
Pay Period Thru Igge-!.e-c!:;a'.e [T-_T” Payment Invoice Date Select a date F:” [_] Requested Eamings Complete

Revision History

Revision History

Rewision Date T |Action T | Rewised By

Note: The Revision History table will be displayed on all tabs of the Pay Request. This will
capture actions taken on the Pay Request in CM and GM (Submit, Return, Accept). Select a
revision entry and click the View button or double click a revision entry to open a read-only
view of the Pay Request before the listed action was taken.

Note: The value entered represents the cumulative earnings to date, not the earnings for the
current pay period. In other words, the number entered should almost always be greater
than the value shown in the Previous Total Earnings columns.

If there is a need to reset/clear all the entries made in the Total Requested to Date columns,
click on the Copy Previous Activity Earnings box. This will remove all requested earnings at one
time. Use this tool only to remove all the Requested Earnings for the current period.




6.4.3 Requested CLIN Earnings

The Requested CLIN Earnings tab is a read-only view that summarizes the results of the
Activity Earnings entered on the Requested Activity Earnings tab. The amounts shown in the
CLIN summary at the bottom of the view will change to reflect the amounts for the CLIN that is
highlighted/selected in the table above.

Invoice No. 5 [5] Prompt Pay Repaort

Requested Activity Earming Subcontractor Eamings Additional Eamings | Payment POCs Cocument Package

Requested CLIM Earnings

CLIN Eamings

Dirag & columin haacker and drog i e 10 Qroup by that cohmn

Presious Total F;:rnmg'. Total Requested To Date Invoice Mo, 5
T | CLIN Description L rP-rr-.-'mu'. T Prnunm T | Previous &mount 1 ,“:mm.m-d T ltrqur"rrd  — R X
% Oty % Oty Armount Penod
|- > |0001 High Performance Computing Cen 5 [1] $27.107 446,00 [ 100 §31117434.75 §4.009.988.75
_|EIO€'2 Telecomen and Mursing Mothers R: 0 [} £0.00 [} 0 $0,00 £0,00
I|0003 Gaowernment Field Office 0 1] $0.00 0 0 5000 0,00
_|DDDE Generator Yard Shift a Q §39,500.00 g g §39,500.,00 50,00
|DDDS VCPS Access Road 0 0 S0.00 [1] 0 $0.00 L0000
|EIOO" Field Office Grading and Access Re 0 0 $0.00 [} 0 50,00 50,00
CLIN summary Invoice summary
[e— T T T |
| | Tntals\'! $27.146 546,00 511,156,93-1-.?5' $4009.988.75| . |
CLIN (001  High Performance Computing Center 2 Requested on Invoice No. 5
Unit Price $564,669,000.00 Activity Earnings this Period $4.000.988.75
CLIN Total Quantity 115 Additianal Earnings this Period 000
CLIN Total Amount $564,669,000.00 Total Eamnings this Period $4.009,998.75

‘ Pay Perigd Thru*elc-:r a date F'-.",J < Payment inwoice @5:{(: a date ﬂ'-'ﬂ @u—d Eamings Complete

6.4.4 Subcontractor Earnings

The amounts entered in the Subcontractor 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.

Do not enter any deductions in the last column, this prohibits Contractors from holding any
monies due to Subcontractors; this must be done by the Government. If an amount needs to be
deducted from any Subcontractor’s earnings, inform the contract's USACE Representative with
the amount and reason for the deduction. It is the Government’s responsibility to include this



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://www.acquisition.gov/far/52.232-5?searchTerms=52.232-5

deduction in the Progress Payment.

Invoice No. 1 [3 Prompt Pay Report

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

[l Update Previous Subcontractor Payments Subcontractor Earnings

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

y vty Previous Subcontractor  ‘Subcontractor Amount Subcontractor Eamings
Subcontractor Name T T | Payments (Excluding T | Included in this T | Deducted By Contractor T

Subcontracted o

Deductions) Payment Estimate
oL $0.00 $0.00 $000 5000 |
COMM 5000 $0.00 $0.00 $0.00 \
O lcone 50,00 $0.00 | 0 $0.00 |

CONT $0.00 |=

CRAN Enter total amount |

by Subcontractor.

Do not enter an

e s amount into this
EART $0.00 $0.00
column.
EIFS $0.00 $0.00
ELEC $0.00 $0.00

6.4.5 Additional Earnings

Even when a Subcontractor has not sent an invoice, work performed on Pay Estimates is due to
Contractor within 7 days of receiving payment from Government. 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 on the Additional Earnings tab.

Additional Earnings are the amounts which are a compensable component of the contract but
may not be directly associated with a Pay Activity. This could include preparatory work,
performance, payment bonds, and stored materials. In practice though, only stored materials
should be a possible consideration for Additional Earnings.

Since the sum of the Pay Activities must be equal to the total contract amount, there should be
Pay Activities which account for preparatory work and bonds, thereby eliminating the need to
consider payment for these as Additional Earnings not included in Activity Earnings.

Invoice No. 5 B Prompt Pay Report

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

Previous Total Earnings Estimated Stored Materials
Activity Earnings Total Earnings To Date Invoice No. 5 Included in Activity Earnings
Total Requested Activity Earnings to Date $27,146,946.00 $31,156,93475 $4,009,988.75 $0.00

Additional Requested Earnings not included in above Activity Earnings
Additional Earnings are not enabled for this contract. If additional stored materials,
preparatory work or performance and payment bond are required, request that the government

enable additional earnings in contract setup.

Subcontractor Deductions
Less Subcontractor Deductions held by Prime 30.00 $0.00 $0.00

Sum of Requested Earnings to Date
Total Requested Earnings $27,146,946.00 $31,156,934.75 $4,009,988.75

Note: Payment bonds are a cost reimbursable expense.

Although RMS provides a means for accommodating earnings outside of activities, use of this
process requires close monitoring and adjustments as the work progresses. Before entering
amounts on this tab, consult with the designated USACE Representative. Some offices may




prefer these conditions be addressed using other less confusing methods.

If the Additional Earnings tab looks like the above, i.e., displaying the “Additional Requested
Earnings not included in above Activity Earnings” message, inputting an amount in Estimated
Stored Materials Included in Activity Earnings is optional. Discuss this with the designated
USACE Representative and follow the direction provided.

6.4.6 Stored Materials

Stored Materials can be addressed in either of two ways, Included in Activity Earnings or Not
Included in Activity Earnings. The difference between these is when Included in Activity
Earnings, the value of the materials is counted towards progress (work in place) and does not
affect the total invoice amount; when Not Included in Activity Earnings, the value is additional to
activity earnings, increases the total invoice amount and is not counted towards progress.

Whether or not payment for stored materials is Nof Included in Activity Earnings can be made is
decided by the Government during contract preparation. It may be possible to receive payment
for Stored Materials which have not yet been incorporated into the work, provided that the
conditions stated in FAR 52.232-5 Payments Under Fixed-Price Construction Contracts,
paragraph (b)(2) are met. There is no guarantee that payment will be allowed though. Payment
for these materials is at the sole discretion of the Contracting Office and is subject to
satisfactorily meeting all the conditions of the clause. Discuss this with the contract's USACE
Representative.

Note: When Additional Earnings not included in Activity Earnings is allowed, the input table
shown below will replace the text shown above. Consult the contract's USACE
Representative for directions on local office policy regarding its use.

Additional Allowed Earnings not included in above Activity Earnings
Additional Stored Material $0.00 $0.00 $0.00
Preparatory Work $0.00 $0.00 $0.00
Performance and Payment Bond $0.00 $0.00 $0.00

As previously indicated, there should be Pay Activities for Preparatory Work and Performance
and Payment Bond already included in the Activity Schedule, so no entry should be needed in
these categories. Therefore, when allowed, this table should only be used to enter Additional
Stored Materials.

The complexity arises because as work progresses, the stored materials are incorporated into
the work, increasing the percentage complete of the related Pay Activities. Therefore, as
subsequent Pay Requests are made and the Stored Materials are used, the amount claimed in
Additional Stored Materials must be decreased by an amount equivalent to the materials placed
in the completed work. Eventually, the amount in Additional Stored Materials must be zero. It is
the Contractor’s responsibility to ensure the amount claimed in Additional Stored Materials is
accurately reflected in the Pay Request.

6.4.7 Subcontractor Deductions
This category of Additional Earnings is not useable. According to FAR 52.232-5 — Payments

Under the Prime Contractor is not allowed to include any amount in its Pay Request that it
intends to withhold or retain from a Subcontractor or supplier. The Prompt Payment Report



https://acquisition.gov/content/52232-5-payments-under-fixed-price-construction-contracts
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://www.acquisition.gov/far/52.232-5?searchTerms=52.232-5
https://www.acquisition.gov/far/52.232-5?searchTerms=52.232-5

Certification asserts that Subcontractors and suppliers will be paid from payments received and
that Progress Payments do not include any intended withholding or retainage. If funds have
been withheld or retained, and immediate steps were not taken to return these funds to the
Government, the Government may charge interest on the amount improperly withheld or
retained until corrected.

Contractors can enter in amounts to withhold from a Subcontractor. If so, the Contractor needs
to provide the Government with a copy of the letter provided to the Subcontractor advising of the
withholding. This amount will be removed from the invoice until the Subcontractor has been
paid.

However, when there is reason to withhold or retain from a Subcontractor or supplier, the
correct procedure is to inform the contract's USACE Representative of the circumstances and
include the details for this withholding or retainage in notes attached to the payment request.
The affected pay activities should correctly reflect progress to date, but the Government will
withhold/retain the appropriate amount as detailed in the Payment Request Notes. When the
condition initiating the withholding/retainage has been corrected, inform the Government so that
the withheld/retained amounts can be refunded.

6.4.8 Payment POCs

Enter the requested information in the fields provided. Ensure the name entered in the
Certification By fields is authorized to certify Progress Payments for the Prime Contractor. This
is the person who will ultimately sign the Pay Request before it is submitted to the Government.
This person must be assigned a User Role that includes Read & Write Access to Progress
Payments—Requested Earnings Completed. Refer to User Roles and Administration |
Contract Access Control.

Invoice No. 3 [ prompt Pay Report

Requested Activity Eamnings | Requested CLIN Earnings Subcontractor Eamings Additicnal Eamings @ Document Package

Discount Terms

Discount Days 0 Discount % 8

Notice of Assignment

I Notice of Assignment has been filed. enter name of Assignee to who payment is 1o be sent
Name Title Work Phone
Address Line 1

Address Line 2

Notice of Defective Invoice

Name, Title, Phone Number and Mailing Address of person to be notified in event of a defective invoice
Name Title Wark Phone
Address Line 1

Address Line 2

Certification By

| hereby certify, to the best of my knowledge and belief, that: (1) The amounts requested are only for performance in accordance with the
specifications, terms, and conditions of the contract; (2) All Payments due to subcontractors and supplers from previous paymendts received
under the contract have been made, and timely payments will be made from the proceeds of the payments covered by this certification, in
accordance with subcontract agreements and the requirements of Chapter 39 of Title 31, United States. Code; and (3) This request for
Progress Payments does not include any amounts which the Prime Contractor intends to withhold or retain from a subcontractor or supplier
in accordance with the terms and conditions of the subcontract.

Name Title

Pay Period Thru | 6/19/2023 ‘n_‘.'

Payment Invoice Date | 6/23/2023 1 Requested Eamings Complete




6.4.9 Invoice Dates

Pay Period Thru | 3/1/2021 ‘ Payment Invoice Date | 4/1/2021 | + Requested Earnings Complete

The Pay Period Thru, Payment Invoice Date and Requested Earnings Complete can be entered
on any of the invoice screens. However, do not check the Requested Earnings Complete box
until all 6 of the invoice tabs have been completed. Checking this box will lock the invoice and
send it to the Government. Once the invoice is locked no additional changes can be made while
it is in the Government’s hands.

Note: RMS will generate the Prompt Payment Form when this box is checked and notify the
Government that payment is complete, but RMS will NOT sign the Prompt Payment Form.
Prior to exiting the payment, navigate to the Document Package and sign the Prompt
Payment Form. See next section on the Document Package.

6.4.10 Document Package

After all other information has been entered in all other tabs of the Progress Payment, the final
steps to completing this Progress Payment, are completed in the Document Package of the
Progress Payment. 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 see the Prompt Pay Report section. After confirming the report is correct,
click on the

6.4.11 Prompt Pay Report

Invoice No. 1 [5) Prompt Pay Report  [5) ENG 93

Requested Activity Earnings | Requested CLIN Eamings Subcontractor Earnings Additional Earnings Payment POCs Document Package
Invoice No. 0001 CONTRACTOR: Complete a document package for this invoice and submit it using this document package manager. The document package should
include the Prompt Pay document and any applicable supporting documents.
bmit P P
. _rompt - Title of Package No. Status
Signed

Pay Period Th Payment Invoice Datef Select a date J [ ] Requested Eamings Complete

The Prompt Pay Report is generated in Preview mode by clicking on the Prompt Pay Report
button in the top right corner of the screen. Take this opportunity to the information that has
been entered. If changes are needed, return to the applicable tab to make the change, then run
the report again.

To save the Prompt Payment Certificate outside of RMS, click on Save and select either Adobe
Acrobat or Office as the file type and save the document to a hard drive.




If the document is saved as an Office Word document, it is possible to edit the information in the
document, but this is not recommended since this will not reflect what is in the system. If

changes are needed, return to the applicable tab, then run the report

B Preview
(=) rint |-;ml_ ¥ B (s
Prepared report...
Adobe Acrobat...
Office

XML

Web

W4 Kl E

Image

Data Base

D&

Print
Other

Cloud

Messengers

The Prompt Pay Report consists of three main sections, the Header,
and Prompt Payment Certification Statement, and Invoice Summary.

again.

i 4] 1 eft | P Close

Subcontractor Earnings

Prompt-Payment-Certification-and-Supporting-Data-For-Contractor+
Payment-nvoices
- |

Page 1of 3 pagess

{1} Contract No.
u

(2:Lum'-mnm:!0vsmp::| Header |
u

W512DR-13-C-0005= Fart Meade, Marylandy

(3) Estimate No. §
£

High Performance Computing Center (HPCC2) Project, Fort Meade, MD=

(4) Invoice Date:§

11730020 18=
(5) Contracior Ofical {name and address) 16 whom payment is¢ [(6) Discount Termsy
‘o be sent e (]
1 0 Day=y
(10) (11) (12) (13)*
Subcontractor Name Total Amount Previous Subcontractor Subcontractor Subcontractor Eamings
Subcontracted Payments Amount Included in this Deductions by Contractor
(Excluding Deductions) Payment Estimate (Total to Date)
(Excluding Deductions)
AFLR $0.00 $0.00 $0.00 $0.00
FUELn S0 00y €0 O 000 S0 00
(Gensser Archilsctire Desgn-& Flanning O On £15,B66 566 00 £3,708 077 O 5000 5000

“sfeaTitten notice of any withhalkding shall

resmedial
Feiﬁml:e FAR-52.232-27 ()4

Subcontractor Earnings

beissued bo-a-subsonirackon | wilh-a copy S the Contracting Officer] of any such issued by thet”
Contraciorspecifying (1) the-amount o be-withheld, () the spacific Causes for the sithhalding under the term e of the subcontract, and (1) thest=!
actions o e taken by the suboortractor in-oeder-o-recsive payment of the amount-withhald. Attach oopy of notification to pay estimate +

\ beshyy certify, bo the best of my knowledg)
and Prompt Payment

certification statement

1
(1} The amounds reguested are-arly §

1
(2]

AR Paymen i dus-to subssais

requirements of Chapter 39-or Title-31, United States, Code; andd
1

1
(3} - - - This-reques! for-progress payments does not include-any amaunts which the prime contractor inends 4o withhald
subeantracior or supplierin accardancewith the serme and condiions of the subzontract +'

} This certification is not 1o-he-consirued as final acceptance of a subcontracior's perfarmance g

- A

Josni-Danen)
D2 e | TR a1en PAN By

the canracty

Bee romade, and timakt'
g aymmen s will be made rom the-preceeds of the puymams covered by Lhu certificabon, ndocardance with subconly act agréeemen!s and- thes"

o redain framad’

Tctal Prevous® | % Eanna®] Toal l.-nnx To¥
Eamingst’ Tod Dot Eamings This Penads
I

Total-Requested-Activity-Eamings= Invoice 6.00 ol 531156904 78 $4,000,908.7%
Stored Materal rouded i Adivity Eamingen Summa
AodBonal Siored Material not inchaded in Actity Earningsa ry 00 50 00 $0.00
Prepanatony Work nol- ncladed- in Adivity € amingen $0.00 50 0O $0.00
Performanos and Paymaent Bond-not incuded “n-Activity E amingsa $0.00 80 00 5000
Less Suniontracr Daductions neid by Primes 000 5000 5000
Total-Requested-Amount= $27.146.946.00 on| £31,156934 75 $4,000,988 75

Page 3 0f 3 Sorted by Acthity Na.i




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

Note: RMS will generate the Prompt Payment Form when this checkbox is checked and
notify the Government that payment is complete, but RMS will NOT sign the Prompt
Payment Form. Contractors are required to sign the Prompt Payment Form for the
Government to process the invoice.

Clicking the Requested Earnings Complete checkbox will (1) add a Document Package with the
Prompt Pay Report already attached 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.

Invoice No. 3 [5) Prompt Pay Report
Requested Activity Eamings | Reguested CLIN Earnings Subcontractor Earnings Additional Earnings Payment POCs
Invoice No. 0003 CONTRACTOR: Complete a document package for this invoice and submit it using this docurment package manager. The document package should

include the Prompt Pay document and any applicable supporting documents.

Add _- :(:";t - Title of Package
[ B |
| Delete |
Pay Period Thru | 6/21/2023 52| Paymentinvoice Date | 6/22/2023 i)
-
I
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 on YES
to continue or
NO to cancel.
Cw | | |
4
Invoice No, 0003 CONTRACTOR: Complete a document package far this invoice and submit it using this document package manager, The document pockage should

include the Prompt Pay document and any applicable supporting documents.

[Csumit || aoa | SRR

Invoice No. 0003 1 Mot Ready |

I Signed
Edit

Delete ||




Before submitting the Document Package to the Government for processing, the Prompt
Payment Certificate must be signed. Select the Document Package and choose Edit. Sign the
Prompt Payment Certificate. Then, add and sign any other documents required by the contract,
see the section on Document Packages for detailed instructions on working with Document
Packages (adding and signing documents, then submitting for review).

Note: Completing the Pay Estimate before adding documents to the Document Package
Manager may result in the Pay Estimate being returned by the Government for not being a
complete invoice. Additionally, just marking Requested Earnings Complete without signing
the Prompt Payment Form will likely result in the Government returning the invoice for
corrections. It is imperative that the Prompt Pay Certificate is signed immediately after the
Requested Earnings Complete checkbox is checked, as this notifies the Government that
the invoice is complete.

The Progress Payment request is complete once the Prompt Payment Certificate is signed,
and all supporting documents have been added to the Document Package, which is then
submitted to the Government for review.

Document Package: Invoice No. 0003

§)add &)edit Q) Delete All Attachments

+ Date of the
Document

6/23/2023 11:21:27 Prompt Payment Inv.3 - Prompt Payment.pdf Not Signed Not Signed

Pri Rary Document Title T | Contractor Signature Status T  Government Signature 5t

chments that are CUI uploaded to the RMS should include CUI markings. Attachments may be used inthe m§ Select to 8pp|y
ed in A d Qages. When CUI marked documents are printed or d loaded and d CUI handling req - .
is available in the RMS Admin report area. electronic SIgnatura'

Select if adding
supporting documents.

Individual File Information

23/2023 et Signed By
Document Title Prompt Payment Inv.3 - Prompt Payment.pdf Edit Document
Description [ View Document |
7 | Save Document to File |
Dwanualry signed by Contractor ﬁ Select if signed
Manually signed by Government outside of RMS. ‘

Document Package

Status: Not Complete. Documents will be marked Ready to Send to PCF when package is accepted. ]

CONTRACTOR: Atrach documents, sign as appropriate, and then submit this document package for Government Review. | Submit for Review |

Contractor Notes to Government /\ |

E Select when complete.




This Document Package will become read only after
this action. Are you sure you want to proceed?

Click Yes to
continue or
No to cancel.

(o] ~]

4

Pay Req No. 2 pleted by C - In Review by Government ) ‘

Click on the Submit for Review button to send it to the Government. The Submit button outside
the Document Package is also available to use. This button can be helpful if more than one

Document Package has been created for the Pay Request. Clicking on this button will submit all
Document Packages that contain documents all at once.

Prepare Pay Request No. 2 |

Invoice No. 0003 CONTRACTOR: Complete a document package for this invoice and submit it using this document package manager. The document package should
include the Prompt Pay document and any applicable supporting documents.
I Submit Add Title of Package No. | Status
Edit | Invoice No. 0003 1 Not Ready
[ Delete | Invoice No. 0003(2) 2 Not Ready

In the Document Package table, the package will now display a key to signify that the document
has been signed.

Invoice No. 3 D Prompt Pay Report

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

Invoice No. 0003

CONTRACTOR: Complete a document package for this invoice and submit it using this document package manager. The document package should
inciude the Prompt Pay document and any applicable supporting documents.

s Title of Package  No.

Status

Invoice No. 0003 1 In Review; documents will be marked ‘Ready to Send’ to PCF when package is accepted

6.4.11.1 If Signing the Prompt Pay Report was Accidently Missed

If the Contractor backed out of the Progress Payment and did not sign the Prompt Pay Report,
then the invoice is not complete, and the Contractor must go back in to sign the report.

Depending on the Contract’s Policy, the Government may return the invoice for corrections or




may just return the Document Package for corrections. If the Contract’s District’s Policy is to
submit the Document Package, then the Contractor may need to create a new Document
Package and add the report to the new Document Package. Then sign that report prior to
resubmitting the Document Package (and the invoice if it was returned to the Contractor for
corrections).

In general, to sign the document if the Document Package status is either Noi Ready or
Returned for Corrections, users may do the following:

1. Navigate to the Progress Payment module.

2. Click on the button to Preview/Prepare the Pay Request in question, as shown below.

&) edit Progress Payments m ) export

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

Pay Req No. 2 leted by Ce - In Review by Government | Prepare Pay Request No. 2

3. Click on the Document Package tab.

4. Double click on the open Document Package as shown below.

Invoice No. 1 [5) Prompt Pay Report  [5) ENG 93

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

Invoice No. 0001 CONTRACTOR: Complete a document package for this invoice and submit it using this document package manager. The document package should
include the Prompt Pay document and any applicable supporting documents.
Add e Title of Package No. Status
- Signed
Edit Invoice No. 0001(2) 2 Not Ready
Delete

This document can
only be edited if the
Status is Not Ready.

Pay Period Thru | 8/13/2024 Payment Invoice Date | 8/29/2024 +/ Requested Earnings Complete

5. Sign the Prompt Pay Report and submit the Document Package to the Government. For
instructions on signing documents and submitting the package to the Government, please see
the sections on Signing Documents and Submit for Review in the Document Package
section.

If the Document Package status is in review by the Government, then the Contractor will need
to add a new Document Package, by clicking on the Add button. Upload the Prompt Payment

Certificate (this can be done by either downloading the document from the Document Package
in review, or by clicking on the Prompt Pay Report button in the upper right-hand corner of the




invoice view and then saving the file to the local User’'s computer). Then follow the instructions
for adding and signing documents and submitting the package.

Save the Prompt Pay Report:

Invoice No. 2 D Prompt Pay Report
Requested Activity Earnings | Requested CLIN Earnings Subcontractor Earnings Additional Earnings Payment POCs Document Package

Document Package: Invoice No. 0002
B ==
: a g g Files Here
JPEG/IPG Images Text Files CSV Files
' B
&) add Lledt &) pelete All Attachments
+ Date of the r

= Document Title
Document

Primary T | Contractor Signature Status

L 2/23/2023 3:34:45 | Prompt Payment Inv.2 - Prompt Payment.pdf Not Signed

Any h that are CUI uploaded to the RMS application should include CUI markings. Attachments may be used in the
will be stored in USACE databases. When CUI marked documents are printed or and CUI handling 1
followed. If needed, a CUI cover sheet is available in the RMS Admin report area.

Date of the Document | 2/23/2023

Document Title Prompt Payment Inv.2 - Prompt Payment.pdf

Description [ \/Dfxument

[ Save Document to File
: 4

] Manually signed by Contractor

Save the documentthe
local user's computer.

Signed By

signed by G

The Primary column in the Document Package Edit view will contain a checkmark to signify
which document is the latest signed Prompt Payment document.

6.4.12 Progress Payment Returned for Corrections

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. See Administration | Contract
Notification Control.

Pay Request No. 2 not completed by C R d for i Prepare Pay Request No. 2 \

Before continuing, meet with the contract's USACE Representative to find out what 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 button.

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.

Note: RMS will generate the Prompt Payment Form when this button is clicked and notify

the Government that payment is complete, but RMS will NOT sign the Prompt Payment
Form.




7.0

The Document Package can be edited, allowing additional documents to be added and

resubmitted to the Government. Click £dit to open the Document Package.

Invoice No. 1 D Prompt Pay Report D ENG 93
Requested Activity Earnings | Requested CLIN Earnings Subcontractor Earnings Additional Earnings Payment POCs

Invoice No. 0001 CONTRACTOR: Complete a document package for this invoice and submit it using this document package manager. The document package should
include the Prompt Pay document and any applicable supporting documents.
Submit s Title of Package No. | Status i
=]

Signed

Invoice No. 0001(2)

2 Not Ready

Pay Period Thru | 8/13/2024 Payment Invoice Date | 8/29/2024 ' Requested Earnings Complete,

The Progress Payment request is complete once the Prompt Payment Certificate is signed and
all supporting documents have been added to the Document Package. See the section on
Document Packages. Click on the Submit for Review or Submit button to send it to the
Government.

QUALITY CONTROL (QC)

This module is the backbone of the Corps of Engineers’ Quality Control (QC) system.
Completing and maintaining the data supported in this module will help to ensure compliance
with the requirements of the contract’s Quality Control Specification.

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 Repors. Listing of Definable Features of Wark o be used A tbulation 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, ar should be, Entry sereens for QC Tests, User Schoots, 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
‘Cornpitation of all comtractor and subcantractor
thowurs of work to comply with O5SHA.

7.1 Overview

Obtaining quality construction is the combined responsibility of the contract personnel, the
Construction Contractor, and the Government’s Quality Assurance Staff. The contract
documents establish the quality required for the project. The mutual goal must be a quality
product conforming to the contract requirements. A cooperative and professional working
relationship should be established to realize this common goal.




A Contractor’s Quality Control Specification requires the Contractor Quality Control Plan to be
tailored to a specific contract that describes how to implement Quality Control. The QC module
in RMS/CM provides the User with the vehicle to document Quality Control activities.
Maintaining the data in this module will help to ensure compliance with the contract’s Quality
Control Specification.

The information accessed from the QC tab includes:

QC Summary: A graphical representation of the status of the various QC elements with a point-
and-click interface for accessing a list view of the selected item.

QC Daily Reports: Use this selection to write Daily Reports documenting the day’s events and
activities.

Features of Work: Use this selection to list all the Features of Work needed to complete the
work.

Three Phase Inspections: Use this selection to develop a list of common deficiencies to watch
for with each Feature of Work.

Hazard Analysis: Use this selection to log and track Activity Hazard Analyses (AHA) for each
Feature of Work.

QC Requirements: Use this selection to log and track contract requirements for QC Tests, User
Schools, Installed Property, and Transfer Property.

Equipment Checks: Use this selection to log and track inspection dates and usage of
equipment on site.

Dredging Equipment. On contracts which include Dredging, use this selection to log and track
Dredging Equipment.

Exposure Hours: Use this selection to record and submit monthly Exposure Hours.

7.2 QC Summary
Pl N ETEETTE T

QC Summary QC Daily Reports Features of Work Three Phase Inspections
A roli-up of each QC Daily Report entry topic. Prepare and Review Daily QC Reports. Listing of Definable Features of Work to be used A tabulgrion 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 Schoots, 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
‘Compitation of all contractor and subcontractor
hours of work to comply with O5HA.

The QC Summary screen provides a quick view of the status of the major topics covered in the
QC Daily Report. Click on any of the grey boxes in the top half of the screen and a list of the
items represented by the number in the grey box will be displayed in the section below.




Weather QA Deficiencies QC Deficiencies
Caused by Caused by
Current Weather  Pravious Weather

Critical Delays N
MNon-Critical Delays m ‘
y Cormected Mot Corrected Mot Comected

QC Narratives 4 0 24 0
Narrative Count m H *
2 Related m e - — - - verified Not Verified
Click on any box in this n na
section.

All Activities Requirements Accidents

2.426 1 0

Started Not Started Completed Neot Completed Reportable Not Reportable

336 2.090 1 0 [ 0

Finished Not Finished

217 119 Lost Days

x f:] Export

Critical Delays Caused by Current Weather

Drag = column headsr and drop it hers to group by that column

T | Date T | Min Temp

T Max T QC Weather Reported

The items will be listed in
the table in this section.

P10 06/18/2013 63 'Weather Caused Critical Delay

218 06/26/2013 68 92 007 5 Weather Caused Critical Delay
219 06/27/2013 69 85 017 6| Weather Caused Critical Delay
254 08/01/2013 620 79 0.74 4| Weather Caused Critical Delay

7.3 QC Daily Reports

I e G e o

QC Summary QC Daily Reports. Features of Work Three Phase Inspections
A roli-up of each QC Daily Report entry topic. Prepare and Review Daily QC Reports. Listing of Definabls Features of Work 1o be used A tabularion of DFOW and the number of Checks
D e e linked to the 3-Phase Mestings.

Hazard Analysis QC Requirements Equipment Chedks 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 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
hours of work to comply with OSHA

A Daily Report is required for every day of the contract starting from the date determined by the
District, either the Notice to Proceed (NTP), or when Construction on Site begins. These Daily
Reports continue until the Contract Completion Date (CCD) or Substantial Completion Date
(SCD), whichever occurs later. This includes weekends, holidays, and non-workdays within this
period. Whenever onsite work continues after the CCD or SCD, continue to prepare a Daily
Report for every day that work onsite occurs.

Note: If the contract is a Dredging contract, Dredging Daily Reports may also be required for
each Dredge on the contract. See the section on Dredging Reports.




7.3.1 Daily Reports Summary Screen

All Daily QC Reports Completed QC Reports Not Completed QC Reports Accepted and Transferred to
PCF
3 3 0 0

&) add &) et All Daily QC Reports X ) Bport

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

C ns S a
ReportNo. T | QC Report Date T| QC Weather Reported T/ OC Report Status L e
Documents

11/16/2023 Thursday Weather Caused No Delay Completed - Received by the Gov't

797 11/15/2023 Wednesday | Weather Caused No Delay Completed - Received by the Gov't
796 11/14/2023 Tuesday Weather Caused No Delay Completed - Received by the Gov't

For contracts that do not include Dredging Daily Reports, this view will group the reports into
four categories:

All Daily QC Reports: Comprehensive list.
Completed QC Reports: Reports completed and sent to the Government for review.
Not Completed QC Reports: Reports still being worked on, not yet sent to the Government.

Accepted and Transferred to PCF: Reports that have been accepted by the Government and
sent to PCF.

Note: The list of QC Daily Reports corresponding to any of the categories can be seen by
simply clicking anywhere in the corresponding blue tile. A filtered list of the categories
selected will be displayed in the table below.

Click on Add to create a new QC Daily Report.

The QC Daily Report consists of nine sections documenting all the day’s onsite activity. A
complete and detailed record will go a long way in supporting Pay Requests, Performance
Evaluations, and any Disputes or Claims that may arise during the contract. Take the time to
document, those efforts will not be wasted.

PCF

to
©)asa Feam @) Deete

D i coiumnn P el S € w10 Grou by That coiuma

103 MW202020 Tuesday Weather Not Entered Mot deted by Contractor

100 101772020 Saturday  Weather Caused Mo Delwy Completed - Received by the Gowv't
99 1672020 Fridey  Weather Caused No Delay Completed « Recerved by the Gov't
TS| 0S/222020 Tuesday Weather Caused Ne Delay Completed - Recered by the Gev't

0 07092020 Thursdsy \Weather Not Entered Mot Completed by Contracton

¥

Note: Only one person at a time should edit a QC Daily Report, otherwise some data may
be lost.

Click on a blue tile to enter the data related to the tile label. As information is entered, a visual of
the report will be built in the grey section of the screen. The version that will print can be viewed
at any time by selecting the QC Daily Report button. (See following section for additional




information on the tiles.)

Note: When beginning a new Daily Report, an empty Document Package will be
automatically created and available for uploading supporting documents. Once the
Generate QC Daily Report in Document Package checkbox is checked, the Daily Report
will be uploaded to this Document Package, as well.

After entering all the information for the day’s Daily Report, preview the report by clicking the
QC Daily Report button in the upper right corner. Once the information for the report looks
correct, check the Generate QC Daily Report in Document Package checkbox.

QC Daily Report No. 1788, 08/23/2024 - Friday B ac paily Report

Weather

Project Wideband Satellite Communications Center
Weather Caused No Delay Contract Number W912DR-11-C-0033
Contractor AISOW Technologies Corporation
QC Narratives
1 Written Today QC Weather

Weather Caused No Delay
QC/QA Deficiencies Temperature Min 61 °F Max 99 °F

0 of 430 Cormected Today >. Click on a blue tile to
enter report information.

QC Requirements

Activities in Progress:
0 of 92 Completed Today

Prep/Initial Inspections

0 Prep, 0 Initial Today Unresolved: No

Activities Started/Finished

QC Daily Report No. 1788 CONTRACTOR: Completing the report will also submit the document package. Ensure all signatures are included.

Tite of Package , j
> |QC Daily Report No. 1788 1 Not Ready

@e QC Report in Docum@

o

Note: Weather must have an entry before completing the QC Daily Report.

RMS X

Are you sure you want to complete and generate the
report?

You will not be able to make changes afterward.

Click on YES to
continue or NO to
cancel.

(v =] |




QC Daily Report No. 1397 CONTRACTOR: Completing the report will also submit the document package. Ensure all signatures are included.

Submit _ .

Ed]t QC Daily Report No. 1397 1 Not Ready

+ Generate QC Report in Document Package

Select Edit to complete the document by signing the report. See detailed instructions for signing

documents in Document Packages in Signing Documents.

If there are other documents to support the QC Daily Report, add the documents to the

Document Package before submitting.

The QC Daily Report is complete once the report is signed, and all supporting documents have
been added to the Document Package. Click on the Submit for Review button to send the report

to the Government.

Document Package: QC Daily Report No. 0806 - Report Date: 06/23/2023

éjay! ('_)Idw! oj::n-k-ln

Not Signed

~ Dateof the
Document
> 4 6/23/2023 1:42:45 F QC Daily Report No. 0806 - QcDailyReport.PDF Not Signed
Any attachments that are CUI to the RMS should include CUI markings. Attachments may be

will be stored in USACE databases. When CUI marked documents are printed or downloaded and disseminated CUI
followed. If needed, a CUI cover sheet is available in the RMS Admin report area.

Date of the Document }VSRS,’ZOZI! ; | Signed By

Document Title QC Daily Report No. 0806 - QcDaityReport. PDF

Select to apply
electronic signature.

Document

Description [

View Document 1

| Save Document to File |

t 4
[Cvanwany sanea by contractor Select if signed
Manually signed by Govemment outside of RMS.

Document Package

.sutus: Not Complete. Documents will be marked Ready to Send to PCF when package is accepted.

CONTRACTOR: Attoch documents, sign as oppropriote, and then submit this document pockoge for Government Review.
Contractor Notes to Government

Submit for Review

The Submit button outside the Document Package can also be used to submit all associated
Document Packages that contain documents all at once. This can be helpful when more than

one Document Package exists.

QC Daily Report No. 1397 CONTRACTOR: Completing the report will also submit the document package. Ensure all signatures are included.

L T ——
Edit | > ||QC Daily Report No. 1397 1 Not Ready i

v Generate QC Report in Document Package




This Document Package will become read only after
this action. Are you sure you want to proceed?

Click on YES to
continue or NO to
cancel.

=

QC Daily Report No. 1306 CONTRACTOR: Completing the report will also submit the document package. Ensure all signatures are included.

Edit > | QC Daily Report No. 1306 ] 1 In Review; documents will be marked ‘Ready to Send' to PCF when package is accepted

Delete

¥ Generate QC Report in Document Package

Note: The Government cannot see Contractor documents that are in a draft state, and the
Contractor cannot see Government documents that are in a draft state until the documents

are marked complete.
The Revision History table can be found at the bottom of the screen. This will capture any action

taken on the report in CM and GM. Select a revision entry and click the View button or double
click a revision entry to open a read-only view of the QC Daily Report before the listed action

was taken.

+ Generate QC Report in Document Package

Scroll down to see Revision History. |—>

Revision History

Revision History

Rewision Date T Action T | Revised By
> |[9/20/2024 1:10:11 PM UTC  Submit ‘ \ J




7.3.2 QC Daily Report Returned for Corrections

There may be times when the Government finds reason to return a QC Daily Report, and when
this happens, an RMS-generated message will be received if notifications are turned on for QC
Daily returned to Contractor for Corrections. See the section on Administration | Contract
Notification Control. The QC Report Status will indicate Not Complete - Returned for
Corrections.

@) Add &) Edit ) Delete Daily Reports

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

v Contains Signed N
Documents

Report No. T  QC Report Date T | QC Weather Reported T | QC Report Status

Lo =E IELLERNE A RE T e
> 65 09/12/2024 Thursday [ Weather Caused No Delay | Not Complete - Retured for Corrections v I

ffffffffffffffff =

Before continuing, meet with the contract's USACE Representative to determine the corrections
needed, make the requested changes, then check the Generate QC Daily Report in Document
Package checkbox. Select Edit for the Document Package. The Document Package includes
both the original and edited QC Daily Report.

0e 2024 Fr

QC Daily Report No. 0063 CONTRACTOR: Completing the report will also submit the document package. Ensure all signatures are included.

Submit Title of Package No. | Status
| > ||QC Daily Report No. 0063 1 Returned for Correction

v Generate QC Report in Document Package @tommradorfor@

¥

Sign the edited report, then resubmit the Document Package by using the Submit for Review
button inside the Document Package or the Submit button outside the Document Package.

&) add &) edt @) pelete All Attachments

Date of the -
LI o T | Document Title T | Contractor Signature Status T | Government Signature Status T

} Primary

4 9/20/2024 8:41:50 £ QC Daily Report No. 0063 - QcDailyReport.PDF I Electronically Signed Not Signed

| TIT8/2022 11:36:16 | UC Daily Report No. U0B3 - QcDalyReport. POT Tlectronically Signea Tot Signed

7.3.3 QC Daily Report Contents

The QC Daily Report is used to document the day’s quality control activities. Select a tile to
enter information related to the tile’s label. A systematic approach will help to ensure a complete
report.

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

Weather Not Entered




The Government will also be entering its assessment of the day’s weather on its QA Daily
Report. The reported weather in both reports must be the same. In case of disagreement, the
Government will make the final determination. Be sure to document conditions well. Complete
the temperature, rain, and wind fields with the weather conditions of the day.

Note: QC Rain includes all types of precipitation, including snow.

Inspectors Quality Control Report (QCR) - Daily Log of Construction
QC Daily Report No. 5554 Dated 08/06/2018 Monday - Military Weather

QC Weather | Weather not entered Weather Caused Mo Delay
Weather Caused Critical Delay

Terpmre Weather Caused Non-Critical Delay
QC Min. Temp ol ¢ Previous Weather - Critical Delay
Previous Weather - Non-Critical Delay
QC Max. Temp 0| °F
Non Wark Day
Other - Explain

QC Rain 0/ Inches

Weather not entered

QC Wind Speed 0| MPH

7.3.4 QC Narratives

QC Narratives are the most important input part of the QC
Daily Report. Descriptions of what happened at the work
site are added here. Do not rely on the Government to

0 Written Today record the day’s events. In the event of a dispute with the
Government, these QC Narratives can be beneficial for the

OC Namratives

Contractor’s position.

Select Add to either Manually Add QC Narrative or Copy Narratives From Previous Report.

Comments

7.3.5 Manually Add QC Narrative

Make this selection to record the day’s activities. The list of Narrative types is customized by
each USACE District and may vary among military, civil and dredging projects. The report type
and the Narrative types will be determined by the Government. Select a title from the Narrative
Type Lookup list to provide a detailed account, then select OK.

Note: The Contractor is encouraged to include every Narrative from the list in every day’s
report, even if the content of the Narrative is “NONE” or “N/A”. This will let the Government
know that consideration was given to every topic when the report was written.




Resident Management System —EX

;_Q. Narrative Type Lookup

Narrative Types X &) export

Drag a cohumn header snd drop it here to group by that column

> |Activities in Progress: | ves
Did anything develop that may lead to a Change Crder/Claim? No
General Comments: es
Marilyn test Ne
Safety Inspection / Safety Meetings: e
Safety: (Inspections made, Deficiencies noted): e
Safety: Corrective Action taken: Yes
test Yes
Verbal Instructions given by Government: Ne
Were there any Delays in Work Progress today? Ne
oK | | Cancel

QC Daily Report No. 5682 Dated 12/12/2018 Wednesday - QC Narratives QC-00002

Activities in Progress:
Inspected On | 12/12/2018 [V] Safaty Related Status QC Report Not Complete
Comments
Shift | Shift 1

Inspected On: The date for which the report is being created will automatically populate.
However, an alternate date can be selected by clicking the calendar widget. This will move the
narrative to the alternate selected date.

Note: RMS will allow selection of an alternate date in the past. However, if the report for that
date has already been sent to the Government, the Government will not see these changes.
Request that the contract's USACE Representative return the report for corrections if
changes need to be made to an earlier report. Make the changes, then resubmit.

Safety Related: This tag is read-only and is set by the Government. If the box is checked,
include observations related to safety in the comments.

Comments: Describe information related to the Narrative title in as much detail as possible.
Shift: Select the applicable shift from the dropdown list.

Select the Back button to exit and save. Repeat for all narratives to be included in the report.

7.3.6 Copy Narratives from a Previous Report

¢ I
. #) Bt @, Deiete \Narraﬁves - QC Daily Report No. 5682, 12/12/2018 - Wednesday

I Manually Add QC Narrative |/
Copy Narratives From Previous

Heport Uate litle Comments

Make this selection to copy narratives from a previous day’s report. The Narrative Lookup will




display a list of all Narratives written to date. Place a checkmark on all Narratives to be copied
into the current day’s report, then click on OK. There is no limit on the number of narratives that
can be copied. One Narrative can be copied several times and maintain the same title. The
copied Narratives will match the original exactly, except for the date, which will match the date
of the report being written.

The copied Narratives can be edited as needed to tailor it to the specifics of the day.

Resident Management System -

g{ Narrative Lookup

> |E ouasgozs 2 Activities in Frogress: ADD1: mantcale mobilized to laydow...

1
|" 03274024 6 Safety Inspection / Safety Meetings: Per EM385_8: Performed monthly fir.. | 3
| & 03mi — A123: AB4SFSETNETS 2
s / nay o aChange Or  Testing One Two Thiee
| e Place checkmark to ead to a Change Or  Testing One Two T 3
| & o3ny; peetings: Test 3
- |
|2 oy COPY to current report. = 3
|r' 03/11/4024 4 General Comments: On Thursday May 12,2022 1500 cubi.. 3 |
|2 osggoz 2 Activities in Progress: 3
| B 0082083 2 Activities in Progress: 3 |.
I ok I Cancel

§)add &) edt @) Delete Narratives - QC Daily Report No. 5682, 12/12/2018 - Wednesday

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

Report Date T | Comments

|| 12/12/2018 Wednesday  Activities in Progress: Combine multlple Narratives
12/12/2018 Wednesda Activities in Progress: . . . Building (MSM):Civil: -Pre-Cast Area:- Pouring concrete for 4 pr...
“ y § with the same title into a N ¢ F

‘ 12/12/2018 Wednesday | General Comments: . . Adding a General comment
‘ 12/12/2018 Wednesday | Activities in Progress: Smgle Narratwe- another date test on completed report

add another narrative

Recommendation: If the report contains more than one Narrative with the same title,
consider cutting and pasting the text from the multiple titles into one and deleting the now
empty Narratives, leaving just one instance of each Narrative title. This will leave a cleaner
report.

Note: Narratives may be added to the QC Daily Report by more than one person. When this
occurs, the name of the person who is logged in at the time the Narrative is added to the
report will be appended to the Narrative.

7.3.7 QC/QA Deficiencies

The QC/QA Deficiencies selection is used to track

QC/QA Deficiencies deficiencies identified by the Contractor and the
Government. A deficiency may be any item that has not
0 of 2 Corrected Today been performed/completed in accordance with the contract

and requires further action for it to be considered acceptable.

Deficiencies that are discovered by the Contractor are added as QC Deficiencies and will be
numbered, QC#####. Government-identified deficiencies are QA Deficiencies and will be
numbered QA-#####. Previously identified deficiencies, both QC and QA, will also be shown in
the table according to the filter selected. The list of QC/QA Deficiencies corresponding to any of
the categories can be seen by simply clicking anywhere in the corresponding blue tile.

A filtered list of the category selected will be displayed in the table below.




All Deficiencies: Comprehensive list.

Issued—Not Corrected: Deficiencies that have been identified and not yet corrected.

Corrected—Not Verified: Deficiencies that have been reported as corrected, and the
Government has not yet confirmed the correction is complete and satisfactory.

Verified: Deficiencies that have been corrected and corrections the Government has determined
acceptable.

QC Daily Report No. 5682 Dated 12/12/2018 Wednesday - QA/QC Deficiencies

All Deficiencies Issued - Not Corrected Corrected - Not Verified Verified
o A an
» @ »
o NN o I oc ]

G)add &) Edit 9 Delete

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

QA/QC Deficiencies

Date Issued T | Item No. T | Location T | Description T | Date Corrected T | Comected T

> |[07/03/2018 Tuesday  QA-00001
|07/os,42ma Thursday  QA-00002 next place deficiency issued Check the box to report

|07/05/2018 Thursday  QA-00003 test another one to test a deﬁciency corrected.
|03/08/2018 Wednesday QA-00004 2 testing first QA deficiency

offline test report

K EDOOR

|am 1/2018 Thursday ~ QC-00001 testing 2nd deficiency reported 07/03/2018

QA/QC No. QA-00001 Sﬁus 0OA Concurs Corrected Safety Mo
QA/QC Comment [offline test report View details of the
selected deficiency here.

Click on Add to create a new deficiency.

QC Daily Report No. 66 Dated 09/13/2024 - QC Deficiency QC-00001

Description of Deficiency ltem

E 4

E 4

LY VT <Not Set>

Deficiency QC-00001 Complete a document package for this deficiency and submit it using this document package manager. The document package should include any
applicable supporting documents related to the Deficiency.

Submit Add Title of Package

Deficiency History

Revised Revised By

If users need to add any documents to a deficiency, that can be done in the Document Package
section of the deficiency itself. Please see the section on Document Packages for how to add
documents to this Document Package.

Location: ldentify where the deficiency occurs. Manually enter a location or click on the Select a




location lookup to choose from a list of locations that have been associated with this project
elsewhere in RMS.

Note: This field is limited to 12 characters. Please work with the QA Representative and field
staff to decide upon an acceptable format for locations entered manually; avoid different
variations for the same location. For instance, be consistent when using abbreviations.

Safety Violation: Check this box if the deficiency involves a safety issue.

Description of Deficiency Item: Describe in as much detail as possible information describing the
deficiency.

Activity: Click on the blue box to display a list of all the Pay Activities contained in Activity
Schedule. Select the activity that is the most closely affected by the deficiency.

Note: When associating an activity with an item, this information should always be entered.
This enables RMS to assist with supporting Payment Requests by documenting the status
of actions that affect activity completion. A complete accounting of quality control efforts is
essential to ensure timely payment from the Government.

Deficiency History: In a newly created QA/QC Deficiency or while editing a QA/QC Deficiency, it
will show the following informational changes:

e A deficiency is added by way of either the Add button or the Copy button.
e A deficiency is corrected (QA Verification Required).

o A deficiency is marked as Concur (QA Concurs Corrected).

o A deficiency is returned or reissued (QA Reissued).

Deficiency History

Status T | Revised T | Revised By
> | QA Concurs Corrected 9/20/2024
QA Verification Required 9/20/2024
QA Reissued 9/20/2024
QA Verification Reguired 9/20/2024
Not Reported Corrected 9/20/2024 -




Note: When a deficiency is marked corrected, a prompt is presented requiring a comment or
explanation for the action.

QA-00055 Action Comment X

Corrective action taken

Select the Back button to exit and save. Repeat for all deficiencies to be included in the report.

7.3.8 QC Requirements

See the section on QC Requirements for a detailed
description. As a QC Requirement is completed, report the
completion in the QC Daily Report on the date of
completion. Requirements not previously added in the QC
Requirements section can also be added in the QC Daily
Report. Completion of a QC Requirement is subject to verification/concurrence by the
Government. A requirement that is reported completed but does not meet contract requirements
will be returned/reissued and must be corrected to the Government’s satisfaction.

QC Requirements

0 of 2 Completed Today

The list of QC Requirements corresponding to any of the categories can be seen by simply
clicking anywhere in the corresponding blue tile. A filtered list of the category selected will be
displayed in the table below.

Click on Add to create a new QC Requirement. See QC Requirements.




Place a checkmark in the Completed column of all requirements completed on the report date.

QC Requirements - QC Daily Report No. 5682, 12/12/2018 - Wednesday

All QC Requirements QC Tests User Schools Installed Property Transfer Property
6 3 1 1 1

@) add Z)Edt @) Delete All QC Requirements X | &) Bport

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

OC Requirement T | Description T | Completed

12/12/2018
2 O
feerae Check the box to report a QC O
Requirement completed. |
O
O
QCQA No. |CT-00001 Activity ID |100-0100
Description |test View details of the selected

QC Requirement here.

E 4

When reporting that a QC Test has been completed, click on the QC Tesis sort tile to see the
Status column after the test results have been completed.

QC Reg ements - QC Da Repo p. 54, 09/26/2024 da
B o o
&) Aad dait @) Dele OC Tests po
Drag = celumn header and drop it hers to group by that column

CT-00001 Some item that needs a test 09/26/2024 Completed-Awaiting Results ©

Not Completed

\Completed-Awaiting Results
o e

Completed-Awaiting Verification
Completed-Failed
Completed-Passed

Enter test results in the daily report. Add any applicable notes or observations in the Description
field by double clicking on the Description title to open the QC Test for edits. Test results can
also be uploaded to the QC Test’'s Document Package as well. See the section on QC
Requirements — Add QC Test for more information. Remember that the Government will

review the reported status and if in disagreement, will return it for correction.




To update the status of a QC Test, go to the QC Daily Reports module, and open any
incomplete QC Daily Report. Then, open the QC Requirements section.

QC Daily Report No. 673, 04/09/2022 - Saturday

Weather
Project Submittal Tratning
Weather Not Entered Contract Number WI12GE19D0037T 1234
Contractor Alama
QC Narratives
0 Written Today QC Weather

Weather Not Entered

QCOA Deficiencies

0 of 0 Corrected Today

QC Requirements. QC narratives

i Mo QC narratives entered today
1of ‘E:Cﬁng_!u‘lm

Prep/initial Inspections
Prep/initial Inspections

0 Prep, O Initial Today P"mm'.‘l' inspections held today
Activities Started/Finiched No preparatory inspections today

0 Started, 0 Finished Today Initial inspections held today
Mo initial inspections today

ooiracior< oo

Click on the QC Test sort tile. This will change the view, so the User can update the status of

the test. Click on the field in the Status column and choose the appropriate test result.

QC Requirements - QC Daily Report No. 673, 04/09/2022 - Saturday

ANl QC Requirements QcC Tests User Schools Installed Property

6)add Flest G Deiete All QC Requirements } X| #) Bport

‘Drg & column eacier and drop it hene 50 group by That column
[.:;_-p o T | De on

> |CT-00001

QC Requirements - QC Daily Report No. 612 04/09/2022 - Saturday

Al QC Requirements QC Tests [ Installed Property
1 1 0 0
Tests

§)aga F)Edt O Delete Qc

Not Completed
Completed-Awaiting Results
Completed-Awaiting Venfication
Completed-Failed
Completed-Passed




7.3.8.1 Adding an Attachment to a QC Test

The User may open the QC test by double clicking on the test name or by selecting the test
name and choosing the Edit button.

Note: This can be done in both the QC Requirements module directly and within QC Daily
Reports in the QC Requirements submodule.

QC Test Edit View

Q€ Test No. CT-00001

Paragraph Test QCR

Location CA [ Select Location from Lookup |

Performed By MM

Required for Actvty [N
Activity Start Date Lag/Lead Days 0| Requirement Needed by

Description | Requirements needed by 08/12/2023.

and any applicable

note or observations ‘
in the Description
field. ¥

QC Test - CT-00001 Contractor: use this docurmnent manager to submit a document package for this QC Test Requirement to the Government for review.

‘m[—ll T,

Enter test results

> |QC Test - CT-00001 1 Not Ready

&

I Add any test results or other documentation associated with the test within the document package. I

Delete

Once in the edit view, users can update the information or attach any pertinent test results. To
attach test results or other required documentation, review the Document Package Section.

Note: While a QC Test can be completed under All QC Requirements, to change the test
results from Awaiting to Pass or Fail, navigate to the QC Tesis tile.

7.3.9 Preplinitial Inspections

The Prepl/Initial Inspections selection is used to report when
one of these inspections is conducted. The list found in the
section on Features of Work corresponding to any of the

Prep/finitial Inspections

0 Prep, 0 Initial Today

categories can be seen by simply clicking anywhere in the
corresponding blue tile. A filtered list of the category selected will be displayed in the table
below.




Select the Feature of Work for which the Preparatory or Initial Inspection was held by double-
clicking on the Feature or selecting £dit, then add the report date to the inspection record.

All Features Requiring Features Requiring Features Requiring
Prep/Initial Preparatory Initial

80 79 80

All Features - QC Daily Report No. 5682, 12/12/2018 - Wednesday

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

Feature Of Work T | Preparatory Inspection T | Initial Inspection
- ENVIRONMENTAL PROTECTION Held 8/8/2018 Not Scheduled

| ecHTEsTON Held 9/6/2018 Held 8/8/2018
[ > |ecHTEST 02 [Not Scheduled | Not Scheduled
| |ecHTESTO3 Not Scheduled Not Scheduled

Mot Scheduled Not Scheduled

Feature Schedule - EGH TEST 02

Preparatory
Date Time
Scheduled | Select a date Enter time when scheduled date is confirmed hours:minutes AM/PM
Held |Select a date <
ISelect the report date.
Initial

Date Time

Scheduled | Select a date Enter time when scheduled date is confirmed hours:minutes AM/PM
Held | Select a date

I

Note: RMS will not prevent the selection of a date other than the date for which the QC Daily
Report is being prepared. However, the information will only appear on the report matching
the date chosen.

If multiple meetings are required, click on the Add button on the bottom.

Initial

Date Time

Scheduled | 9/30/2020 09:00 AM
Held | 9/30/2020

Click Add toadd a
new meeting.

Do

§J)add Z)edit @) pelete Multiple Prep/Initial Schedule Meetings

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

T | Preparatory Insp Time

8/13/2020 12:00:00 AM

Initial Insp Time
[8/15/2020 12:00:00 AM

Meeting history will
display in this area.




7.3.10 Activities Started/Finished

The Activities Started/Finished selection must be used to
report actual Start and Finish Dates of activities. These dates
are not imported using the SDEF file.

Activities Started/Finished

0 Started, 0 Finished Today

The activities are grouped into several categories:

Activities Started or Finished Today: Activities that are marked as either started or finished in
the Daily Report will have an actual Start and/or actual Finish Date that is the same as the QC
Daily Report date.

Activities in Progress: Activities that have an actual Start Date, but no actual Finish Date.
Activities Not Started: Activities that do not have an actual Start Date.
Activities Not Finished: Activities that do not have both actual Start and actual Finish Dates.

The list of activities corresponding to any of the categories can be seen by simply clicking
anywhere in the corresponding blue tile. A filtered list of the category selected will be displayed
in the table below.

Note: Assumption is that the QC Rep onsite knows better than the scheduler the date which
activities start/finish.

T | Start Date T | Finish Date
NEW DOM WATER LINES RESTROOM 01/08/2018 |
SPRINKLER CONNECTIONS & HEADS 01/048 December - 2018

|104-4900 SPRINKLER PIPE MAIN T
|I 104-4501 SPRINKLER PIPE MAIN 11/00 48 5 26 27 2t 29 1
||104-5ooo RAISER/SPRINKLER ROOM 2492 3 4 5 6 7 8

||m-szoo STANDPIPE & FIRE HOSE o/ S0 9 W 11 12 13 14 15
- 51 (16 17 18 19 20 21| 22

52|23 24 25 26 27 28 29
1 (30 31 1 :

Select the activity and double-click in the date field. Manually type in the date or click on the
button on the right side of the field to open a calendar widget from which the applicable date can
be selected. If a date other than the date of the report in progress is selected, the activity will be
reported on the corresponding QC Daily Report date. If that QC Daily Report has already been
completed and submitted, the report that the Government has will not reflect this information. To
update the report, ask the contract's USACE Representative to return it for corrections. Make
the correction, sign, and resend.




7.3.11 Contractors Onsite

Use the Contractors Onsite selection to document the first
and last days on which Subcontractors are working at the
jobsite. These are the dates that are used to track insurance
0 Started, 0 Finished Today and payroll requirements.

Contractors Onsite

If a Subcontractor is onsite intermittently, its last day is the day on which it has completed all its
work and will no longer be coming to the jobsite.

The list of Subcontractors corresponding to any of the categories can be seen by simply clicking
anywhere in the corresponding blue tile. A filtered list of the category selected will be displayed
in the table below.

Select the Subcontractor and double-click the applicable date field.

Al Contractors Contractors Onsite Contractors not Onsite
41 2 39

All Contractors - QC Daily Report No. 173, 09/02/2013 - Monday

D) i S haachie Bl deop 12 haes 10 o By ! eolums

A IFH'II Diary
Madiudar Geni A Ceoemtrustion Tralers iyl E]
Tedsl ERTH Earthavark and [Mikties DED5R2NE
Largan Engineering & Environmental Senvices GEQ Geatechnical 252013 05/06/2013
12 | mask KASH Masgary
MDE MIDE

December - 2018

RAECH MECH
-— Sun Mon Tue Wed Thu Fri Sat
48 X 1
a2 3 4 5 & T 8
)9 10 11 12 13 M4 15
5| 1% 17 18 19 20 M 22

2| I3 M 25 2 &I B 2
1|30 3

Manually type in a date or click on the button on the right side of the field to open a calendar
widget from which the applicable date can be selected. If a date other than the date of the report
in progress is selected, the Subcontractor’s presence will be reported on the corresponding QC
Daily Report date. If that QC Daily Report has already been completed and submitted, the
report that the Government has will not reflect this information. To update the report, ask the
contract’'s USACE Representative to return it for corrections. Make the correction, sign, and
resend.

7.3.12 Labor/Equipment Hours

Use this selection to 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

108 Labor, 14 Equipment Hours exposure hour reporting. Using the reported equipment hours,
a running total of the equipment hours are maintained in the
Equipment Checks module to ensure timely equipment inspections are conducted for
continued safe usage of equipment.




Selecting this tile opens the data screen for logging Labor Hours. To log Equipment Hours,
select the Equipment Hours tab.

7.3.13 Labor Hours

Click on Add to identify the Subcontractors and the types of workers on the jobsite. Select either
Manually Add or Copy from Previous Day.

Labor/Equipment Hours for Report No. 173 Dated 09/02/2013 Monday

Labor Hours Equipment Hours

- S
. Q) Delete \ Labor Hours
S =

Manually Add #to group by that column
Copy Previous Day Number of

‘Lontractor Labor Classification Total Hours
Employees

7.3.13.1 Manually Add Labor Hours

Click on Contractor to select a Subcontractor from the Subcontractor Lookup list. Click on Labor
Classification to select the type of worker from the Labor Classification Lookup list.

Both entries must be selected from the applicable list. If the Subcontractor is not on the
Subcontractor list, go to Administration | Subcontractors to enter it. If the appropriate labor
classification is not on the Labor Classification list, notify the contract's USACE Representative
and provide the information to add to the Labor Classification library.

RMS Add View |

E The following information is required to add a new

Contractor 3 ETE28S

Labor Classification i VI 8= &3

'e.'.f.-ls

ubcontractor Lookup

Subcontractors

Resident Management Sy|

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

R 1.

=% Labor Classification Lookup

Resp Code T | Col tor Full Name

|
Subcontract |
Amount i

Labor Classifications ‘ ADVA Advanced Masonry $295,652.00 |
f ‘ AlR Building Science Innovations $8,750.00 |
Drag a column header and drap it here to group by that column iA,Ep. TEST £0.00 |
ssification ;—ARCH $0.00 ]
> |637.687-010 AJC INSTLR-SERV HLPR WNDOW aSFH $0.00 f~ |
|637.261 -010 A/C INSTLR-SERVICER-WINDOW I oK I | Cancel | | Clear Selection
|63?,2s|-m4 A/C MECHANIC
|862 281-026 A/C MECHANIC APPRENTICE
|939.462-010 ACIDIZER, WATER WELL
|861.381-010 ACID-TANK LINER -~

I OK I| Cancel | | Clear Selection I

When done, click on OK. Continue to Add until all onsite labor has been identified. It is very
important that all onsite labor is accurately logged. This data can be copied directly into the
monthly Department of Labor Exposure Report.




7.3.13.2 Copy from Previous Day

Make this selection to copy labor hours from a previous day’s report. This option can be
selected only when there have been no other labor hours previously entered.

X

Copying of another day is only allowed when there are no labor hour
entries, Please delete all labor hour entries for this daily report to copy

labar haours from another day.

Click OK to continue. Then either delete the previously entered hours to continue with the Copy
or revert to Manually Add instead of Copy.

When continuing with the copy, a calendar will display. From the calendar, any date can be
selected for copying labor hours. Click on OK to confirm the selection. The copied labor hours
will match the original exactly. The copied labor hours can be edited as needed to tailor it to the
specifics of the day.

RMS. x
L, August - 2013 ]
Sun Mon Tue Wed Thu Fri Sat
31 1 2 3
32 4 5 6 7 8 9 10
33 " 12 13 4 15 16 17
34 18 19 20 21 22 23 24
a5 25 26 27 28 29 30 3
36

7.3.14 Equipment Hours
Click on Add to identify the equipment and its hours of operation. Select either Manually Add or

Copy from Previous Day.

Labor/Equipment Hours for Report No. 171 Dated 08/31,/2013 Saturday

Labor Hours Equipment Hours

Equipment Hours

Manually Add

Copy from Previous Day
e aetian ivumber Description Idle Hours Operating Hours




7.3.14.1 Manually Add Equipment Hours

Make this selection to record the equipment used onsite. The list of Equipment entered in QC |
Equipment Checks will display in a lookup table. Select the equipment used, then click on OK.

“RMS Add View X

Add Equipment Hours

E The following information is required to add a new Equipment Hours

Equipment B4 le18583

\ /

Equipment Checks

Equip
Make & Model T | Serial No. T | Description T ment T
is

Inspect T &

Bobcat Truck Skidloader [BC1217 | Bobcat Truck Skidloader (RH) Yes 12/12/201 |

> |00000004 | 0000000! Cat Truck Loader/Root Rake TL-900/963 Cat Truck Loader/Root Rake Yes 12/12/201 0 0

|0000000- IRR626 Smooth Drum Roller IRR626 IRR626 Smooth Drum Roller Yes 12/12/201
|00000057 |0000000 John Deere 1179 550 REMOVE Yes 12/15/201 0 0

| 0000001. CAT 320 Track Hoe with Grabber CAT 320 CAT 320 Track Hoe with Grabber Yes 12/28/201
|ooooo0or o | 0

I oK I { Cancel ‘ I Clear Selection

If the selected equipment has a previously %

reported Last Day on Site, RMS will display a

nOtlﬂcatlon' ACknOWIedge the nOtlﬂcatlon by Last day on site for 'Rubber Tire Drill Rig' was reported as 5/29/2013

clicking on OK. The equipment will still be 12:00:00 AM
included in the Equipment Hours table for the
QC Daily Report in progress.

To update this date, double-click on the
equipment; either remove the date or enter a new Last Day on Site date. See QC | Equipment
Checks for additional information on entering equipment data. Continue to Add until all
equipment on the jobsite for the day have been identified. Single click on the data field to enter
both /dle Hours and Operating Hours for all equipment on the list.

7.3.14.2 Copy from Previous Day
Make this selection to copy equipment hours
from a previous day’s report. This option can be
selected only when there have been no other

. . Copying of another day is only allowed when there are no equipment
equipment hours preV|ously entered. hour entries, Please delete all equipment hour entries for this daily

report to copy from another day.

Click OK to continue. Either delete the previously
entered hours to continue with the Copy or revert
to Manually Add instead of Copy.

When continuing with the copy, a calendar will display. From the calendar, any date can be
selected for copying Equipment Hours. Click on OK to confirm the selection. The copied
equipment hours will match the original exactly. The copied equipment hours can also be edited




as needed to tailor it to the specifics of the day.

RMS- X,
,—n

1 August - 2013

Sun Mon Tue Wed Thu Fri Sat

7.3.15 Mishap Reporting

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, it
must be reported on the QC Daily Report. The contract’s
District may also have additional reporting requirements.

0 Mishaps Today

Discuss this with the Contact's USACE Representative during the Safety Coordination meeting
and include the requirements in the Mishap Prevention Plan. For additional reporting
requirements, see EM 385-1-1, Safety and Health Requirements Manual.

The list of mishaps corresponding to any of the categories can be seen by simply clicking
anywhere in the corresponding blue tile. A filtered list of the category selected will be displayed
in the table below.

All Mishaps:

Recordable Mishaps: While all mishaps are reportable, not all mishaps are recordable. All
mishaps meeting any one of the following criteria must also be reported on ENG Form 3394,
which may be obtained from the contract’'s USACE Representative. When a recordable mishap
occurs, notify the contract's USACE Representative immediately. Do not wait to complete and
submit any forms.

¢ Mishap resulted in any Government employee or Contractor lost-time injury,
illness, orfatality.

e Mishap caused damage in excess of $1,000 to Contractor property, including motor
vehicles.

¢ Mishap involved a motor vehicle, regardless of whether injury, illness or fatality
occurred.

o Mishap involved a Contractor driving activity.



https://www.usace.army.mil/Missions/Safety-and-Occupational-Health/Safety-and-Health-Requirements-Manual/
https://www.usace.army.mil/Missions/Safety-and-Occupational-Health/Safety-and-Health-Requirements-Manual/

Lost Time Mishaps: Mishaps in which the injury sustained by the employee resulted in a loss of
productive work time. Any mishap is categorized as lost time only when the injured worker is
unable to perform regular job duties, takes time off for recovery, or is assigned modified work
duties while recovering. Lost time injuries encompass both temporary injuries that keep the
employee away from work for a day and permanent disabilities/conditions that prevent the
employee from ever returning to the job or performing the same work tasks.

Mishaps This Date: Mishaps that occurred on the date of the report.

Note: Including this information on the QC Daily Report may not fulfill the District’s reporting
requirements. Follow the reporting instructions provided by the contract’'s USACE
Representative.

Click on Add to include a report of any mishap occurring on the report date. Click £dii to make
edits to a Mishap already created. To delete, select a Mishap and click Delete button.

1 0 1 1

é)add £)edt §) Delete All Mishaps - QC Daily Report No. 309, 09/06/2022 - Tuesday X | 4) export

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

Mishap Date T | Recordable Mishap T | Lost Days T | Report to Government T
> |{09/06/2022 Tuesday [ Test Injury

Date | 9/6/2022

Description Test Injury

View details of the
4 selected mishap here.

¥




A mishap is any unplanned, undesired event that occurs during the course of work being performed. The term “mishap” includes accidents, incidents and near misses.

Mishap Description [«] Personal Injury [_] Non Personal Injury

Date | 10/26/2020

Description TEST

E 4

Identify the Person
e > owesares o177z

Gender | Male i
Labor Classification
Location
Classify the Case
Injury Result ) Death (®) Remained at work - Job transfer or restriction
O Days away from work (O Remained at work - Other
Lost Days 0
Injury Type @) Injury ) Poisoning
() Skin Disorder () Hearing Loss
() Respiratory Condition (O All Other llinesses
Recordable Mishap
[] Recordable

A mishap is recordable when any one of the following occurs. Complete and submit ENG Form 3394, USACE Accident Investigation Report,
within the time frame directed by the Government's representative.

* Any government employee or contractor lost-time injury, iliness, or fatality
* Damage in excess of $5,000 to contractor property, including motor vehicles
* Involving a motor vehicle, regardless of whether injury, iliness or fatality occurred

* Involving a contractor diving activity

Mishap Reports Contractor: Complete a document package for this Mishap and submit it using this document package manager. The docurent package should include
any applicable supporting documents related to the Mishap.

| Add . Title of Package No.  Status -
| Edit
[ Delete |

Personal Injury: Check this box if a person was injured.

Non-Personal Injury: Check this box if there was property damage only and no person was
injured.

Date: The date for which the report is being created will automatically populate and cannot be
changed.

Description: Describe the mishap in as much detail as possible. Include Contractor involved,
location, time, activity in progress, actions taken, any environmental factors, etc.

Contractor/Subcontractor: |dentify the Contractor for which the injured employee works. Click on
the blue box to display the Subcontractor Lookup table. Select the Contractor involved in the
mishap.

Age: Input the age of the injured employee.

Date Started Work: Click on the calendar widget to select the date on which the injured
employee first started working on the contract.




Gender: Select the injured employee’s gender, male or female.

Labor Classification: |dentify the Labor Classification with which the injured employee is
associated. Click on the blue box to display the Labor Classifications Lookup table. Select the
appropriate occupation.

Location: ldentify where the mishap took place. This field is limited to 50 characters.

Injury Result: Identify the status of the injured employee because of the mishap. Select from one
of the options.

Injury Type: Identify the type of injury sustained by the injured employee. Select from one of the
options.

Recordable? Check this box after discussing this with the contract’'s Government
Representative.

Use the Document Packages feature to attach photos of the mishap site, copies of the
completed Mishap Report forms and any other supporting documents.

7.3.16 Dredging Reports

When the contract work includes dredging and the USACE Representative has set it up to
require separate Dredge Reports, the QC Daily Reports summary screen will include additional
filters to access these reports. If the Dredge Report filters do not show up, confirm with the
contract's USACE Representative that separate Dredge Reports are not required.

Dredging contracts include Daily Reports grouped into 6 subsets. The first three subsets are the
same as those in Non-Dredging contracts (see QC Daily Reports). This report type should be
prepared to document non-dredging work when the contract includes work in addition to
dredging. The second three subsets are exclusive to Dredging contracts and are required in
addition to the QC Daily Report for each type of Dredge used on the contract.

All Daily QC Reports: Comprehensive list.

Completed QC Reports: Reports completed and sent to the Government for review (for non-
dredging work).

Not Completed QC Reports: Reports still being worked on, not yet sent to the Government (for
non- dredging work).

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.

The list of QC Reports corresponding to any of the categories can be seen by simply clicking
anywhere in the corresponding blue tile. A filtered list of the category selected will be displayed
in the table below.

To create a new Dredge Report, click on the /ncomplete Dredge Reports box, then Add.




All Daily QC Reports Completed QC Reports Not Completed QC All Dredge Reports Complete Dredge Incomplete Dredge
Reports Reports Reports
2 0 2 3 0

@) Add &) Edit All Dredge Reports

Dr=g 2 column header and drop it her %o group by that column

Report No. T | Report Date T | Equipment Name

1 01/20/2019 Sunday Test Bucket/Pipeline Dredge Weather Not Enterad
2 01/20/2019 Sunday Test Hopper Dredge ‘Weather Not Entered
3 01/20/2019 Sunday Test Sidecaster Dredge Weather Not Enterad

Select the date for the report, then OK to continue.
Date Selection s
Select day of Dredge Report

< January - 2019 ’

Sun Mon Tue Wed Thu Fri  Sat |

1 ) 1 1 2 3 4 5
2 ] 7 8 9 10 1 12
3 3 14 15 16 17 18 19
4 20 21 22 23 24 25 26
5 27 28 29 30 3 2
6

I OK I | Cancel

Select the Dredge Equipment for the report, then click on OK.

1 a4 Ean —— ]

§=_Q Dredge Equipment Lookup

Dredge Equipment

Drag a column header and drop it here to group by that column
Equip Key Dredg T | Capaaty U | Dredge Type

1 DREDGERSON 0 Bucket/Pipeline Dredge
2 DREDGEKING 0 Hopper Dredge
3 DREDGEMONSTER 1 Bucket/Pipeline Dredge

) 4 DREDGER 0 Bucket/Pipeline Dredge
5 STRADICASTPROGNOSTICATOR 0 Sidecaster Dredge

2] 6 | DREDGEASAURUS j 4500 Hopper Dredge
7 DREDGESTER 0 Hopper Dredge
8 THISISATESTDREDGE 0 Hopper Dredge

I 0K I | Cancel | | Clear Selection




7.3.16.1 Bucket/Pipeline Dredge Report

This Dredge Report consists of five sections documenting the day’s use of the Dredge. A
complete and detailed record will go a long way in supporting Pay Requests, Performance
Evaluation, and any Disputes or Claims that may arise during the contract. Take the time to
document; these efforts will not be wasted.

Work Performed

Total Loads: 0

Attendant Plants

Distribution of Work

Total Time: 17 hours 0 minutes

Total Time: 0 hours 0 minutes.

Click on a blue tile to enter
report information.

| of Bin Water
Plant

Dredge Daily Report No. 66 Dated 11/04/2022 Friday [ form 274
Project tions Cen
iContract Number
IContractor AISOW Technologies Corporatior
e MAINTENANCE NEW WORK
Dredge Shifts per Day Days per Week
THISISATESTOREDGE

Avg Unfilled Cap

iLocation of Work
Location Channel

|AVG Lengthof Cut  AVG Width of Cut AVG Dist to Dump

J

Reach Dredged; Station to Station

Disposal Area Used

CY Deposited Gross  Cumulative CY

Delete

QC Daily Report No. 0066 CONTRACTOR: Completing the report will also submit the document

Ensure all si are i

_ Title of Package

@! QC Report in Docum@

Click on a blue tile to enter the data related to the tile label. (See following section for additional
information on the tiles.) As information is entered, a visual of the report will build in the grey
section of the screen. The version that will print can be viewed at any time by clicking on the
Form 27A widget. Alternatively, click on Copy to copy the selected areas from a previous day’s

Select a date from which
to copy.

report.
Copy Dredge Report
Select Report
Cop o epr Dt ~
Select Areas you wish to copy

[] Character of Report

[¥] Weather / Draft

[] Work Performed

[] Operating Supplies

[ ] Attendant Plants

Select area(s) to copy

into the report.

(] Distribution of Work

Cancel |




Note: When beginning a new Dredge Report, an empty Document Package will be
automatically created and available for uploading supporting documents. Once the Generate
Dredge Report in Document Package checkbox is checked, the Daily Report will be

uploaded to this Document Package, as well.

After completing the entry of all the information for the day’s QC Daily Report, check the

Generate Dredge Report in Document Package checkbox.

Completing and submitting dredging reports follows the same steps as those implemented for
the QC Daily Report. See the section on QC Daily Reports for additional details.

This will add a Document Package with the Dredging Report already attached. Before sending

the package to the Government to process, select £dit to complete the document by signing the
report. See the section on Document Packages for detailed instructions on working with
Document Packages.

Add any other supporting documents to the Document Package before submitting. The QC
Daily Report is complete once the report is signed, and all supporting documents have been

added to the Document Package. Click on the Submit for Review button to send it to the

Government.

7.3.16.1.1 Completing the Bucket/Pipeline Report

The daily Bucket/Pipeline Report is intended to document the day’s use of the Bucket/Pipeline

Dredge. Select a tile to enter information related to the tile’s label. A systematic approach will

help to ensure a complete report.

Character of Report

In the Character of Report selection, enter the details of the

Location of Work, Character of Material, and Channel

Conditions at the Dredge Site. Be sure to complete all data
fields. Click on the Back button when done.

Test Bucket/Pipeline Dredge Dated 01/28/2019 Monday

Character of Report: ® Maintenance ) New Work Environmental
Crew Size: Dredge 0 Shore 0 Other 0
Location of Work: 1
Reached Dredge
Disposal Area Used
Character of Material:
Clay % 0 Hardpar % 0 Sand % 0
Gravel % 0 Mudg % 0 Sheill % 0
Silt % 0 Stond % 0 Other % 100
Channel Condition: < Complete all data fields. >
Average Depth Before Dredging 0 Average Depth After Dredging 0
River/Tide Stage:
Gauge Location
Gauge Datum
First Tide Min 0 00:00 & Time of first minimum tide
First Tide Max 0 | 00:00 -- Time of first maximum tide
Second Tide Min 0 v 00:00 l Time of second minimum tide
Second Tide Max 0 00:00 B Time of second maximum tide




Weather / Work Complete the data on the Weather conditions in the first
section. In the next two sections, provide a complete
Weather NotEntiased description of the Work performed and supplies used
during the day’s work. If a Dredge Booster was used,
include this information in the table provided.

Click on the Back button when done.

Scows, barges, and other vessels that are not used to excavate and remove material from the
bottom of a body of water are referred to as Attendant Plants. Add a record for each Attendant
Plant used and/or Copy from a previous day’s report.

Attendant Plants

Total Time: 0 hours 0 minutes

Q)add Q) copy #JEdt ©)Delete Dredge Daily Report No. 4 Attendant Plants

iy 3 colur haac Bnd o it hank 10 GrouD by That coiurn

- RM5 Adg View et
Add Dredge Attendant

;. The following information is required to add a new Dredge Attendant

MtencantName [ | Input a _uniqL_le name by which this equipme:n?
can be identified and the type of plant that it is.

Attendant Type Then click on OK.

| ok cencel |

p 2

Attendant Name |Scow 1

Type |Scow

Horse Power 0
Enter the day’s usage

Hours 0 information. Then click on the
0 BACHK button.

Minutes




Conversely, the User can click on the Copy button and select the date from which to copy. The
Attendants used on that date will be listed. Place a checkmark next to those that can be copied
into the current Dredge Report, then click on OK.

Lopy Dredge Attendants *

e e . i Selectdate from
Copy trom Report Dated: | 1/20,2019 fis]}

which to copy.

Select Attendants

Dredge Attendants

Attendant Type

L o | cConcel

The QC Narratives are the most important input part of the
QC Daily Report. This is where descriptions of what
happened at the work site are entered. 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
beneficial for the Contractor’s position.

0C Marratives

0 Written Today

Dredge Daily Report No. 78 Dredging Narratives

Comments

Select Add to either Manually add narratives or Copy narratives from a previous report. (See
Manually Add QC Narrative for additional information on this procedure.)

7.3.16.2 Hopper Dredge Report

This Dredge Report consists of 6 sections documenting the day’s use of the Dredge. A
complete and detailed record will go a long way in supporting the contract’s pay requests,
performance evaluation, and any disputes or claims that may arise during the contract. Efforts
taken to maintain thorough documentation will not be wasted.

Click on a blue tile to enter the data related to the tile label. (See following section for additional
information on the tiles.) As information is entered, a visual of the report will be built in the grey

section of the screen. The version that will print can be viewed at any time by selecting the Form
27A widget. Alternatively, click on Copy to copy the selected areas from a previous day’s report
(see the section on Bucket/Pipeline Dredge Report).




After completely entering all the information for the day’s Daily Report, check the Generate
Dredge Report in Document Package checkbox (see the section on Bucket/Pipeline Dredge).

>

information. For similar tiles, see section
on Bucket/Pipeline Dredge Report.

Total Time: 17 hours 0 minutes

Dredge Daily Report No. 66 Dated 11/04/2022 Friday B rom2ra
Project
[Contract Number
Contractor
* MAINTENANCE INEW WORK
Dredge Shifts per Day Days per Week
Click on a blue tile to enter report P

Distribution of Work

Total Time: 0 hours 0 minutes

QC Narratives

0 Written Today J

Location Channel

Location of Work

Reach Dredged; Station to Station

AVG Length of Cut  AVIG Width of Cut AVG Dist to Dump

CY Deposited Gross  Cumulative CY

Edit

QC Daily Report No. 0066 CONTRACTOR: Completing the report will also submit the document package. Ensure all signatures are included.

Add \. Title of Package

@e QC Report in Document Packaab

7.3.16.2.1 Daily Hopper Dredge Report Contents

The daily Hopper Dredge Report is intended to document the day’s use of the Hopper Dredge.
Select a tile to enter information related to the tile’s label. For similar tiles (Character of Report,
Attendant Plants, and Distribution of Work), see the section for Daily Bucket/Pipeline Dredge
Report Contents. A systematic approach will help to ensure a complete report.

Weather / Draft

Weather Mot Entered

the Back button when done.

Complete the data on the Weather conditions in the first
section. In the next section, provide a complete description
of the Draft and operating conditions encountered. Click on

O CT L PR PR P TR Select weather impact fromthe -
drop down. Choices are the same
as those in the QC Daily Report.

Max. Drag Depth

Average Load Speed
Average Agitate Speed
Qil Consumed

Water Consumed

Weather Condition
Weather Type | Weather not entered e M T
Min. Temp 0| *F Visibility MI
Max. Temp 0| *F Wind Speed/Direction MPH
Draft
Forward Light Draft 1] Forward Loaded Praft 0

Aft Light oq_n.' Complete all data fields. : i

0 Win. Drag Cfpth 0

=)

ool




LTI I Click on Add to document each load that

Total Loads: 0 the hopper completed.

@) add  FJEdit @] Delete Dredge Daily Report No. 5 Hopper Load Details

Drag = column hasdsr and drop it hers to growup by that column

q P ;s ; Total Total
Start Time Stop Time Pumping Turning To Dump | Dumping + | To Cut End Time
= a T R e 3 X T T T T i T
LT T (HH:MM) (HH:MM) (Mins) (Mins) Mins) {Mins) (Mins) (HH:MM) T gj dged
15 75 70 25 1120 230 150

‘ x

Add Dredge Hopper Contract

]

» ||Dredging area 2 0730 08:30 45

RMS Add View

§ The following information is required to add a new Dredge Hopper Contract

Dredging Area |Dredge 01 Select Dredging Area from Lookup
Disposal Area | Disposal 01 Select Disposal Area from Lookup

I| OK J Cancel ‘

Click on the blue boxes to manually type in the names of the areas or select the applicable

dredging and disposal areas from the lookup lists consisting of previously used areas. Then
click OK to continue.

General Information
Dredging Area Dredging area 1 Disposal Area Disposal area 1
Amount Dredged (CYS) 0 Amount Agitated (CYS) 0
Start Time (HH:MM) |00:00 Stop Time (HHM) 00:00 End Time (HH:MM) 00:00
o . - Complete all data fields >
Timing Information (in minutes)
Pumping 0 Turping 1] To Dump 0
Dumping 0 To Cut 0
v

Click on the Back button when done. Continue to Add if other areas were also used. Click on
the Back button when done.




7.3.16.3 Sidecaster Dredge Report

This Dredge Report consists of five sections documenting the day’s use of the Dredge. A
complete and detailed record will go a long way in supporting Pay Requests, Performance
Evaluation, and any Disputes or Claims that may arise during the contract. Take the time to
document. These efforts will not be wasted.

@) copy Dredge Daily Report No. 67 Dated 01/09/2023 Monday [5 Form 3735-A
Project nications Center
Contract Number
Contractor SOW Techno ation
® MAINTENANCE NEW WORK
=
{1 Click on a blue tile to enter report Days per Week

information. For similar tiles, see section
4 on Bucket/Pipeline and Hopper Dredge
reports.

Character of Material

River/Tide Stage
Min Tide Time Max Tide Time Gage Location/Datum

QC Dredge Report Dated CONTRACTOR: Complete a document package for this QC daily report and submit it using this document package manager.
1/9/2023

Submit . Title of Package

@rﬂe Dredge Report in Document @

Click on a blue tile to enter the data related to the tile label. (See the section for Daily
Bucket/Pipeline Dredge Report Contents for additional information on the tiles for Character

of Report, Weather/Draft, Work Performed and QC Narratives). As information is entered, a
visual of the report will build in the grey section of the screen. The version that will print can be
viewed at any time by selecting the Form 3735-A widget. Alternatively, click on Copy to copy the
selected areas from a previous day’s report (see section on Bucket/Pipeline Dredge Report).




7.3.16.3.1 Daily Sidecaster Dredge Report Contents

The daily Sidecaster Dredge Report is intended to document the day’s use of the Sidecaster
Dredge. Select a tile to enter information related to the tile’s label. For similar tiles, see
Bucket/Pipeline Dredge Report and Hopper Dredge Reports contents. A systematic
approach will help to ensure a complete report.

Click on Add to document each load that the Sidecaster Dredge completed.

Work Performed

Total Loads: 1

©)add #)Edt @) Delete Dredge Daily Report No. 6 Sidecaster Load Details
Drag a column header and drop it here to group by that column

T | Pumping (outbound) T | Turning (Outbount) T | Pumping (inbound) T | Turning (Inbound) T | Length of Cut

Sidecaster Dredge Cycle
Start Time (HH:MM) 07:30

Pumping (outbound) 30 Turning (Outbount) 75
Pumping (inbound) #_| Complete all data fields. | Turning (Inbound) ©

< 1 I >
Length of Cut 100 Distgice 150 Height of Tide 4
Average Suction Vacuum: Port side 10 Average suction Vacuum: Starboard side 24
Average discharge Pressure 15 Average Discharge Velocity 15
Percent of Solids 60 Yards dumped 250

v

Click on the Back button when done. Continue to Add for all loads completed. Click on the Back
button when done.

Distribution of Work Provide a breakdown of the time expended performing the
activities listed in the tables. The Overall Total Time must

TR T [ (e T e equal 24-hours. Click on the Back button when done.




Test Sidecaster Dredge Dated 01/28/2019 Monday

Effective Working Time (chargeable to cost of work) x

Dredging Miles Run

Distnbution Hours Minutes | (Naubcal)
- Pumping (Quibound)
IRunning and Turning (Outbound)
IPumpmg (Inbound)

Total of Effective fime (0%)
Non-Effective Working Time (chargeable to cost of work) x

Dredging Miles Run
Distnbution Hours Minutes | (Naubcal)

Taking on Fuel and Supplies

To and From Wharf or Anchorage
Loss due to Natural Elements

I:’“:TE”‘"E’ betweeniWorks these activities in one-2-hour day.
y Time

Fire and Boat Drills

Miscellaneous

0
0
0
Loss due to Traffic and Bridges L . ) 0
Minar Operating Repairs Fill in the time spent performing 0
0
0
0
0
0

oloe oo 000 oo
o |loo oo ooo oo

Total of Effective fime (0%)

Lost Working Time (not chargeable to cost of work)

Dredging Miles Run
Distribution Hours Minutes | (Nautical)
Major Repairs and Alterations 0 0
Cessation 0 0 0
> || Collisions 0 0 0
Total of Lost Tm}(u%1| 0‘ 0| 0‘
" Overall Totals 0 0 0

7.4 Features of Work
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The purpose of the Features of Work module is to maintain the list of Definable Features of
Work (DFOW) available for lookup in other areas of RMS. Features of Work, also known as
DFOW, may be defined as a task that is separate and distinct from other tasks, has separate
control requirements, is identified by different trades or disciplines, or it is work by the same
trade in a different environment. Although each section of the Specifications can generally be
considered a DFOW, there is frequently more than one definable feature under a particular
section. This list is agreed upon during the Quality Control coordination meeting.




All activities in the schedule (NAS or bar chart) must be assigned to one and only one Feature
of Work, while a Feature of Work may be linked to many activities. Features of Work in the
Quality Control Plan and in RMS must match those in the scheduling program.

&) add &) Edit §) Delete Features of Work

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

+ | Number of Days after Preparatory that

Feature Of Work Initial should be Scheduled

=
ACCOUSTICAL CEILING 0
| | apmivisTRATION 0
0
0
0

| [|BaTH speciaLTIES
| ||suioinG sPeciaties

|BU|I.IDING CONCRETE ‘

Features of Work are added to RMS in two ways: manual entry by clicking on Add or
automatically through the SDEF file import. Features of Work can be imported in bulk via the
SDEF file by entering up to 30 characters into the DESCRIPTION of the FOW Activity Code in
the scheduling software. If NAS/SDEF import is not being used, then Features of Work can be
manually entered directly in RMS.

7.4.1 Automatic Add

One of the data fields associated with an activity in the scheduling program (NAS) is Feature of
Work. RMS will extract the information input in this field from the SDEF file during import and
automatically populate the Features of Work table. An entry will be created for all Features of
Work that are not already included in RMS.

Recommendation: Any Feature of Work in the SDEF file that does not exactly match an
existing feature in the table, including capitalization, spacing, and spelling, will generate a
new entry. Therefore, when using SDEF, consider entering features only through the SDEF
file to prevent duplicate-appearing features from occurring. If duplicates occur, to avoid
confusion, remove the duplicates. Be careful to retain the version that is contained in the
SDEF file, otherwise duplicates will continue to pop up every time an SDEF file is imported.




7.4.2 Manual Add

When an SDEF file is not being used, it is necessary to manually enter the Features of Work.
Click on the Feature field, type in a title for the Feature, then click on OK. Alternatively, a feature
can be selected from the Features of Work library by clicking on the Select feature button. The
library consists of many common features found on many USACE construction projects.
Features selected from the library may also be edited to tailor the feature for specific use in a
specific contract.

“RMS Add View rXom

Add Feature

Type in a title for the Feature
or select from the library.

E The following information is required to add a new Feature

P

I o || concel |

Feature /

Resident Management System o B e X

?=Q Feature Type Lookup

Features of Work

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

-
AJC SYSTEM, UNITARY TYPE

> |ACCESS FLOORING SYSTEM ]
| ACOUSTICAL TREATMENT, CEILINGS
| ACOUSTICAL TREATMENT, WALLS
| ADMINISTRATION & MOBILIZATION
| ARCH FURNISHINGS, INT/EXT
| ASBESTOS ABATEMENT
| ASPHALT PAVING -

OK Cancel

Feature of Work

Library selection may be manually edited.

—
Feature Title ACCESS FLOORING SYSTEM 7

Select feature title from Library |
Days after preparatory to hold 'm'm'.nll q

Enter the number of days planned for
conducting the Initial Control Meeting and
Preparatory Control Meeting.

Then, click on the Back button.

Note: An advantage to selecting Feature Titles from the library is that it provides ready
access to the Inspection Checks library and Three Phase Inspections covered in the next
section.




7.5 Three Phase Inspection
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The details and requirements of the Corps of Engineers’ Quality Control/Quality Assurance
Program are covered in the contract’s Quality Control Specification, and the Three-Phase
Inspections/Control concept is the cornerstone of that program. The three phases are:
Preparatory, Initial, and Follow-Up.

Preparatory Phase: Occurs prior to beginning work on a DFOW. In this phase, all required
plans, documents, and materials are approved/accepted.

Initial Phase: Is performed at the beginning of a Definable Feature of Work; generally, after a
representative sample of the work is completed.

Follow-Up Phase: Occurs daily thereafter until all work associated with the feature is
completed, at which time the Final Follow-Up should be conducted to close out the feature.

RMS has included a library of inspection checks that are numbered, generally following the
Construction Specification Institute (CSI) MasterFormat 1995 Edition numbering system. This
library represents a compendium of issues that could affect quality if not properly addressed.
Contents of this library can be advantageous when developing worksheets for each phase of
work.

When first opened, a table containing a list of all the contract’s Features of Work will be
displayed. See the section on Features of Work. To view or add checks to a feature, select the
feature by double-clicking on the Feature Title.

Three Phase Inspections

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

Feature Title T Preparatory Checks T | Initial Checks

ACCESS FLOORING SYSTEM ) |
AD

ADMINISTRATION

BMFB

BOD

CCD

[=RE=RE=NE=REN R~

¥

The list of checks corresponding to any of the categories can be seen by simply clicking
anywhere in the corresponding blue tile. A filtered list of the category selected will be displayed
in the table below.




ACCESS FLOORING SYSTEM

All Checks

Preparatory Initial
i N
Drawing Specification Inspection Check
Repetitive Deficiencies [N Job Site Safety
Inspection Check QA Evaluation
Job Site Safety )
QA Evaluation ‘

. ey All Checks

| —
I Manually Add Inspection Check

Final Follow-up
A ]
Inspection Check n
QA Evaluation n

Copy Checks from 3 Phase Inspections in Library

Copy Checks from 3 Phase Inspections from another Contract

Govt Library

S
5

elect Checks from Work Types in Govt Library

Select Add, then select from the dropdown.

7.5.1 Manually Add Inspection Check

Select from the Check Type dropdown that identifies the type of inspection check being added.
Describe the check in the box provided, then select OK.

RMS Add View X

Add 3 Phase Check

§ The following information is required to add a new 3 Phase Check

Check Type | Preparatory - Drawings / Specification »
Check

z Preparatory - Drawings / Specification

Preparatory - Repetitive Deficiencies

Preparatory - Inspection Check —
Enter check
detailldescription. E Preparatory - Job Site Safety
Preparatory - QA Evaluation
Initial - Inspection Check
Initial - Job Site Safety
Initial - QA Evaluation
Final - Inspection Check
Final - QA Evaluation

ACCESS FLOORING SYSTEM

Al Checks
Preparatory Initial Final Follow-up
a m ) an )
Drawing Specification Inspection Check n Inspection Check n
Repetitive Deﬁ(ienciesn Job Site Safety n QA Evaluation n
Inspection Check n QA Evaluation n

Job Site Safety o
QA Evaluation ‘

|Manua||y added check.

¢J)add F)Edt @) Deete

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

Check No. T | Check Type

Preparatory - Drawings / Specification Test check for Preparatory control meeting




7.5.2 Copy Checks from Three Phase Inspections from Another

Contract

This selection will open a selection box that displays all contracts in the upper half of the box.
When clicking on a contract, the Features of Work with the number of Three Phase Inspections
that are included in that contract will be displayed in the lower half of the box. Select the feature

from which to copy, then click on OK. All the checks are now copied into the contract.

Select Three Phase Inspection to copy from

Contracts

X

% &) export

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

Contract ID

T | Full Title of Contract

£1001693
| > [E1000541
£1001209
£1001866
||E1001545
||E100m857
|E1001777
|[E1000190
|[E1001200
E1000854

Soil Removal - Meade

| Monument and Snack Stand (Trainjng)
AQCSITES
Acoustical Improvements, Bldg. 61
WE-2C Closure Structure
ICCB Maury Hall Cafe
B42 550 Gallon UST Remaval

Select Contract

Military Entrance Processing Station
ATEF- Phase |
BRAL - General Purpose Warehouse

Three Phase Inspections

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

||agaTement

Feature Description

T Preparatory

Checks

| > |[casT N PLACE concRreTe ]

CONCRETE FORMW!
DEMO EXTERIOR &

'ORK
SITE WORK

DEMO INTERIOR HOMES - GUT QUT

DEMO UTILTIES

ELECTRICAL

EQUIPMENT
IERQSION AND SEDI!

+ Follow-up
Checks

T Initial Checks

w o oo

! Select feature to copy these checks

TRUL

Preparatory
" —
Drawing Specification [[E]
Repetitive Deficiencies [ NNIIL]

Inspection Check [
sobsiesstey [N
QA Evaluation n

§)add Z)Edt @) Delete

T | Check Type

Final - Inspection Check
|E‘IC00004 Final - Inspection Check
| E1C00005 Final - Inspection Check
|E'IC0000~6 Final - Inspection Check

| E1C00007 Final - Inspection Check
| 100008 Final -

Inspection Check

1] [1]

ACCESS FLOORING SY:

Allchecks [

Initial
a — "
Inspection Check [N Inspection Check
Job Site Safety | 0 QA Evaluation
oatminton [N

11/30/09 09 69 00- Raised Access Flooring Follow Up
09 69 00- 1/8/10 Raised Access Flooring
09 69 00- 2/24/10 - Access Flooring Follow Up Command Building Level 4- TecCrete RAF.

09 69 00 - 3/09/10 - RAF Close In Inspect./Follow Up Command Level 5 NE- Tony, Ayeesha, an...
23 2113 - 3/11/10 - Air Pressure Test: 5 PSI/15 min. Spec: 23 21 13 0359 Tested heating hot wa...
09 69 00 - 3/15/10 - Raised access floor Follow Up It was smeoth and only one miner error whi...

Final Follow-up

Checks copied from selected contract.

Follow Up

Command Level 3 Elec./Telecom
Operations Level 5, CL7-11/D-F




All the copied checks are now in the contract and match the checks in the contract from which
the copy was performed. Any of the copied checks can still be deleted and/or edited. The details
of the checks can be changed to conform to specific requirements or standards for the contract.

To change the details of a check, select the check and double click on it or select Edit. When
done editing, click on the Back button. To remove unwanted checks, click on Delefe. Individual
checks, multiple checks, or all checks can be removed using the corresponding Delete action.

@&

L1 - Inspection Check Edit check description.

I Delete Record
S EL R T el D o 0. 2/24/10 - Access Flooring Follow Up Command Building Level mem.
p Delete All Records

E

7.5.3 Select Checks from Either Three Phase Checks or from Work
Types in Govt Library

Both selections open a box containing a list of the CSI Divisions on the left and the checks
associated with the selected division on the right.

Click on a division to expand it and see the subdivisions within it. Then click on the subdivision
to see afiltered list of checks associated with the selected subdivision. Add a checkmark to the
desired checks for the contract, then click on OK. The selected checks are now copied into the
contract.

Select Checks: X
¥ 01 GENERAL REQUIREMENTS = A 2 ol e S SN 7 e B2 ey Do Bar Cohr
§ 02 SITEWORK Click on a division . Check No T | Master Check Narrative
: Ei;i:;:: to expand It | E 0150210M Temporary distribution systems and devices shall be check...
- || 0150211M Ground rods must be at least 5/8" steelfiron rods, 1/2° co...
B 05 METALS @ 0150212M Plugs and receptacles shall be kept out of water unless of... 5
P 06 WOOD AND PLAS @ 0150213M Switches, circuit-breakers, fuse panels and motor controlle...
1 0150214M Trailel ] offices....
: :; Z:}:::T‘;TND 7 m:;z::::[m |E o150215M wef Add C_heCkma K10 fewin
|| E 0150216M Cons! desired check. nstruc.
4 09 FINISHE | T 0150217M Portal ipment
091 METAL SUPPORT SYSTEMS | [ 0150218M Semi, uipment, floodlights and work lights shal...
092 LATH, PLASTER AND GYPSUM BOARD = | O 0150219M ‘ected by an approved system of double insulati...
093 TILE | © 0100500M en reviewing a contractor's cost proposal for a change...
[l 010050 Eichleay Formula. Are you sure it is appropriate for this Co...
094 TERRAZZO = )
| (@ In calculating Contractor propesals, be sure you are not “p...
095 ACOUSTICAL TREATMENT AND WOOD FLOORING @] "0131000M The Government does not always grant time extensions w...
096 FLOORING AND CABPET & 0131001M The Network Analysis System provided by the Contractor i...
097 SPECIAL FLOORIN: D FLOOR TREATMENT I T 0134000M Verify qualification of welders, including testing where app...
098 SPECIAL COATI | :I—: 0134001M Review and verify that all required samples, shop drawings...
O 0134002M Are there interferences between electrical, mechanical, arc...
099 PAINTING Al OVERINGS it = : — - .
I L 0134003M Verify that all materials lists, certificates, calculations and/o...
P 10 SPECIALTIES | O 0134004M Failure to submit layout shop drawings before work begins.
P 11 EQUIPMENT = | £ 0134005M Upon the completion of the work under this contract, the...
P 12F . e | I" 0134006M Verify that submittals for borrow materials have been recei...
Bo13cd CIICk On a SUDdIVISlon for | O 0134007M Review and verify that all samples and mix formulas have...
b a filtered list of checks. |2 0134010M Have all as-built drawings been submitted and approved?
> | £l 0134011M Insure that shop drawing layouts have been submitted an... ||

-




The copied checks now in the Contractmatch those in the library. Any of the copied checks can
still be deleted and/or edited. The details of the checks can be changed to conform to specific
requirements of standard for the contract.

To change the details of a check, double click on it or select the check and click the Editf button.
When editing is completed, click on the Back button. To remove unwanted checks, click the
Delete button. Individual checks, multiple checks, or all checks can be removed using the
corresponding Delete action.

See examples in Copy Checks from Three Phase Inspection from another Contract.

7.6 Hazard Analysis
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The Hazard Analysis/Activity Hazard Analysis (AHA) defines the work sequence, anticipated
hazards, conditions, equipment, materials, personnel, and the control measures to be
implemented to eliminate or reduce each hazard to an acceptable level of risk and assigns a
Risk Assessment Code for each step. The USACE uses the AHA as part of a total Risk
Management Process.

As required by detailed project-specific hazards and controls must be provided in AHAs for each
DFOW. No work can begin on a DFOW until the initial AHA has been accepted by a responsible
Government Safety Representative addressing project-specific hazards and discussed with all
engaged in the activity, including the Contractor, any Subcontractor(s) performing the DFOW,
and Government Onsite Representatives at Preparatory and Initial Control Phase Meetings.

Contractors must identify each major phase of work that will be performed on the contract.
Within each major phase, all activities, tasks or DFOWs shall be identified that will require an
AHA. Before beginning each work activity, task or DFOW, Contractors must prepare the initial
AHA and assign a Risk Assessment Code (RAC) to each step that corresponds to the risk that
remains after controls have been applied (residual risk).

A NON-MANDATORY formatted outline of an AHA and an electronic version of the AHA form
can be found on the HQUSACE Safety Office Website
(https://www.usace.army.mil/Missions/Safety-and-Occupational-Health/Activity-Hazard-
Analysis/). Contractors may use other forms/formats if the information contained within is the
same.

For a detailed description and instructions on the AHA, refer to EM 385-1-1.

Click on Add to create a new AHA.



https://www.usace.army.mil/Missions/Safety-and-Occupational-Health/Activity-Hazard-Analysis/
https://www.usace.army.mil/Missions/Safety-and-Occupational-Health/Activity-Hazard-Analysis/
https://www.usace.army.mil/Missions/Safety-and-Occupational-Health/Safety-and-Health-Requirements-Manual/

&) Add &) Edit Hazard Analysis

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

Activity Hazard Analysic Approver

Enter a title for the AHA, then click on OK.

Recommendation: Title the AHA with the same title as the Feature of Work to which it
applies. Since an AHA is required for every Feature of Work, using the same title will ensure
each one is correctly matched.

RIS Acd View X
Add Activity Hazard Analysis
&= The is req to add a new Activity Hazard Analysis
Activity Hazard Analysis Title | | Enter AHA Title
oK Cancel

¥

Hazard Analysis Edit

Activity Hazard Analysis Title |AHA 001

Description

AHA - AHA 001 CONTRACTOR: Complete o Hazard Analysis document package for this work activity and submit it using this decument package manager. Refer to EM
385-1-1.
Add Title of Package
Document Edit
=

Status

Status Mot Complete

Submit for Government Review

Revision History

Revision History

Revision Date T | Acton T | Rewised By

Description: Enter a brief description of the AHA.

Feature of Work: Click on the blue box to display a list of the contract’s Features of Work. Select




the feature to which the AHA applies.

Document Packages: Select Add to attach the completed AHA form(s) and other supporting
documents to a Document Package. See the section on Document Packages for detailed
instructions on working with Document Packages. Once all documents have been signed and
added to the package, return to the AHA edit view and click on Submit for Government Review.
The Document Package Status will change to /n Review: documents will be marked ‘Ready to
Send’ when package is accepted.

Status: Clicking on the Submit for Government Review button will change the Status to /n
Review and submit any associated Document Packages that contain documents to the
Government. The AHA will no longer be available for editing.

Revision History: This will capture actions taken on the AHA in CM and GM (Submit, Return,
Accept). Select a revision entry and click the View button or double click a revision entry to open
a read-only view of the AHA before the listed action was taken.

Activity Hazard Analysis Title AHA 001
Description Description is as follows

Festureof Work
AHA - AHA 001 CONTRACTOR: Complete a Hazard Analysis document package for this work activity and submit it using this document package manager. Refer to EM
385-1-1.
| Title of Package No. ‘
f:;_'_"f‘ >][AHA - AHA 001 1 In Review; documents will be marked 'Ready to Send
Delete ‘
Status
Status In Review

A Submit revision will be added to Revision History when the Submit for
Government Review button is clicked.

Revision History

B view Revision History

| Rewision Date T | Action T | Revised By

I 9/20/2024 3:50:14 PM UTC Submit Haley Covington

Note: The Legacy Revision History button will be available to view revision history
information present on screens for AHAs created and/or edited before the release of patch
491 on July 25, 2024.

Revision History

Revision History

ction 1 | Rewvised By

I Legacy Revision History ’




7.6.1 AHA Returned for Corrections

There may be times when the Government finds reason to return a submission of an AHA.
When this happens, the Status will indicate Returned for Corrections. Before continuing, meet
with the contract's USACE Representative to find out what corrections need to be made to the
report, make the requested changes, then select the AHA and click Edit.

G Add ) Edit Hazard Analysis

Drag = column headsr and drop it hers o group by that column

Activity Hazard Analysis T | Approver

[ Returned for Corrections

¥

Hazard Analysis Edit

Activity Hazard Analysis Title AHA 001

Description | Description is as follows

AHA - AHA 001 CONTRACTOR: Complete a Hazard Analysis document package for this work activity and submit it using this document package manager. Refer to EM
385-1-1.

|mlc of Package
>| |AHA - AHA 001

Document Edit

Delete

1 Returned for Correction

I Edit the existing returned Document Package or add a new Document Package. |

Status

Status Returned for Corrections

I Submit for Government Review

Revision History

Revision History

1| Action

| > |9/25/2024 6:44:29 PM UTC Return
19/25/2024 6:44:10 PM UTC | Submit

T | Revised By

The Document Package for the returned AHA will also reflect the Returned for Corrections
status. If needed, a new Document Package can be added to make the corrections needed.

The existing Document Package can also be edited. Double click on the existing Document
Package to open. Select the existing document to be updated and click the Edit Document
button to make necessary revisions, then save it to the RMS database when prompted.

Note: The Edit Document button will only be available for certain types of MS Office
documents. If the document cannot be editing, simply add/upload the corrected document.

Additional attachments can also be added by selecting Add, if needed. Do not forget to sign
documents that require signatures.




Document Package: AHA - AHA 001

Drag and Drop
Attachment
Files Here

§Jada F)Edt ©) Delete

v Dateofthe
Document

9/20/2024 11:12:28 | AHA - AHA 001 - AHA - test - |

Primary T | Document Title Contractor Signature Status T | Government Signature Status

Not Signed
Not Signed

Inapaction checksdack J Not Sigued

9/20/2024 10:48:55 AHA - AHA 001.pdf Not Signed

Any attachments that are CUl uploaded to the RMS application should include CUI markmgs. Attachments may be used in the management of contracts and
will be stored in USACE databases. When CUI marked documents are printed or d | d and di inated CUI handling requirements should be
followed. If needed, a CUI cover sheet is available in the RMS Admin report area.

Individual File Information

Date of the Document | 9/20/2024 Signed By

Document Title AHA - AHA 001 - AHA - test - Inspection checks .docx I[ Edit Document ‘ I

Description [ View Document |

[ Save Document to File \

[] Manually signed by Contractor
Manually signed by Government

Document Package

Status: Not Complete.

CONTRACTOR: Attach documents, sign as appropriate. Package completion will be handled by the view.
Contractor Notes to Government

Complete the resubmittal process by clicking on Submit for Government Review. This action will
complete the AHA and submit all associated Document Packages that contain documents to the

Government. A new Submit revision entry will also be added to the Revision History table.

AHA - AHA 001 CONTRACTOR: Complete a Hazard Anclysis document package for this work activity and submit it using this document packoge manager. Refer to EM
385-1-1.
Add \. :
. " Edt | AHA - AHA 001 1 Returned for Correction
LWMJ
Status
Status Returned for Corrections
I[ Submit for Government Review ]I
AHA - AHA 001 commcroe Complete o Hazard Analysis document package for this work activity and submit it using this document package manager. Refer to EM
Cocument AHA - AHA 001 \| In Review; documents will be marked "Ready to Send i
Packages.
Status
I Status In Review I
Revision History
Revision History
T | Revised By
9/20/2024 4:26:12 PM UTC  Submit
" 9/20/2024 4:02:27 PM UTC  Retum |




7.7 QC Requirements
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QC Requirements is the collective term given to contract requirements for QC Tests, User
Schools, Installed Property, and Transfer Property. The Contractor is responsible for developing
complete lists of all these requirements and inputting these into RMS. The requirements are
usually found in the specifications and will require careful reading to identify the complete list of
QC Requirements.

QC Tests are numbered CT-####H. The need for specific QC Tests is identified in the
specifications. Testing requirements can usually be found in Part 3 - Execution of a
Specification. It is the Contractor’s responsibility to develop a complete list of all QC Tests and
enter it in RMS, including those required by the contract and those determined as needed to
ensure a quality product.

User Schools are numbered US-##H#H#H#. User Schools are the training or instruction that must be
delivered to the Customer on equipment or systems provided and installed as part of the
contract. As each session of the training or instruction is completed, report it on the QC Daily
Report. A USACE Representative should ensure that it was accomplished appropriately and if
not, have it repeated to comply with the contract documents. The Customer will often neglect
attending the training and then complain that none was offered. These records can protect the
staff from that situation.

Installed Property is numbered |P-#####. Installed Property is equipment that is permanently
installed/ attached to a facility. These are typically equipment that have serial numbers, require
maintenance, and are discrete entities. As Installed Property arrives at the jobsite, compare it to
approved shop drawings for conformance to the contract and record the Manufacturer, Serial
Number, and other maintenance-related information.

Transfer Property is numbered TP-####HH. Transfer property is property that “changes hands”
during the construction process. Examples include Government Furnished Property (GFP) that
is installed or used during performance of the contract. It also includes spare parts and supplies
that are furnished by the Contractor and turned over to the Government as part of the contract
requirements. It could also include equipment or materials that were deleted by contract
modification and the Government decided to retain possession rather than take monetary credit.
The Government should be preparing a DD Form 1149 transfer document to include with other
closeout documents.




7.7.1 QC Requirements Summary Screen

The list of QC Requirements corresponding to any of the types can be seen by simply clicking
anywhere in the corresponding blue tile. A filtered list of the type selected will be displayed in

the table below.

Click on Add to create a new QC Requirement. Select the type of requirement to add from the

dropdown list.

All QC Requirements QC Tests User Schools Installed Property Transfer Property
3 2 1 0 0

©)Add Z)edit @) Delete All QC Requirements

to group by that column

QC Requirement 1 | Location
| €1-00001
CT-00002

US-00001 HVAC equipment School

Select the QC
Requirement.

QC Date 1 | Completed

QCQA No. | CT-00001

o View details of the
Description

selected QC

: /4

Requirements here.

Activity ID 0001




7.7.2 Add QC Test

QC Test No. CT-00096

h-wiehll <Not Set>

Paragraph

Location ‘ Select Location from Lookup I

Performed By

Required for Activity E\le1§7 €3

Activity Start Date Lag/Lead Days 0 Requirement Needed by
Description
QC Test - CT-00096 Contractor: use this document manager to submit a document package for this QC Test Requirement to the Government for review.
Submit Add Title of Package No. Status

QC Test No.: RMS will automatically assign this number; CT for QC Test and the next number
in the QC Test sequence.

Section: Click on the blue box to select the Specification Section in which the QC Test
requirement is described. The Specification Section Lookup that appears includes all the
Specifications Sections that have been entered into RMS for the contract.

Paragraph: Enter the paragraph number in which the QC Test requirement is described.

Location: Type in a location where the test will be performed or select from the Location Lookup
list by clicking on the Select Location from Lookup button next to the field.

Performed By: Enter the person or company responsible for performing the QC Test.

Required for Activity: Click on the blue box to display the Activity Lookup list. All the activities in
the contract’s schedule will be displayed. Select the activity for which this QC Test is required.
This is a very important piece of information. Properly identifying the activity will enable RMS to
assist in ensuring activity execution is complete and all contract requirements have been
fulfiled. The Government places heavy reliance on the accuracy of this information when
reviewing requests for payment.

Activity Start Date: RMS will automatically fill in the date from the Activity Schedule.

Lag/Lead Days: Enter the number of days before (negative number) or after (positive number)
the Activity Start Date in which this QC Test will be performed.

Requirement Needed by: RMS will automatically calculate this date using the Activity Start Date
and the Lag/Lead Days entered.

Description: Enter a description of the QC Test requirement.

Document Package: When the results for a QC Test come in, upload those results into a
Document Package for submission to the Government for review. Click on Add to add a new
Document Package to use for this purpose. Once the necessary documents have been




uploaded and signed (if required), click on the Submit for Review button within the Document
Package or the Submit button outside the Document Package to submit to the Government for
review.

Click on the Back button when done.

Note: After a test has completed, the status of test (pass or failed) should be updated in an
open (draft) QC Daily Report’s QC Requirements. For more information, please see the
section 7.3.8 QC Requirements for editing QC Tests within a QC Daily Report.

7.7.3 Add User School

QC User School

User School US-00018

Paragraph

Location [ Select Location from Lookup |

Performed By

Activity Start Date Lag/Lead Days 0/ Requirement Needed by |Select a date
Description
User School - US-00018  Contractor: use this document manager to submit a document package for this User School Requirement to the Government for review.
Submit Add Title of Package No. | Status -

User School: RMS will automatically assign this number; US for User School and the next
number in the User School sequence.

Section: Click on the blue box to select the Specification Section in which the User School
requirement is described. The Specification Section Lookup that appears includes all the
Specifications Sections that have been entered into RMS for the contract.

Paragraph: Enter the paragraph number in which the User School requirement is described.

Location: Type in a location where the equipment for which the training applies is located or
select from the Location Lookup list by clicking on the Select Location from Lookup button next
to the field.

Performed By: Enter the person or company responsible for performing the training.

Required for Activity: Click on the blue box to display the Activity Lookup list. All the activities in
the schedule will be displayed. Select the activity for which this User Training is required. This is
a very important piece of information. Properly identifying the activity will enable RMS to assist
with ensuring activity execution is complete and all contract requirements have been fulfilled.
The Government places heavy reliance on the accuracy of this information when reviewing
requests for payment.

Activity Start Date: RMS will automatically fill in the date from the Activity Schedule.




Lag/Lead Days: Enter the number of days before (negative number) or after (positive number)
the Activity Start Date in which this User Training will be performed.

Requirement Needed by: RMS will automatically calculate this date using the Activity Start Date
and the Lag/Lead Days entered.

Description: Enter a description of the User School requirement.

Document Package: If supporting documents need to be added, click on Add to add a new
Document Package to use for this purpose. Once the necessary documents have uploaded,
click on the Submit for Review button within the Document Package or the Submit button
outside the Document Package to submit to the Government for review.

Click on the Back button when done.

7.7.4 Add Installed Property

QC Installed Property

Installed No. IP-00016

Section B G184

Paragraph

Location ‘ Select Location from Lookup |

Performed By

Required for Activity B8 83
Activity Start Date Lag/Lead Days 0 Requirement Needed by | Select a date

Description

Unit Cost $0.00
Capacity: BTU, CFM, Volts etc...

E 4

Installed Property - Contractor: use this document manager to submit a document package for this Installed Property Requirement to the Government for review.
1P-00016

Submit Add Title of Package No Status
Edit

Installed No.: RMS will automatically assign this number; IP for Installed Property and the next
number in the Installed Property sequence.

Section: Click on the blue box to select the Specification Section in which the Installed Property
requirement is described. The Specification Section Lookup that appears includes all the
Specifications Sections that have been entered into RMS for the contract.

Paragraph: Enter the paragraph number in which the Installed Property requirement is
described.

Location: Type in a location where the Installed Property is located or select from the Location
Lookup list by clicking on the Select Location from Lookup button next to the field.

Performed By: Enter the person or company responsible for installing the item(s).




Required for Activity: Click on the blue box to display the Activity Lookup list. All the activities in
the schedule will be displayed. Select the activity for which this Installed Property is associated.
This is a very important piece of information. Properly identifying the activity will allow RMS to
assist with ensuring activity execution is complete and all contract requirements have been
fulfilled. The Government places heavy reliance on the accuracy of this information when
reviewing requests for payment.

Activity Start Date: RMS will automatically fill in the date from the Activity Schedule.

Lag/Lead Days: Enter the number of days before (negative number) or after (positive number)
the Activity Start Date in which this User Training will be performed.

Requirement Needed by: RMS will automatically calculate this date using the Activity Start Date
and the Lag/Lead Days entered.

Description: Enter a description of the Installed Property requirement.

Unit Type: This is the unit of measure associated with this Installed Property item. Click on the
blue box to select from the CLIN Unit of Measure Lookup table.

Unit Cost: Enter the cost per unit for this Installed Property item.

Capacity: Enter size and performance characteristics associated with this Installed Property.
Provide sufficient information for the User to obtain correctly sized replacements if needed.

Document Package: If supporting documents need to be added, click on Add to add a new
Document Package to use for this purpose. Once the necessary documents have been
uploaded, click on the Submit for Review button within the Document Package or the Submit
button outside the Document Package to submit to the Government for review.

Click on the Back button when done.




7.7.5 Add Transfer Property

QC Transfer Property

Transfer No. TP-00003
secton
Paragraph
Location [ Select Location from Lookup ‘
Performed By
Required for Activiy
Activity Start Date Lag/Lead Days 0 Requirement Needed by
Description
Transfer Property From Transfer Property To Transfer Property Type
Unit Cost $0.00
Total Units 0 Transfer Units 0 Remaining Units 0
Transfer Property - Contractor: use this document manager to submit a document package for this Transfer Property Requil to the for review.
TP-00003
| -
mit . Title of Package No. | Status
Delete

Transfer No.: RMS will automatically assign this number; TP for Transfer Property and the next
number in the Transfer Property sequence.

Section: Click on the blue box to select the Specification Section in which the Transfer Property
requirement is described. The Specification Section Lookup that appears includes all the
Specifications Sections that have been entered into RMS for the contract.

Paragraph: Enter the paragraph number in which the Transfer Property requirement is
described.

Location: Type in a location where the Transfer Property is located or select from the Location
Lookup list by clicking on the Select Location from Lookup button next to the field.

Performed By: Enter the person or company responsible for transferring the item(s).

Required for Activity: Click on the blue box to display the Activity Lookup list. All the activities in
the schedule will be displayed. Select the activity for which this Transfer Property is associated.
This is a very important piece of information. Properly identifying the activity will allow RMS to
assist with ensuring activity execution is complete and all contract requirements have been
fulfilled. The Government places heavy reliance on the accuracy of this information when
reviewing requests for payment.

Activity Start Date: RMS will automatically fill in the date from the Activity Schedule.

Lag/Lead Days: Enter the number of days before (negative number) or after (positive number)
the Activity Start Date in which this User Training will be performed.

Requirement Needed by: RMS will automatically calculate this date using the Activity Start Date
and the Lag/Lead Days entered.

Description: Enter a description of the Installed Property requirement.




Transfer Property From: Enter the entity that currently has possession of the item(s).
Transfer Property To: Enter the entity to which the item(s) will be transferred.

Transfer Property Type: Enter the type of property to transfer, e.g., spare parts, deleted
material, GFM, etc.

Unit Type: This is the unit of measure associated with this Transfer Property item. Click on the
blue box to select from the CLIN Unit of Measure Lookup table.

Unit Cost: Enter the cost per unit for this Transfer Property item.
Total Units: Enter the total number of units that are required to be transferred.

Transfer Units: If the transfer is to take place incrementally, enter the number of units to be
transferred under this record.

Remaining Units: If the transfer is to take place incrementally, enter the remaining number of
units to be transferred under another record(s). The sum of Transfer Units + Remaining Units =
Total Units.

Document Package: If supporting documents need to be added, click on Add to add a new
Document Package to use for this purpose. Once the necessary documents have been
uploaded, click on the Submit for Review button within the Document Package or the Submit
button outside the Document Package to submit to the Government for review.

Click on the Back button when done.

7.8 Equipment Checks
= O T T T T e

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 Definabla 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, Instalied Listing of Equipment used, or anticipated to be Listing of Dredging Equipment used, or
prepared for epch hazardous activity.

Property. and Transfer Property: wused on the jobsite. anticipated to be used.

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

All equipment that requires a mechanic’s inspection should be identified in this section. There
are multiple benefits to entering this equipment and associated information in RMS, especially if
any delays result in claims against the Government. By identifying equipment, RMS can assist
with keeping track of inspection dates, usage, and other information, including safety.

Do not use this module to enter information on Dredges. Use the QC | Dredging Equipment
module for that purpose.

Click on Add to create a new Equipment Check.




(| ©)add Z)Edit ) Delete Equipment Checks

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

:Egulpment T | Make 8 Model | Serial No. T'| Description T iiq:::::rnent T :‘:Stecled
[Hitachi and EX300LC | 15M-11546 TRACK HOE (EX300LC) Yes 02/12/2013
00000023 Peterson and 470b 29B-122-1TT1 Horizontal Chipper Yes 02/12/2013
00000024 Bobcat and T180 01602 BOBCAT (t180) - Grimberg Yes 02/15/2013
00000025 Allied Trailer E00217503 Allied construction Trailer 40° Yes 02/28/2013
00000026 Allied Trailer 40 foot se. V23157 Allied Trailer 40 foot sea-conatiner (Singleton Electric) Yes 03/15/2013
00000027 Genie G51930 076114 Genie GS 1930 Scissor Lift Yes 03/19/2013
00000028 Genie GS 1930 Scissor | 076118 Genie GS 1930 Scissor Lift Yes 03/19/2013

Equipment ID 00000022 Last Reinspection | Select a date

Description TRACK HOE (Ex300Lc) | View details of the
Notes selected equipment
here.
E 4

Enter the equipment’s Serial Number/Vehicle Identification Number and a brief description of
the equipment (75-character limit), then click on OK.

Note: Serial No. is a unique number and RMS will not allow for it be entered twice.

Rivis Aod View X

Add Equipment Check

]
&= The following information is required to add a new Equipment Check

Serial Mo
Description
1 Ok || Cancel
—
Equipment Check
Equipment ID 00000064 Serial No. | 123456
Make & Model

Description |Test equipment

Initial Inspection |Select 3 date Last Day On Site |Select a date i3

Last Reinspection | Select 2 date Equipment is safe

Autharized Hours

Hours Run Since Last Inspection

o Lo | ||

Remaining Hours Authorized

Notes

E 1

Equipment ID: As added, equipment is automatically numbered sequentially by RMS.

Serial No: Enter the equipment’s unique identification number that will distinguish it from all
other similar equipment. This may be the equipment’s VIN or a company-assigned identification
number.




Make & Model: Enter the equipment’s make and model.

Description: Enter a brief description of the equipment (75-character limit).
Initial Inspection: Enter the date on which the equipment was first inspected for this contract.
Last Reinspection: Enter the date on which the equipment was last inspected for this contract.

Last Day on Site: Enter the date on which the equipment was last present at the worksite, i.e.,
the date on which it was removed from the worksite.

Equipment is safe: Check this box if the equipment is safe to use for its intended purpose. Do
not falsely check this box if there is any defect that could be considered a safety concern.

Authorized Hours: Enter the number of hours which the equipment can be safely used before it
must be inspected again.

Hours Run Since Last Inspection: The number of hours that the equipment is used is entered on
the QC Daily Report. RMS will maintain a running total here based on the hours logged on the
QC Daily Report since the last reported inspection date.

Remaining Hours Authorized: This number is automatically calculated by RMS using usage
information logged on the QC Daily Reports. It is the difference between Authorized Hours and
Hours Run Since Last Inspection.

Note: Enter any other information related to the equipment.

Note: This data entry screen can also be accessed through QC Daily Report when logging
equipment usage hours.

Click on the Back button when done.

7.9 Dredging Equipment
= O T T T e

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 GC Reports. Listing of Definable Features af Work to be used A tabulation of DFOW and the number of Checks
F O — 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 Licting of Dredging Equipment used, or
prepared for each hazardous activiy: Property, and Transfer Property. used on the jobsite. anticipated to be used.

Exposure Hours

Compilation of all contractor and subcontractor
hours of work to comply with OSHA.

Use this module to enter information on equipment used to perform dredging. A Dredge is any
device, machine, or vessel that is used to excavate and remove material from the bottom of a
body of water. Scows, barges, and other vessels that are not used to excavate and remove
material from the bottom of a body of water are referred to as Attendant Plants. Do not enter
Attendant Plants into this module. Attendant Plant information is entered on the daily Dredging

Reports.

If the contract includes dredging but shows the following message below when trying to access
the Dredging Equipment module, ask the contract's USACE Representative to modify the
Contract Setup to include dredging.




Module Unavailable

This contract is not setup for dredging. The setup for
dredging is in Contract Setup.

Click on OK to continue.

Select Add, then select from the drop down.

§) add Dredging Equipment

Add Bucket/Pipeline Dredgew
ff that column
Add Hopper Dredge |\
Add Sidecaster Dredge T | Equipment Name
[Hopper Dredge DREDGEKING 08/31/2017
_|Bucket,’Pipe1ine Dredge DREDGEMONSTER 07/01/2017
|Bucket/P1peIine Dredge DREDGERSON 04/01/2017

v | Date of + B

T | Date of Mobilization Demobilization

7.9.1 Add Bucket/Pipeline Dredge

Enter the name and type of equipment, then click on OK.

RS Add View

Add Dredge Equipment

g The following information is required to add a new Dredge Equipment

Equipment Name and Type | Test Bucket/Pipeline Dredge

1 QK ] ‘ Cancel

Bucket/Pipeline Dredge

Mobilized | Select a date @
Dredge Name | Test Bucket/Pipeline Dredge Demobilized |Select a date

Dredge Capacity 0 . Bucket Size 0
Enter dredge equipment data
Pump HP 0 . Bucket HP [
Shifts Per Day 0

Days Per Week 0




Mobilized: Enter the date on which the Dredging Equipment arrived at the worksite.

Dredge Name: Enter a name by which to identify this Dredging Equipment. The name entered
when initially adding the equipment to the contract will carry forward and show here. The name
can still be changed in this screen. However, once its use starts to get logged on the daily
Dredging Reports, do not change the name.

Demobilized: Enter the date on which the Dredging Equipment was removed from the worksite.
Dredge Equipment Data: Enter equipment size/capacity in cubic yards.

Shifts Per Day: Enter the number of shifts in which the Dredging Equipment is operating each
day.

Days Per Week: Enter the number of days per week in which the Dredging Equipment is
operating.

Click on the Back button when done.

7.9.2 Add Hopper Dredge

Enter the name and type of equipment, then click on OK.

RiviS-Add View X

Add Dredge Equipment

E The following information is required to add a new Dredge Equipment

Equipment Name and Type | Test Hopper Dredge

Dredging Equipment

Hopper Dredge

Mobilized | Select a date

Dredge Name |Test Hopper Dredge Demobilized
Dredge Capacity 0 Aver. Bin H20 Volume 0 Aver. Unfilled Capacity 1]

Shifts Per Day 3 v

Days Per Week 3 Enter dredge equipment data.

Mobilized: Enter the date on which the Dredging Equipment arrived at the worksite.

Dredge Name: Enter a name by which to identify this Dredging Equipment. The name entered
when initially adding the equipment to the contract will carry forward and show here. The name
can still be changed in this screen. However, once its use starts to get logged on the daily
Dredging Reports, do not change the name.

Demobilized: Enter the date on which the Dredging Equipment was removed from the worksite.

Dredge Equipment Data: Enter equipment size/capacity in cubic yards.




Shifts Per Day: Enter the number of shifts in which the Dredging Equipment is operating each
day.

Days Per Week: Enter the number of days per week in which the Dredging Equipment is
operating.

Click on the Back button when done.

7.9.3 Add Sidecaster Dredge

Enter the name and type of equipment, then click on OK.

RivS-Add View X

Add Dredge Equipment

E The following infor ion is required to add a new Dredge Equipment

Equipment Name and Type | Test Sidecaster Dredge

1 K I cancel |

¥

Dredging Equipment

Sidecaster Dredge
Maobilized | Select a date
Dredge Name | Test Sidecaster Dredge Demobilized | Select a date
Shifts Per Day 3

Days Per Week 6

Mobilized: Enter the date on which the Dredging Equipment arrived at the worksite.

Dredge Name: Enter a name by which to identify this Dredging Equipment. The name entered
when initially adding the equipment to the contract will carry forward and show here. The name
can still be changed in this screen. However, once its use starts to get logged on the daily
Dredging Reports, do not change the name.

Demobilized: Enter the date on which the Dredging Equipment was removed from the worksite.

Shifts Per Day: Enter the number of shifts in which the Dredging Equipment is operating each
day.

Days Per Week: Enter the number of days per week in which the Dredging Equipment is
operating.

Click on the Back button when done.




7.10 Exposure Hours
= T T T Y ey

QC Summary QC Daily Reports Features of Work Three Phase Inspections
A roli-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 ro 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 Schoots, Instalied 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
hours of work to comply with OSHA.

Exposure Hours are the number of paid duty hours of all Prime and Subcontractor employees
while at the worksite. Unpaid hours count as exposure when employees are quartered onsite.
The Contractor is required to submit a monthly report of the Exposure Hours starting from
Notice to Proceed (NTP) until the Actual Completion Date. This requirement should be included
in the contract’s safety specification. The months the Exposure Hours will be displayed start on
the month of the NTP milestone actual date and will end the month of the Physical Completion
milestone actual date.

RMS will create a line for each month on the first day of the subsequent month. A month’s
report cannot be completed until the first day of the following month.

To enter and complete a report, select the month, and click on Edit.

Exposure Hours

T | Hours To Date T | Hours Year T | Hours Month T | QC Daily Labor Hours Status Text

0 0 0 0 Accepted by Government
232 232 232 232| Accepted by Government
515 515 283 283| In Review by Government
1038 1038 523 522.50| In Review by Government
3257 3257 2219 2219.50| In Review by Government

3257 3257 0 3975.00 Mot Completed

3257 0 0/ Not Completed

o]

The Exposure Hour Input Table lists the Prime and all Subcontractors that have been added to
the contract. The options of manually inputting the Exposure Hours for each Contractor on the
list or copying the hours that were logged in the QC Daily Reports are available. See the section
on Labor Hours in the QC Daily Report.

Note: The QC Daily Labor Hours are shown for convenience, and the values in the Hours
Month column are most important for submitting the Exposure Hours.




D Exposure Report

Exposure Hours for July, 2024 :l #)boot [5) Copy
Drag a column header and drop it here to group by that column

Contractor il

Code T | Contractor Full Name T | Pime / Subcontractor T | Exposure Hours Total to Date T | Exposure Hours for the Year T | Hours for T
the Month
|PrIM Prime 16 0
JI 1234 Sub Contractor for Training Subcontractor . 0
‘[ABDC Testing Subcontractor Subcontractor Ma n u al I y | n put 0 0
> [sue Sub Test Contractor Subcontractor hours here 0 0
[ Totals:‘ 81 81 (1]
Subminzl I
Govt Remarks

Exposure Hours for Jul -  CONTRACTOR: Complete a document package for the Exposure Hours package and submit it using this document package manager.
2024

Document
Packages

[] Completed - Ready to send to the Government

Revision History

Revision History

Revision Date T | Action T |Revised By

Note: Revision history can be found at the bottom of the screen in the Revision History
table. This will capture actions taken in the Exposure Hours in CM and GM (Submit, Return,
Accept). Select a revision entry and click the View button or double click a revision entry to
open a read-only view of the Exposure Hours before the listed action was taken.

Select Copy to transfer all the labor hours for the selected month to the Exposure Hours Table.

Note: That RMS will not perform the copy when there are incomplete QC Daily Reports.
Return to the identified reports and complete the reports before continuing. Copied hours
can still be manually edited.




The following QC Daily Reports have not been
completed.

05/16/2023

These QC reports must be pleted before copying
the labor hours.

Do you want to copy the labor hours from the daily QC
Reports for the month of May, 2023?

Click on YES to
continue or NO to
cancel.

o]

If there are other documents to support the Exposure Report, add the documents to the
Document Package before submitting. Type in the name of the user submitting the report, then
check the Completed—Ready to send to the Government checkbox.

Exposure Hours for Jul - CONTRACTOR: Complete a document package for the Exposure Hours package and submit it using this document package manager.
2024

Title of Package

Edit
Packages

?
e

[] Completed - Ready to send to the Government

This action will generate the Exposure Report and present a prompt for completing the report
with or without digital signature. Click Yes to digitally sign and submit the report to the
Government. Click /No to complete and submit the report to the Government without digitally
signing. Click on Cancel to return to the Exposure Hours screen.

Exposure Hours Submission X:

This will complete the Exposure Hours and submit it to the government.

‘Yes', to digitally sign the Exposure Report and complete.
‘No’, to complete the process without digitally signing.
‘Cancel’, to return to the view without completion or signing.




If Yes is clicked, the signing process for the Exposure Report will be initiated. After signing is
complete, the Exposure Hours and all associated Document Packages that contain documents
will be submitted to the Government. A Submit revision entry will also be added to the Revision
History table.

5 Exposure Report

—

Exposure Hours for July, 2024

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

T | Contractor Full Name T | Pnme / Subcontractor T Exposure Hours Total to Date X Exposure Hours for the Year T | Hours for L
the Month

Prime 16 16 0
Sub Contractor for Training Subcontractor 65 65 0
Testing Subcontractor Subcontractor 0 0 0
Sub Test Contractor Subcontractor 0 0 0
| | "
J Totals: 81 81 1] |
Submitter Test User
Govt Remarks
Exposure Hours for Jul -  CONTRACTOR: Complete a document package for the Exposure Hours package and submit it using this document package manager.
2024
Title of Package
Document Edit > - 2024 1 iew: ill "
s - Exposure Hours for Jul - 202 In Review; documents will be marked ‘Ready to Send
/' Completed - Ready to send to the Government
Revision History
[ view Revision History
|REvi5mn Date T |Action T | Revised By
>419/20/2024 5:00:20 PM UTC  Submit

Note: Draft documents are not visible to the Government until completed. That means, the
Government cannot see Contractor documents that are in a draft state, and the Contractor
cannot see Government documents that are in a draft state until the documents are marked
complete.

7.10.1 Exposure Report Returned for Corrections

There may be times when the Government finds reason to return an Exposure Report. When
this happens, the Exposure Hours Status Text will indicate Not Completed. Within the Exposure
Hours screen, the Document Package will reflect the Retfurned for Corrections status, and a
new Return revision entry will be included in the Revision History table.

Before continuing, meet with the contract's USACE Representative to find out what corrections
need to be made to the report, make the requested changes, and check Completed—Ready to
send to the Government.




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

Year Month Date T | Hours To Date Hours Year T | Hours Month Y| QC Daily Labor Hours 1| Status Text

=
{ot Completed -

06/01/2024 07 Not Comoleted

Exposure Hours for Jul - CONTRACTOR: Complete a document package for the Exposure Hours package and submit it using this document package manager.
2024

Title of Package

Oocummart ' > L Exposure Hours for Jul - 2024 1 Returned for Correction

Package

I [] Completed - Ready to send to the Government I & Returned for corrections on 09/20/2024 =

Revision History

| > Jl9/20/2024 5:14:47 PM UTC _Return
| 1972072024 5:00:20 PM UTC | Submit

In the submission prompt, click Yes to digitally sign and submit the report to the Government.
Click No to complete and submit the report to the Government without digitally signing.

Exposure bours Submission X

I This will complete the Exposure Hours and submit it to the government.

‘Yes', to digitally sign the Exp Report and complete.
‘No’, to complete the process without digitally signing.

‘Cancel’, to return to the view without completion or signing.

| Ve | | o]

Recommendation: Do not delay in submitting monthly exposure numbers. Discuss the
Submittal timeline with the contract’'s USACE Representative. There is a deadline for
submitting these numbers to the Safety Office. Failure to make timely submittals could result
in up to 10% retainage from the associated Progress Payment request.




8.0 SUBMITTALS

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

Use of RMS to manage the Submittal process is mandated by ER 415-1-10 Contractor
Submittal Procedures and the contract. The RMS Submittals module was designed around the
Corps of Engineers Submittals Procedures; therefore, using the tools provided in RMS is the
best way to ensure effective and efficient management of Submittals and compliance with the
contract’s Specification Section 01 33 00, Submittal Procedures. The contract's QC Plan should
reflect the use of RMS in the submission, tracking and review of submittals.

8.1 Overview

Submittals include all preconstruction documentation, shop drawings, product data, samples,
letters of certification, tests, plans, and other engineering information that may be required for
Quality Control and Quality Assurance. Control of the quality of materials and equipment as well
as compliance with the overall contract requirements require timely review, testing, and other
evaluations.

All required submittals must be prepared and processed in time to allow effective evaluation,
approval, procurement, and delivery prior to the Preparatory Phase of the Three Phase Control
Process for the work to be performed. This processing must be completed successfully before
the item is needed in the construction process.

Submittals must be prepared in time to allow the Quality Control organization to review and
certify or as required, order corrections of submittal materials prior to providing the submittal to
the Government.

The information accessed from the Submittals tab are:

Specification Sections: Use this selection to manage the list of Specification Sections included
in the contract.

Submittal Register: The Submittal Register lists the materials, products, and items for each
submittal, as well as the section and paragraph number where the Submittal Requirement is
located and any required approvals. This area is used to track the status and history of all
submittal items in the Submittal Register.

Transmittal Log: Create and track the transmittal of the submittals in this area.

Submittal Assignments: This selection may be used to assign an activity to a submittal item,
individually or in batch.



https://www.publications.usace.army.mil/USACE-Publications/Engineer-Regulations/?udt_43546_param_page=12
https://www.publications.usace.army.mil/USACE-Publications/Engineer-Regulations/?udt_43546_param_page=12

8.2 Specification Sections

8.2.1 Import from a Specsintact file
e T O T T I e ey

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

This is not a selection on the dropdown Add list. However, this is the easiest method for adding
the Specification Sections table to RMS. If the contract is Design-Bid-Build, it is very likely that
the Designer developed the specifications for the contract using Specsintact. Check with the
contract's USACE Representative. When Specsintact is used, specifications can be imported
into the Submittal Register using the Import Submittal Register — Specsintact module.
Performing an import in this module will simultaneously populate the Specification Sections
module with all the section numbers that were prepared in Specsintact. However, the titles of
the sections must still be manually entered.

If the contract is Design-Build, and the Designer used Specsintact to develop the specifications
for the contract, this table will populate when the Submittal Register is imported.

When there are additional Specification Sections not present in the import file, the Manually
Add New Section option can be used to add to the sections that were imported.

If Specsintact is not available, then use a specially formatted Excel template file via the
Import/Export | Import Submittal Register — Excel module.

Note: If an import is performed after some sections are manually entered, RMS will not
duplicate entries that are exact matches. Both spacing and capitalization must match to
avoid duplication. If duplicates occur, make sure to delete the manually added entry. Do not
delete the entry that came from the Specsintact file because that is the version that is linked
to the Submittal Register item.

All the Specification Sections included in the contract should be listed here. Sections may be
added through manual entry, individual or total selection from one of MasterFormat libraries
included in RMS, import from a Specsintact file, or any combination of these.

If using a method other than importing, start by selecting Add.

Specification Sections

Procurement and Contracting Requirements
Project Title Page

Certifications Page
|00 0107 Seals Page

|00 0110 Table of Contents
|00 0115 List of Drawings
000120 List of Schedules




Enter the Specification Section number and Name exactly as shown in contract documents.
Click OK, then the Back button. Continue doing this until all the Specification Sections are

8.2.2 Manually Add New Section

included in the table.

RIS Aaod View

5 The following information is required to add a new Specification Section

X

Add Specification Section

Section (0145001510

Name |Resident Management System Contractor Mode (RMS CM)

I OK I| Cancel |

Use this library when the Specification Section numbers follow the MasterFormat 1995 format.
Place a checkmark on all sections that are in the contract, then click OK. If the contract includes
additional sections that are not found in this library, manually type those in to add. See

8.2.3 Select Sections from MasterFormat 1995 Library

Manually Add New Section. If titles from the library do not match exactly, select E£dit to revise

the name in the table.

Reswdent Management System P

f'={.,l Specification Section Lookup

Masterformat 1995 Library Specifications

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

| @ | Section T Name
Eitum-Stabilized Base, Subbase/Subgrade
| Cl 02239 Portland Cement-Stabilized Base/Subbase

| O 02240 Lime-Stabilized Base, Subbase, Subgrade |

| ¥ 02241 Aggregate Base Course |

| Ll 02242 Bituminous Base Course |

| @) 02243 Drainage Layer [

| O | 02250 Fills and Subgrade Preparation

| L 02251 Foundation Drilling and Grouting -

[ oK ] [ cancel




8.2.4 Select Sections from MasterFormat 2004 Library

Use this library when the Specification Section numbers follow the MasterFormat 2004 format.
Place a checkmark on all sections that are in the contract, then click OK. If the contract includes
additional sections that are not found in this library, manually type those in to add. See
Manually Add New Section. If titles from the library do not match exactly, Select Edit to revise

the Name in the table.

Rssicent Management System -

@ Specification Section Lookup

Masterformat 2004 Library Specifications

Drag » colomn hesder and drop @ Rene bo group by that column

O 32111313 Lime-Treated Subgrades
| 32111318 Bituminous-Treated Subgrades
|E 321118 [BASE COURSE FOR RIGIDI AND 1ISUBBASES FOR FLEXIBLE] PAVING
O] 32111613 SAMD-CLAY [BASE] [SUBBASE] COURSE
0] 32111606 [BASE COURSE FOR RIGID [AND SUBBASE COURSE FOR FLEXIBLE] [SUBBASE COURKE F
£ 32112313 Sand-Clay Base Courses
|& 22nnn Base Course Drainage Layers
B 321124 GRADED CRUSHED AGGREGATE BASE COURSE FOR [PEAVIOUS][FLEXIBLE] PAVEMENT =
|@ 321126 BITUMINOLUS BASE COURSE
3211 2613 Plarit Mix Asphaltic Base Courses
Y 32 112606 BITUMINOLS OONCRETE BASE COURSE
(B 3311269 Bituminous-Stabidized Base Cowrsas -|

1 -

8.2.5 Select Sections from MasterFormat 2014 Library

Use this library when the Specification Section numbers follow the MasterFormat 2014 format.
Place a checkmark on all sections that are in the contract, then click OK. If the contract includes
additional sections that are not found in this library, manually type those in to add. See how to
Manually Add New Section. If titles from the library do not match exactly, select E£dit to revise

the name in the table.

Resident Management System .

=4
é Lookup

Masterformat 2014 Library Specifications

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

T Name

|2 32121 ASPHALT PAVING

| £ 321223 IMPRINTED ASPHALT

i £ 321213 CONCRETE PAVING

| 321216 DECORATIVE CONCRETE PAVING

| I 321373 CONCRETE PAVIMNG JOINT SEALANTS =
100 321400 UNIT PAVING =

= o




8.2.6 Select Sections from MasterFormat 2016 Library

Use this library when the Specification Section numbers follow the MasterFormat 2016 format.
Place a checkmark on all sections that are in the contract, then click OK. If the contract includes
additional sections that are not found in this library, manually type those in to add. See how to
Manually Add New Section. If titles from the library do not match exactly, select Edii to revise
the name in the table.

Masterformat 2016 Library Specifications

Drag a column header and drop i here to group by that column
L
> | 000000 PROCUREMENT AND CONTRACTING

£ 000101 PROJECT TITLE PAGE

£ 000103 PROJECT DIRECTORY

£l 000105 CERTIFICATIONS PAGE

/| 000107 SEALS PAGE

£ 000110 TABLE OF CONTENTS

L 000115 LIST OF DRAWING SHEETS

£ 000120 LIST OF SCHEDULES

/| 001000 SOLICITATION

£ 001100 ADVERTISEMENTS AND INVITATIONS

£ o013 ADVERTISEMENT FOR BIDS

O 001115 ADVERTISEMENT FOR PREQUALIFICATION OF BIDDERS

Sl

8.3 Submittal Register
mmm

Submittal Register Transmittal Log Submittal Assignments
Required Submittal itemns to be provided by Record of Submittal items transmitted for Assign reviewer, review period and activities to
Controctor. Government review or information. submirtol items.

Contracts that include Specification Section 01 33 00 Submittal Procedures, or equivalent,
require that the Contractor be responsible for maintaining and updating the Submittal Register
throughout the duration of the contract.

The Submittal Register, also referred to as ENG Form 4288, consists of items identified in the
contract’s Specifications and drawings that the Designer has determined are necessary to
adequately describe the work. These items are primarily found in the Submittals paragraph in
each Specification Section. However, the items listed there may not be all-inclusive. It is
important to carefully read all Specifications and drawings to identify all the Submittal
Requirements. Additional items that were not on the original Submittal Register may need to be
added. The Submittal Register is a living document. Do not hesitate to add to it as the contract
progresses.

In most cases on Design-Bid-Build type contracts, the contract's USACE Representative will
provide an electronic copy of the Submittal Register provided at the end of section 01 33 00.
Contact the contract’'s USACE Representative to obtain the file to import or request the file
import. Every office may have its own procedure, follow the directions of the contract's USACE
Representative.

When a Specsintact file is not available, such as in (1) Design-Build contracts where the
Contractor is responsible for the Design and thus the Submittal Register or (2) in simplified
Designs with specifications that reside within the drawings, the Submittal Register can be
created manually or by importing a specially-formatted spreadsheet (see Import/Export |
Import Submittals).




Go to Confract Reports | Submit | Submittal Register ENG 4288 to obtain a hard copy print
out.

8.3.1 Building the Submittal Register

The screen consists of 3 main parts: 1) Colored blocks for filtering the Submittal Register, 2) the
list of Submittal Register Items, and 3) the Transmittal history of a submittal item.

To pare down the items shown in the
When there is more than one table, click on the box corresponding to
Submittal Register, click on this the subset with the desired status and
box to toggle between registers. 0 due date.

Submittal Register
Al Due >7 days Due <=7 days Overdue

Register 01-Main Register Outstanding Items - KTR Action Required m ‘ ‘
Items In Review - GOVT Action Required ‘ ‘ ‘ _
_Completed Items -

\ v J
Filter registers by

This number represents the total
number of items in the selected
register. Click on this box to see

ALL submittals. 9

©)add #)edit ©) Delete & Grid Edit All Submittal Items

Click to select another Register

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

o - — Qc QA
57 4l SD T D L f e ) | T | Date O T
, Item No SD No Description Date In Code Date Out p——

> 0080000006 1 01 Q. Equipment, and Material Report Qutstanding
| 0080000006 2 01 ipment Report 03/21/2023 A Complete
/|00 8000.0006 3 01 aterial/Equipment Qutstanding

/|00 80 00.0046 Qutstarijng

Jloosog

Columns filled as items are
submitted.

||00 80 00.0npE
/|00 80 00.00 06
/|00 8000.0006 12 07
008000.0006 13 07

Construction
- CONTAINING MATERIAL (ACM)

(3)

Show Government Remarks Transmittal History

Qutstanding
Qutstanding
Qutstandina v

+ Received by

- T | QA Code T | Sent to Contractor
Government

Transmittal No. T | Variation T | QC Code

Transmittal history of the selected item displays here.

When there is a need to maintain more than one Submittal Register in the contract, inform the
contract’'s USACE Representative. The setting for this feature is controlled in RMS/GM Contract
Setup module. Provide the name of the other register(s).

Click on Add to manually add submittal items that were not in the Specsintact file. This will open
a lookup table that includes all the Specification Sections entered in the Submittals |
Specific Sections module. Select the section for which to add the submittal item that needs to

be added, then click on Next. Enter the desired numbers in the subsequent data box, then click




on Finish.

Section to Add New Submittal Item X | ) export

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

| |13090 X-Ray Shielding
| ||15569 Wtr & Steam Htg; Oil/Gas/Both,0-20 MBTUH
08590 Wood Windows - Repair and Rehabilitation
| |loge12 Wood Windows - Repair and Rehabilitation
| > |[os&10 [Wood Windows
08550 Wood Windows
| |53 Wet Chemical Fire Extinguishing System
L 13965 Wet Chemical Fire Extinguishing System
nenan Waldina Chaurtiieal i

[ < Back || Next > ” Cancel |

RMS3 automatically inserts
the next number in sequence.
Assign Item Number for new Submittal itejHOWever, the number can be

cection [08610 |manually changed if desired.
Item Number 1

Item Number Extension

Defaults to "0" but may be used as needed
to differentiate parts of the same item.

|
[tem Number: When there are more than one items for the same section number, RMS wiill

automatically increment the ltem Number field.

Item Number Extension: Extension will not tie items together and does not work as a
resubmittal.

After clicking the Finish button, users will be taken to the submittal item edit view as seen below.

Submittal Item

L INGE 08610 - Wood Windows

=3

Item No.

Description |\Window Framing

Required for Activity JNIDRRTVIERVER LTS L

Paragraph 1.3 Drawing
Start Date | 1/7/2021 Submittal need dates based on Activity Start Date
Lag(+)/Lead(-} -5 Days Materials must be delivered by 01/02/2021 to be available 5 days before work starts
Procurement Pericd 10| Days Approval must be completed by 12/23/2020 to allow for 10 day procurement
Days to Review 21 Days Contractor must submit item by 12/02/2020 to allow 21 day government review

Classification | GA - Government Approval - Submittal Type JZERF.UN (M5
Primary Contractor Reviewer YISl Office Name:




Resident Management System et e X

i

Activity Lookup

Pay Activities

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

Activity # T | Description
[ 1234 SY CUN 0005 $9,000.00 |
=
Jo012 Post Borrow Area Survey 0004 $35.00
[12346 NT CLIN 0007 $10,020.00
 hass CYCLIN 0006 $15,000.00

[ oK I [ Cancel ‘ l Clear Selection ‘

Description: Enter a brief description of the item (40-character limit.)

Required for Activity: This is probably the most important piece of information attached to the
item. The schedule dates associated with the activity are used to calculate the dates for the
Submittal Register. Click on the blue box to open the Activity Lookup table. All Pay Activities will
be displayed. Select the activity to which this item is most closely related or affected by, then
click on OK.

Paragraph: Enter the Specification Section paragraph number which describes the requirement
for this item.

Drawing: Enter the drawing sheet number which describes the requirement for this item.

Start Date: There are two ways this start date can be entered, manually or automatically. If
setup to automatically populate from the Activity Schedule, RMS will automatically populate this
date with the Activity Start Date of the activity that was selected above. All the schedule dates
associated with this item use this date to calculate the dates for the Submittal Register. If the
date columns in the Submittal Register are blank, return to the submittal item and identify the
activity with which it is associated. If the contract is setup for manual entry, the date field will be
editable by the users.

Note: Check with the contract’'s USACE Representative for how to set this date when
manual entry is allowed.

Lag(+)/Lead(-): Enter the number of days after (positive number) or before (negative number)
the Activity Start Date by which this item must be delivered.

Procurement Period: Enter the number of days it will take to obtain the item once
ordered/requested.

Days to Review: The Government typically requires a minimum of 30 days to review. This value
should already have been input by the contract's USACE Representative. If it is blank, let the
representative know. The setting review period is entered in RMS/GM in Contract Setup.

Classification: Click on the dropdown box and select from the available options.

FIO - For Information Only

GA - Government Approval

DA - Designer of Record Approval

Recommended foruse on CR - Government Conformance Review of Design

Design/ Build contracts. DA / CR - Designer of Record Approval AND Government Conformance Review of Design
DA / GA - Designer of Record Approval AND Government Approval

S - Sustainable Notebook

Submittal Type: Click on the blue box and select from the Submittal Type lookup. Click on OK




when done.

Classification = GA - Government Approval - Submittal Typl 04 - SAMPLES

Primary Contractor Reviewer JHlVR =3RS Office Name:

Raaouay Syste X

aQ

=" Submittal Type Lookup

Submittal Types

PRECONSTRUCTION SUBMITTALS
SHOP DRAWINGS

PRODUCT DATA

SAMPLES

DESIGN DATA

TEST REPORTS

_CEDTICICATES

|4

[ 0K I | Cancel | | Clear Selection ‘

Primary Contractor Reviewer: Click on the blue box to identify the staff member responsible for
ensuring the submittal is correct and complete. The selection is made from the Contractor Staff
Member lookup, which includes all the staff members in the Contractor Staff table. Click on OK
to confirm the selection.

Classification | GA - Government Approval ~ Submittal Type
Primary Contractor Reviewer@ Office Name:
Resident Management Sysiem o O e X

?=,9' Contractor Staff Member Lookup

Contractor Staff

Drag 2 column header and drop it here to group by that column
Name T | Account ID (work email) T | Administrator 1 — . ,:
Account =
>
| No Yes ‘
| No Yes
| No Yes ‘
| Yes Yes
| Yes Yes ‘
No Yes ‘
Yes Yes
| Yes Yes ‘_v
‘ OK ‘ | Cancel ‘ | Clear Selection |

Office Name: The office to which the Primary Government Reviewer belongs will be displayed.

After entering all requested data, click on the Back button. Repeat this process for all other
items that need to be added to the Submittal Register.




8.3.2 Using the Submittal Grid Edit View

Click on Grid Edit for a tabular view of items in the register. This is a more convenient method
for entering selected information on items already in the register; however, it cannot be used to
add new items.

&)add £)edit ©)pelete & Grid dit Submittal Items

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

ftemNo 7| SDNo T Description T | Date In

> | 00 08 00 1 12 Accident Prevention Program

/{00 08 00 2 10 Statement of Required Insurance

| /|00 08 00 3 12 Accident Prevention Program
/|00 08 00 - 10 Statement of Required Insurance
/{00 80 00 1 Project Schedule
1|00 80 00 2 Project Schedule
/{01 00 00 1 Test Refresh Register Item

= 011100 1 01 Utility Outage Requests

Double click on any white areas to enter missing information or edit the existing information. If
all columns are not displayed, either expand the RMS view or use the scroll bar on the bottom of
the view to see columns to the right or left. Click the Save Changes or Back button once the
changes have been completed.

RMS Data Grid Editing mode provides  convenient method to quickly set values for multiple records. Changes are stored in mermory and will be saved when this view is closed. Alternatively, changes can be saved or canceled using the provided buttons.

@) save Changes @) Cancel Changes Submittal Items X | &) expont
T | Description T | Required for Activity T Paragraph T | Drawing T T t;’\‘i"" T :;"“":g"'"'“ T to T | Classification T | Submittal Types T Primary Contractor =
> 000800 1 | Accident Prevention Program <Not Set> 143 0 [ 30 FIO - ForInforn  <Mot Set> <Not Set> |
) -DUUE 00 2 Statement of Required Insurance «<Net Set> 121521 ) (] 30 GA - Governme | 10 - OPERATIONS AND MAINTENAN! <Not Set> |
000800 3 Accident Prevention Program <Not Set> 113 [ ] 30 FIO- Forinforn | <Not Set> <Not Set>
|ooosoo 4 Statement of Required Insurance <Not Set> 121521 0 ] 30 GA-Govemme | 10 - OPERATIONS AND MAINTENAN: <Not Set>
 |oosooo 1 Project Schedule <Not Set> 112 [ ] 0 DA/GA-Desic | <Not Set> <Nogets
om0 2 Project Schedule <Not Set> 112 0 ] 4 DA/GA-Desic <NotSet> <No
|or0000 1 Test Refresh R al 2 A 20 a i
111 i . ¢ .
T sy White columns represent editable fields.
lotao0 1 fusiorco Grey columns represent restricted fields.
011500 1 Access Road P
W 011500 2 | Quality control plai <Not Set> 31 0 0 0 CR-Governme <Not Set> <Not
011500 3 Contruction SequencingMan <Not Set> 32 0 ] 0 DA/CR-Desig <MNotSet> <Noft>
__|o11500 4 | Access Road Plan <Not Set> 55.265.2 0 o 2 DA- Designerc | <Not Set> <Not Set>
011500 5 Quality control plan <Not Set> ER) 0 ] 1 CR-Governme | <Not Set> <Not Set>
lot1s00 6 Contruction Sequencing Plan <Not Set> 32 [} 0 3 DA/CR-Desig <MNotSet> <Not Set>
|o1193001 1 Traffic Control Plan <Not Set> 16 [ 0 30 GA-Govemme 01 - PRECONSTRUCTION SUBMITTAL <Not Set>
|o1193001 2 Temporary site Electrical Plan <Not Set> 19 0 [} 30 GA-Govemme  01- PRECONSTRUCTION SUBMITTAL <NotSet>
| 01193001 3 Temporary Facilies Site Plan <Not Set> [RIRE] [ ] 30 GA-Govemme  01- PRECONSTRUCTION SUBMITTAL <Not Set>
|o1193001 4 Temporary Heating Plan <Not Set> 18 0 0 30 GA-Govemme 02 - SHOP DRAWINGS <Not Set> |
A -Ol 193001 5 Doyon Utilities' Service Application Fo _<Not Set> 19 i ] 0 30 FIO - For Inforn 05 - DESIGN DATA <Not Set> r
v

To leave without saving any changes made, click the Cancel Changes button.




8.4 Transmittal Log

The Transmittal Log 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. See Specification Section 01 33 00 Submittal Procedures, or equivalent, for a detailed
explanation of the Submittal process and requirements. RMS provides the means to easily carry
out the required actions.

8.4.1 Transmittal Log Summary Screen
Transmittals are grouped into 5 subsets:

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.

Note: The list of transmittals corresponding to any of the categories can be seen by simply
clicking anywhere in the corresponding blue tile. A filtered list of the category selected will
be displayed in the table below.

8.4.2 Create a Submittal

Step 1. Initiate ENG Form 4025-R.

A submittal consists of the 4025-Transmittal Document identifying submittal items and the
supporting documents. The first step in creating a submittal is the initiation of the Transmittal
Form, ENG Form 4025 -R (4025). This is the Transmittal document that identifies the items that
are being submitted.

Click on Add to initiate the 4025 and select the items to be submitted.




Transmittal Log

6J)Add &) Edt §) Delete Draft Transmittals

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

1 | Contractor 1 | Contractor T
Prepared Sent
04 20 00-11 1 09/05/2017

T | Transmittal Number T | Submittal ltems included on Transmittal

Transmittal 04 20 00-1.1 - DRAFT: Not completed by contractor

v | Pnimary Contractor
Reviewer

- 1 Mortar and Sand A No

T | QC Code T | Variation

T | Description T | QA Code

Contractor Remarks to Government

E 4

The Specification Sections which have unsubmitted submittal items will be displayed. To
remove the filter and to see all Specification Sections, check the All Sections box. Select the
section to which the item(s) to be submitted belong, then click Next.

Add Transmittal

Specification Sections with Outstanding Submittals

[] Al Sections
Check this box to see all Specification Sections

specification sections.

Section © L nNarie

EPUUU Fi N
| (102113 TOILET COMPARTMENTS
| 104416 FIRE EXTINGUISHERS
| |123200 MAMNUFACTURED WCOD CASEWORK
| (220000 PLUMBING, GENERAL PURPOSE
| (220719 Plumbing Piping Insulation

> (23 0000 | AIR SUPPLY, DISTRIBUTION, VENTILATION, AND EXHAUST SYSTEMS

| |220s15
| (1230593 Testing, Adjusting, and Balancing for HVAC

2307 00 THERMAL INSULATION FOR MECHANICAL SYSTEMS
: 230023 DIRECT DIGITAL CONTROL FOR HVAC AND OTHER LOCAL BUILDING SYSTEMS

< Back Next > Cancel

All the items associated with the selected specification that must still be submitted are
displayed. These include those items that have been previously submitted but were not
accepted/approved by the Government and therefore require resubmittal. To remove the filter




and to see all submittal items, check the All Submittal ltems box.

A Transmittal can contain more than one item, but all items in the Transmittal must have the
same Classification. Once the first item is selected, only those other items with the same
Classification can be picked. RMS will remove all other items from the view, e.g., selecting item
8 which is FIO, will reduce the selection table to show FIO items only.

Select all items to include in the Transmittal, then click Nexi. Complete the Transmittal Number
in the subsequent data entry screen, then click Finish.

[ All Submittal tems Outstanding Submittals Items for Section 23 00 00
Code G, resubmittal
Submittal Items to Include on New Transmittal . .
still required.
Drag 3 column header and drop it here to group by that column
ftem No T | Description T [SDNo T | Reviewing Office Name T |Classification T — T|0QACode T [
Transmittal
| >0 Detail Drawings 02 GA )
| 0 2 Metallic Flexible Duct 03 FIO 23 00 00-10.1 G
| |8 s Duct Access Doors 03 GA
| 0o 7 Manual Balancing Dampers 03 GA
| O s Automatic Smoke-Fire Dampers 03 FIO
(| 0 12 In-Line Centrifugal Fans 03 Capital Area Integrated Pro/| FIO 23 00 00-5 X
| |8 16 Test Procedures 03 FIO
| 0 17 Diagrams 03 GA
| O 18 Performance Tests 06 GA =
(. O 19 Damper Acceptance Test 06 GA
|8 20 Bolts 07 FIO
|8 21 Manufacturer's Installation Instructions 08 FIO
| O 22 Operation and Maintenance Training 08 FIO
(| O 23 Operation and Maintenance Manuals 10 FIO
(| 0 24 Fire Dampers 10 GA
| |8 2 Manual Balancing Dampers 10 GA
|0 26 In-Line Centrifugal Fans 10 GA
|8 27 Ceiling Exhaust Fans 10 GA L
| 0 28 Variable Volume, Single Duct Terminal Un 10 GA B
<Back—| |—Next>—| [ Cancei|

ftem No T | Description SD No T | Reviewing Office Name T | Classification L} —- . T QACode T
Transmittal

> [ Automatic Smoke-Fire Dampers 03 FIO
0 16 Test Procedures 03 FIO . .
! Only items classified
|3 20 Bolts 07 FIO -
| 0 21 Manufacturer's Installation Instructions 08 FIO FlO are available to
| 0| 22 Operation and Maintenance Training 08 FIO select.
| O | 23 Operation and Maintenance Manuals 10 FIO

- <gack | Lnege ]| cancel




RMS3 automatically inserts

the next number in sequence.
Assign Item Number for new Submittal ItejHowever, the number can be
jmanually changed if desired.

v

Item Number 1

Section 08610

Iterm Number Extension

"0" for new transmittals. RMS3 automatically
inserts the next number in the sequence for a re-
ransmittal. Although this can be changed
manually, DON'T change it.

TBack I Finish I Cancel I

4

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

Date Prepared | 6/26/2023 [i5)

N e I Set Primary Contractor Reviewer. I

Submittal Items Included on this Transmittal

4 + Primary Contractor " ac ¢ T b
Description Classification Variation Attachment

Reviewer =3 Code Code
Centrifugal Type Powes Inswseg . 0 Attachments: N/A

Click Variation if
applicable, refer to the

Variation in the text
Contractor Remarks to below

st | Enter additional comments/notes
to the Government here.

Paragraph 29.12 Drawing

Contractor / Government Remarks

Government Remarks
to Contractor

Complete and Submit 4025
To complete and submit the Transmittal, click to create and sign a 4025; or, click to manually attach a signed copy.
Ensure all files are added before completing.

Include digital signature title [ Manually Attach Signed 4025 I

Create and Digitally Sign 4025 |

Transmittal 23 00 00-1 Shared Package: Complete ¢ package for the \package and submit it using this document package manager. The document package
should include the signed 4025 and all supporting documents.

mewwm| | Edit |
Delete |

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

The No. of Copies should have already been input by the contract’'s USACE Representative.
However, it is important to still verify that it is correct. Refer to section 01 33 00 Submittal
Procedures, paragraph Quantity of Submittals.

The item’s Classification was entered in the Submittal Register. It should not be changed here
to avoid having items with different classifications on the Transmittal.




RMS has automatically inserted the QC Code “A” on all items. While permitted to change it by
clicking in the QC Code box and selecting another code, this may want to be avoided because
all other codes are for Government use only; and using any other code will result in the
Submittal being returned for corrections.

The Quality Control Manager should have reviewed the Submittal and its inclusion on the
Transmittal, ensuring that the item conforms to the contract. If it is not in conformance, do not
include it on the Transmittal, unless deliberately submitting a non-conforming item as a
Variation. If that is the case, place a checkmark in the Variation box for the item. Any request for
variation must be accompanied by an explanation of how it varies, why the variation is equal to
or better than what the contract calls for, and the cost impact. Variations should not increase the
cost of the contract.

Step 2. Attach the Submittal items.

The most important piece of the Transmittal is/are the actual document(s) that make up the
item. Click on the Attachments button in the right-most column to add a Document Package
containing the Submittal documents, then click on Add. See the section on Document Packages
for detailed instructions on working with Document Packages.

Transmittal 23 00 00-1 - Item 13

NOTE: These docs are only for Submittal Item 13. Your 4025 should be added to the main transmittal doc package.

Transmittal 23 00 00-1- CONTRACTOR: Complete a document package for the transmittal of this submittal item and submit it using this document package manager. The
Item 13 document package should include all documents necessary for the review of this item.

Title of Package Status
Document Edlt
Packages

|Transmsttal 23 00 00-1 - Item 13 1 Not Ready

Delete ‘

Transmittal 23 00 00-1-  GOVERNMENT: Complete a document package for the resp: to the ittal of this ittal item. The document package should include any
Item 13 Response explanatory documents and attachments related to the review of this item.

Add . Title of Package No. Status i
Dcament| | View ‘
Packages | -

The attachments do not usually need to be signed. After all attachments in the Document
Package have been added, click on Submit for Review to complete the Document Package,
then click on Back. Repeat if additional Document Packages are needed.

The status of the attached Document Package should now indicate that it is in review. Click on
Back to return to the Transmittal screen and repeat for each item on the Transmittal Form.

Every item in the Transmittal should now have a completed attachment(s). If any are showing
Not Complete, open the attachment by clicking on the button to return to its Document Package.
Click on Submit for Review to complete the attachment.




Submittal Items Included on this Transmittal

+ | Primary Contractor ion T OA— Attachment

foviewer Complete all attachments [EESSIE=EES
Centrifugal Type Power Roof Vent <Not Set> before Conti nuing 2 Attachments: Not Complete

Item T | Description

Note: Please coordinate with the Government Field Staff on preference to where the
supporting documents for Transmittals are placed. Some Districts add supporting data to the
Shared Document Package on the Transmittal Log screen. The Contractor can create the
Document Package there, attach the supporting data, and click the Back button. Then, the
Contractor clicks on the Create and Digitally Sign the 4025 button. This will add the signed
4025 and submit the created Document Package for Government review. It has been noted
that it is easier for reviewers to have all the information located in one location, instead of
uploading each item separately. This is especially helpful when there are several items
included on a 4025.

If a submittal item is removed from the
Transmittal, any contained Document Packages
and documents within will also be deleted. RMS T T T :rimarv Contracto
will ask for confirmation before the item(s) can be e
deleted.

L > |13 Centrifugal Type Power Roof Vent <Not Set>

- x

Are you sure you want to remove item 5 from this
transmittal? The action will also delete item document
packages

ZANE

Note: Submittal items cannot be added nor removed from a transmittal once the transmittal
has been submitted to the Government .

Step 3. Complete and submit the ENG Form 4025-R.

After attaching all applicable submittal items and completing the Document Packages, 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.




8.4.3 Create and Digitally Sign 4025

When using RMS to create the 4025, the document can also be signed in RMS. First, click on
Select and Include Digital Signature to enter the title of the person signing the 4025. This is
usually the QC Manager. Then click on Create and Digitally Sign 4025. The User will be
prompted to enter the login password or CAC PIN. The digital signature of the logged in User
will be added to the 4025, and the Transmittal and its contents (4025 and submittal items) will
be transferred to RMS/GM. Ensure this person is authorized to perform this action to avoid the
Transmittal being rejected. Then click on Back to return to the Transmittal Log screen.

Complete and Submit 4025

To complete and submit the Transmittal, click to create and sign a 4025; or, click to manually attach a signed copy. Cfeate and Digitally Sign 4b25 |
mpleting. -
| Include digital signature title Manually Attach Signed 4025 |

Transmittal 23 00 00-1 Shared Package: 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

Documene Edit
Package: -

| Delete |

Text Entry Required

Title to be used for digital signatures [-= Manager

Generating and digitally signing the ENG 4025 will
complete this transmittal making it read-only in
Contractor Mode. No additional changes will be
allowed. Do you want to proceed?

‘ Click on YES to
‘ continue or NO to
cancel.

]| ]

If there are unsigned documents found in the Transmittal when the Create and Digitally Sign
4025 button is clicked, a message will appear to notify the User.




RMS X

Not all additional documents have been signed. Would
you like to proceed with signing the 4025 and
completing this Transmittal?

2N |

After the User has confirmed the signature on the ENG 4025, a Shared Document Package to
contain the ENG 4025 will be created (if it has not already been created) to contain the signed
ENG 4025. All Document Packages in the Transmittal will be submitted to the Government for
review, as well.

Note: Submittal items cannot be removed once submitted.

Transmittal 00 21 25.23-1 Shared Package: 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.

Add Title of Package No. Status
Dowment Vi > i 23 o - B
T Transmittal 00 21 25.23-1 1| In Review; documents will be marked 'Ready to Send

8.4.4 Manually Attach Signed 4025

Select this option when if the 4025 was either manually signed or electronically signed outside
of RMS instead of digitally within RMS. User’s will be prompted to select a file saved on the
user’s computer. Before selecting the document, ensure the document is signed by a person
authorized to perform this action to avoid rejection of the Transmittal. Upon completion of this
action, the Transmittal, and its contents (4025 and submittal items) will be transferred to
RMS/GM.

Click on Back to return to the Transmittal Log screen.

The Transmittal is now complete and has been transferred to RMS/GM.

The transmittal can now
be viewed in Pending
Transmittal Log Government Receipt.

Register 01-Main Register
Click to select ancther Register

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

Transmittals Pending Government Receipt

Transmittal - . . Contractor Contractor Date Received
T T 3 ems included on Trans: 3 T T T
Number Submittal Items included on Transmittal P— Sent [——
| 230000 2300 00-11 816 06/03/2019 | 06/03/2019




8.4.5 Resubmittals

There may be times when the Government finds reason to request a resubmittal of a
Transmittal. When this happens, the Government will have applied a resubmittal QA Code on
the Transmittal. While the QC Code should always be A on Transmittals sent from Contractor
Mode, the Government has several other codes to indicate an item’s acceptability and
resubmittal status.

- Approved as submitted [Completed]

- Approved, except as noted on drawings [Complated]
- Approved, resubmission required [Resubmit] Submittals classified GA
- Returned by correspondence [Completed]
- Disapproved (See attached) [Resubmit]

- Receipt acknowledged [Completed] ) .
- Other (Specify) [Resubmit] Submittals classified FIO
- Receipt acknowledged, does not comply [Resubmit]

- Acceptable for Release for Construction [Completed] Submittals classified DA, CR, DA/CR or DA/GA

- Government concurs with Interim Design [Completed]

= om o ;MmO M m

Items receiving QA Code C, E, G, or X require resubmittal.

Note: Code G may also be used on items classified GA. Code X may also be used on items
classified as DA, CR, DA/CR or DA/GA.

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 Conftractor block.

Type in a date in the Confractor Received column or click on the grid icon to open a calendar
from which to select adate.

Transmittal Log

Register 01-Main Pending Government Receipt Transmittals in Review i
Click to select another Register 1 6 149

&) dt Returned Transmittals X &) export

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

« Contractor « Government . Govemment . Contractor

T | Transmittal Number Submittal Items included on Transmittal — P— o — —
0080 00 0080 00-1 1 04/06/2023 06/02/2023 06/02/2023
|00 8000 0080 00-2 2 06/29/2023 06/29/2023 06/29/2023 _
:m 3300 013300-7 7 03/29/2023 03/29/ 4% July - 2023 )
Vﬂﬂmﬂ 011000-9.1 13 05/05/2023 DSJ‘DS/’j Sun Mon Tue Wed Thu Fri Sat |
081116 08 11 16-1 789 03/28/2023 04725/ 26 | 25 26 27 1
081116 081116-2 1234,56,10,11,12 05/03/2023 s el e 3 4 S5 6 7 3
los 5113 08511315 56 04/26/2003  oappyd B9 0 T w2 u 5|

1 |29 |16 17 18 19 20 21 22
085113 085113-16 78 05/03/2023 05/03/4
30 (23 24 25 26 27 28 29

31

Transmittal 00 80 00-2 - Pending Contractor Acknowledgment

T | Description T QACode T | Primary Contractor Reviewer T QCCode T Variation

Project Schedule

Government Remarks to Contractor




If no Government Remarks to Contractor were entered, then discuss the corrections needed
with the contract's USACE Representative to find out which corrections need to be made. Once
those corrections have been made, resubmit the item to the Government by creating a new
Submittal as previously described in the Create a Submittal section.

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. For instance, in the example below, item 16’s resubmittal transmittal number would be
23 00 00-11.1. This transmittal number is automatically assigned by RMS and can be tracked in
the history of the submittal item in the Submittal Register module (for more information on the
history of a transmittal, see the section on Building the Submittal Register. While it is possible
to change the number, it should not be changed.

Note: When an item is selected for resubmittal, RMS will not allow the Transmittal to include
any other item except those that were on the original transmittal. When a new (never
submitted) item is selected, RMS will not allow inclusion of any previously submitted items,
including those requiring resubmittal.

. . Limited to Items on Transmittal 23 00 00-11
) All Submittals Items for Section 23 00 00 . L
All Submittal ltems Limited to Classifcation(s) FIO

Submittal tems to Include on New Transmittal ) X | %) Bport

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

Item No T | Description T | 5D No T | Reviewing Office Name T | Classification — T|QACode TN

Transmittal
| [&ls Automatic Smoke-Fire Dampers 02 FIO 2300 00-11
> = 16 Test Procedures 03 FIO 2300 00-11 G

Assign Tr ittal Number for New Tr ittal

This is a retransmittal of 23 00 00-11

Section 23 00 00

Transmittal Prefix m

Transmittal Extension 1% Resubmittal iteration indicator.




8.5 Submittal Assignments

The Submittal Assignments module provides an alternate means for assigning activities to
submittal items. This can be done one item at a time, or for multiple items simultaneously
assigned to the same activity.

Note: It is the Contractor’s responsibility to make sure that all scheduled activities are linked
to the corresponding submittal item.

8.5.1 Single Item Assignment
= I T T T e e

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

Select the item, double click in the Required for Activity column of that item, then click on the
little grey box to open the Activity Lookup table. Select the Pay Activity which will be assigned to
the selected submittal items click on OK. Repeat for as many items that need to be assigned an
activity. Click on Back when done.

Specification Sections Submittal Register

List of Specification Sections required for this Required Submittal items to be provided by
contract. Controctor.

Register 01-Main Register This view allows for batch type operations on submittal register items. Click on the UPDATE
button to access tl

Click o selec another Regiser Click here to open the
Activity Lookup table.

UPDATE Submittal Items X ) export

T|ltemNo T | Description T | SD No T InfoCnly T | Required for Activity = - |
013526 4 Critical Lift Plan 01 GA <Not Set> a
|U‘\ 5000 1 Construction Site Plan 01 GA <Not Set>
|U‘\ 5000 2 Traffic Control Plan 01 GA <Not Set>
|U‘\ 5000 3 Haul Road Plan 01 GA <Not Set>
|U‘\ 5719 1 Preconstruction Survey 01 GA <Not Set>
—— 1
Resident Management System o X

Pay Activities

Description T T | Amount

SY CLIN £9,000.00
| 12346 NT CLIN 0007 $10,020.00
| 1235 CY CLIN 0006 $15,000.00
|A002 another w/o CLIN 0002 $129,837.29
[A(Jm activity without CLIN 0001 $110,233.17
| 12347 A CLIN 0008 $10,000.00

I‘ OK I | Cancel | | Clear Selection




8.5.2 Multiple Item Assignment

Instead of assigning an activity to items individually or accessing each item individually from the
Submittal Register, an activity can be assigned to multiple items at the same time. Open this

table, then click on UPDATE and Assign Activity.

button to access these operations such as assigning activities.

Submittal ltems

T ltemNo Y | Description T 5D No

| Info Only | Paquies for ety
© 00312623 7 Final TEM's FIO <Nt Set>
“00 312623

| 8 Clean Air Samples & IH Report DA/CR <Not Set>

| HDOSI 26.23 9 Asbestos Removal - Final Report FIO <Not Set>

7“01 3216 1 Construction Progress Schedule DA/CR <Not Set>

_-HN 3216 2 Construction Progress Schedule 04 Fio 05030 - DEMO EXISITING STEPS/CONCRI
013216 3 Schedule fi0 <Notet>

This view allows for batch type operations on submittal register items. Click on the UPDATE

¥

Use the radio buttons to select the range of submittal items from which to select. Click on the
blue box to open the Activity Lookup table. Select the Pay Activity which will be assigned to the

selected submittal items, click on OK, then Next.

Assign Activity to Submittal ltems

— e

To submittals: ® Selected Submittal hems from those Not Assigned to an Activity
Selected Submittal Rems from All Submittal ltems

?=Q Activity Lookup

Pay Activities

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

Activity # T | Description
{A01150 PREP/SBMT 019100 COMMISSNG AGT 0001 $0.00 ;-
{a01160 PREP/SBMT 019100 COMMISSNG PLN 0001 $0.00
|A01165 PREP/SBMT 019100 FNL COMM PLN 0001 $0.00
!#0!1?0 PREP/SBMT 024100 DEMO PLAN $0.00 |
|AO01180 PREP/SBMT 031113 STRUC CIP FRM 0001 $0.00
{a01190 PREP/SBMT 032000 REINFORCING 0001 $0.00
|A01200 PREP/SBMT 033000 CIP CONC 0001 $0.00
;ﬂOEEIU PREP/SBMT 047200 UNIT MASONRY 0001 $0.00

> |a01220 PREP/SBMT 051200 LT GA TRUSSES 0001 $0.00
|A01230 PREP/SBMT 053000 STL DECKS 0001 §0.00 :
|a01240 PREP/SBMT 054000 COLD FORM MTL 0001 §0.00
laniasn BREQ/ARMT NSEN12 MISC AATL EAR nnn1 ¢onn l”

I oK I I Cancel l Clear Selection

¥




Click the checkbox to place a check on an item. Repeat for all items that are related to the
selected activity, then click on Finish.

Assign Activity to Submittal ltems

Assign Activity [03180 - BOILERS] to selected submittals not assigned an activity

Submittal Hems X &) expont

Drag 3 colymn haacr snd drop 1t hare 10 growp by that column

T | Required for Actnity

L) 235200 0 Piping Installatian 02 SHOP DRAWINGS «Mat Serx
| 235200 0 instaliation 02 SHOP DRAWINGS «Mot Set>
| 235200 0 Installation 02 SHOP DRAWINGS <Mot Set=>
I 235200 0 Materials and Equipment 03 PRODUCT DATA <Mot Set>
& 23sz00 0 Spare Parts 03 PRODUCT DATA <Mot Set>
| I 235200 0 Boiler Water Treatment 03 FRODUCT DATA <MNot Set>
|I# 235200 0 Unit Heaters 03 PRODUCT DATA <Not Set>
I8 235200 0 Welding 03 PRODUCT DaTA = Mot Sat>
|| S | 235200 0 Quaiifications 03 PRODUCT DaTa Mot Satx I
o

2 €3 00 =" 1. NS .

2 RLan b
- I A I c

-

Replacement Complete. & submittal items were updated

QK I

9.0 SCHEDULES

A contract requires a project schedule depicting a proposed sequence to perform the work and
the intended dates for starting and completing all schedule activities. This schedule requirement
is mandated by FAR 52.236-15 Schedules for Construction Contracts. Depending on the
complexity of the project, the schedule may be either a bar chart or Network Analysis System
(NAS). Check the contract Specifications.

Activity Schedule Feature Schedule
View Activily Start and Finish dates and View or manage Start & Finish dates of Features
Summary of Schedue. of Work and Inspection dates.

9.1 Overview

RMS is not a scheduling program, but it does provide the tools to link a User’s schedule’s
activities with the other requirements of the contract’s Quality Control Program. Wherever RMS
presents the User with an opportunity to connect to an activity, use it. This feature will allow
closer monitoring of contract progress and compliance with the contract.

Note: It is the Contractor’s responsibility to make sure that all scheduled activities are linked
to the corresponding submittal item. For instructions on how to link activities to submittal
items, please see the section on Submittal Assignments.

Develop the schedule in accordance with contract specifications, section 01 32 01.00 10 Project
Schedule, or equivalent. The schedule starts at Notice to Proceed (NTP) and ends at the
Contract Completion Date (CCD). Whether a NAS or bar chart is used, break down the work
into activities that can be accomplished by a single Subcontractor.

In addition to completing the work as specified, completion on schedule is also very important


https://www.acquisition.gov/far/52.236-15?searchTerms=52.236-15

and factors into the evaluation of the Contractor’s performance. Therefore, monitoring the
progress by keeping track of actual Activity Start and Finish Dates and accurately recording
these dates in RMS and scheduling programs will assist with staying on schedule. An added
advantage for maintaining current dates in RMS is that the dates can be easily viewed by the
entire construction team without requiring the knowledge of how to use the scheduling program.

Activities are not added to RMS in this module. This action is performed either in Pay Activities
or Network Analysis Schedule (NAS). Use the Schedules tab to view or enter Activity and
Features of Work Actual Start and Finish Dates.

The information accessed from the Schedules tab are:

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.

9.2 Activity Schedule

0 G 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 Wark and Inspection dates.

Activity Schedule Summary screen:

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

Activity Schedule - All Activities

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

Y:Early + | Early + late + | Late + | Total + Actual . Actual e
Start Finish Start Finish | Float | Start | Finish

T | Activity Description

The work Activity Schedule is the schedule used at the jobsite to forecast projected need dates
for submittals, materials, equipment, work crews, testing schedules, 3-Phase inspections, etc.

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.

Note: The list of activities corresponding to any of the categories can be seen by simply
clicking anywhere in the corresponding blue tile. A filtered list of the categories selected will
be displayed in the table below.




9.2.1 Activity Schedule Table Using NAS

-“

Activity Schedule - All Activities

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

Activity
MNumber

v | Early + | Early t | lLate + | Late + | Total v | Actual ¢ | Actual

. -
Start — Start T Float Start — T

T| Activity Description

| [[MI1360 Demcbilize 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 Mot Started
MI1710 Contract Completion 10/05/2018 | 10/05/2018 | 10/04/2018 | 10/04/2018 0 Mot 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
| [[MiI2025 Provide Performance Bond (Base 12/18/2017  12/18/2017  10/04/2018  10/04/2018 176 Not Started
| |[Mi2030 Provide Insurance (Base Bid) 1211872017 10/04/2018 201 10/02/2017 In Progress
510000 Start Construction 03/05/201& 03/05/2018  03/08/2018 | 03/08/2018 4 Not Started

9.2.2 Entering Actual Dates

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

Activity Schedule - All Activities X | 4] Export

Drag = column header and drop it here to group by that coiumn

Activi!]:' T | Activity Description T'| Actual Start T | Actual Finish T | Scheduled Start T S.ch?dm.?d
MNumber Finish
104-0300 SITE INSTALLATION 06/27/2017 06/29/2017
[ 104-100000 PRE-FINAL INSPECTION 12/12/2018 02/28/2018 02/27/2018
[ 104-100500 HANDOVER AS-BUILTS & CLOSEQUTS 02/28/2018 02/27/2018
[ 104-101000 PRE-FINAL INSPECTION PUNCHLIST 02/28/2018 03/06/2018
[ 104-102000 REMOVE SITE INSTALLATION 03/05/2018 03/06/2018 EI
[ 104-103000 FINAL INSPECTION 03/07/2018 03/06/2018
[ 104-104000 FINAL CLEANING 02/28/2018 03/06/2018
[ 104-1100 REMOWE BASE/WALL CABINETS 071772017 08/25/2017
[ 104-1101 REMOVE BASE/WALL CABINETS 06/28/2017 07/12/2017

The method for entering actual dates depends on the type of schedule used on the contract.

9.2.2.1 Manual Schedules Scheduled Start T | o1l U0

Manually, by double clicking in the desired date field in the

table. Type in a date or click on the calendar widget to select | September - 2021

the date from the calendar (pictured right). Or, by recording “ Sun Mon Tue Wed Thu Fri Sat |

see QC Daily Report. 36 | 29 30 : 2 3 4
(5 6 7 - 9 10 1

9.2.2.2 NAS Schedules 38|12 13 14 15 16 17 18

The dates in the table are read-only. Actual Start and Finish 39119 20 21 22 23 24 25

dates can only be entered through the QC Daily Report (see 40 |26 27 28 29 30 1

QC Daily Report section). These dates should be accurately 2 4 5 6 7T ¢

communicated to the Project’'s Scheduler to update the NAS.

The way dates are entered is controlled by the Government in RMS/GM. 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.

9.3 Feature Schedule Summary Screen

T G T e

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.

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 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.

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. This information can also be entered through
the QC Daily Report. Type in a date or click on the calendar widget to select a date from the
calendar. Entering a time is optional.

Feature Schedule

Drag  column header and drop it hers to group by that column

Feature Schedule T | Start Date T | Finish Date T | Preparatory Inspection T | Initial Inspection T

| ||GEMERAL REQUIREMENTS 03/19/2013 09/11/2013 Mot Scheduled Not Scheduled
| ELECTRICAL WORK, INTERICR 02/25/2013 07/17/2013 Not Scheduled Not Scheduled
TESTING, ADJUSTING &BALANCING 08/13/2013 07/17/2013 Mot Scheduled Not Scheduled
| > |[ELECTRICAL | ogn1ss2012 09/05/2013 Held 2/21/2013 Held 2/21/2013
| ||MECHAMICAL SYSTEM Mot Scheduled Not Scheduled
| ||PLUMBING SYSTEM Not Scheduled Not Scheduled
| || STORM-DRAINAGE SYSTEM 07/12/2013 Mot Scheduled Not Scheduled
SAMITARY SEWERS Mot Scheduled Not Scheduled

Feature - ELECTRICAL

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

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

@

Recommendation: Enter Held dates in the QC Daily Report. This will ensure that the report

is a complete record of the day’s occurrences. If the Held date is entered here and this entry
is made after the QC Daily Report has been submitted to the Government, the date will not
be reflected on the submitted report. This could result in the report getting rejected and
returned for correction. While not disallowed, these are just extra steps adding unnecessary
additional effort to the process.




Feature Schedule - Earthworks

Preparatory

Date Time

Scheduled |Select a date
Held | Select a date [5)

Initial

Date Time

Scheduled |Select a date
Held |Select a date

G)add #)edit @) Delete Multiple Prep/Initial Schedule Meetings
Initial Insp Time T | Preparatory Insp Time

> |875/2021 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

10.0 CLOSEOUT

Construction is complete, but the contract obligations are not yet over! The closeout period
starts the day after Construction Completion Date/final acceptance of the work and lasts a
minimum of 1-year thereafter. During this period, requirements in section 01 78 00 Closeout
Submittals or equivalent must be fulfilled. These responsibilities include providing as-builts and
operation and maintenance manuals and responding to warranty calls.

10.1 Overview

Real

Tabulation of structures and firmly attached and
integrated equipment.

Closeout encompasses several activities, such as Real Property Transfers, Requisitions,
Performance Evaluations, Warranty Tracking and Closeout documents. Responsibilities during
this period are described in detail in Specification Section 01 78 00 Closeout Submittals or
equivalent. While the Government has access to all Closeout activity modules, limited activities
as it relates to Closeout are available in Contractor Mode.

Warranty Tracking: Use this module to record the results of the 4-month and 9-month
Warranty Inspections.

Real Property: Use this module to record Real Property items for Government review and
acceptance.




10.1.1 Real Property

Real Property ‘Warranty Tracking
Tabulation of structures and firmly attoched and Document the 4 and 9 month Warranty

integrated equipment. Inspections of the completed contract.

For military construction contracts, Real Property is required to be documented by use of the
Transfer and Acceptance of Military Real Property DD Form 1354. This form is used to transfer
a facility, or part of a facility, to the Using Service prior to either partial or complete occupancy.
This form may be supplemented by Real Property Record DA Form 2877 on Army construction
contracts. The initial DD Form 1354 is required to be provided by the Design A-E. The
Resident/Project Engineer Staff supplements the information provided on the initial DD Form
1354 and accompanying forms.

Real Property consists of land and capital improvement to land. Real Property is considered as
anything attached to the land, such as a building, parking lot, and underground piping systems.
It also includes items on the interior of a building, such as fire protection systems, plumbing
systems, and electrical systems.

To view, add, or edit Real Property Items, navigate to the Closeout module and click on the
Real Property submodule tile. The Real Property selection view will display.

Note: If the item’s status is Government Accepted, no further changes can be made to the
item.

&) add #)edit @) pelete Real Property [:] #) export

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

T | Faaility T CatCode T | Description

> ||RP-00001 Government Acceptec
- overnment Review
__ ||RP-00002 17950 TRAINING COURSE G Revi




When adding or editing a Real Property item, the following screen will display.

Real Property Item

Item No RP-00003
e
Facility
Category Title
Unit of Measure / Quantity
1. unit Total Quantiy o
2. Uni Total Quantiy 0

Construction Cost $0.00

[] Submit for Acceptance

Item Number: The item number is a field used to identify the Real Property item, this number is
automatically generated by the RMS software and generates this number in sequential order
(e.g., if a new Real Property were to be created after RP-00003 the next would RP-00004).

RPUID (Real Property Unique Identifier): Enter the Real Property Iltem’s Unique Identifier here.
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.

Upon receiving official authorization to perform work on a Real Property construction project, the
sponsoring entity will obtain and assign an RPUID from the Real Property-Accountable
Component for each Real Property Asset that will result during the construction. A sponsoring
entity is defined as the Military Department, DoD agency, or Combatant Command that
sponsors the construction project.

Either assets or sites may be entered into RMS. The ID is 18-characters long and is generated
by, and maintained in, the Registry. An ID is never duplicated or reused and remains archived in
the Registry database even after the asset is retired or disposed, so that the ID and associated
organizational information will be available for audit and reporting purposes.

Facility: The facility or building that is attached to the Real Property Item.

Category Code and Cateqgory Title: Select a Category Code by clicking on the blue Select
Category Code tile this will open a lookup where Users can link the real property item with the
Category Code, this will populate the two fields Category Code and Category Title.

Unit of Measure / Quantity: The unit of measure is used to define the measurement used with in
the Real Property Asset the quantity can be set using the text box to the right of the unit.




Construction Cost: The total cost of construction for the Real Property Item.

Upon completion of the Real Property Item form, check the Submit for Acceptance checkbox
and click on the Back button to save. The item will be sent to the Government for completion,
review, and acceptance.

Testing Placement/progress
[E1002638] W912HP20C1009

Contract Menu

Real Property Item

Item No RP-00003

PR el Proper e | selectRPUD |
Identifier)
Facility
Caregor o
Category Title
Unit of Measure / Quantity

Construction Cost $0.00

] Submit for Acceptance

10.1.2 Warranty Tracking
Cromrion | _towes | o | swmae | _sacsse | _Gomam | _tmvorvrn | comarrrs

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

Construction contracts include FAR 52.246-21 Warranty of Construction. This clause requires a
warranty period of 1-year from the date of final acceptance of the work. Under this provision, the
Contractor warrants that the work performed under the contract conforms to the contract
requirements and is free of any defect in equipment, material, or design-furnished workmanship
performed by the Contractor, any Subcontractor, or supplier at any tier.

The contract should also include Specification Section 01 78 00 Closeout Submittals or
equivalent, where the requirement for 4-month and 9-month Warranty Inspections is covered.
Use RMS to keep track of these inspections, the findings, and required actions.

After opening the Warranty Tracking module use the tabs at the top for navigation between the
Warranty ltems and Warranty Inspections.



https://www.acquisition.gov/far/52.246-21?searchTerms=52.246-21
https://www.acquisition.gov/far/52.246-21?searchTerms=52.246-21
https://www.law.cornell.edu/definitions/index.php?width=840&height=800&iframe=true&def_id=813492e6e4049ad859f8337f941cedb2&term_occur=1&term_src=Title%3A48%3AChapter%3A1%3ASubchapter%3AH%3APart%3A52%3ASubpart%3A52.2%3A52.246-21
https://www.law.cornell.edu/definitions/index.php?width=840&height=800&iframe=true&def_id=bd211cad6558384f7c9d63c2e89f50c9&term_occur=1&term_src=Title%3A48%3AChapter%3A1%3ASubchapter%3AH%3APart%3A52%3ASubpart%3A52.2%3A52.246-21
https://www.law.cornell.edu/definitions/index.php?width=840&height=800&iframe=true&def_id=968a5b4de9973418d4e70b996d5b2a1b&term_occur=1&term_src=Title%3A48%3AChapter%3A1%3ASubchapter%3AH%3APart%3A52%3ASubpart%3A52.2%3A52.246-21
https://www.law.cornell.edu/definitions/index.php?width=840&height=800&iframe=true&def_id=59fdf232801df99d160914021c6ad02d&term_occur=1&term_src=Title%3A48%3AChapter%3A1%3ASubchapter%3AH%3APart%3A52%3ASubpart%3A52.2%3A52.246-21
https://www.law.cornell.edu/definitions/index.php?width=840&height=800&iframe=true&def_id=d3b32fbedc573b48b54e4eaa815cce09&term_occur=1&term_src=Title%3A48%3AChapter%3A1%3ASubchapter%3AH%3APart%3A52%3ASubpart%3A52.2%3A52.246-21
https://www.law.cornell.edu/definitions/index.php?width=840&height=800&iframe=true&def_id=d3b32fbedc573b48b54e4eaa815cce09&term_occur=1&term_src=Title%3A48%3AChapter%3A1%3ASubchapter%3AH%3APart%3A52%3ASubpart%3A52.2%3A52.246-21

Warranty ltems Warranty Inspections
©)add #)Edit Q) Delete Warranty ltem

Drag 2 column header and drop it hers to group by that column

T Scheduled

T | Item ID T | Description T | Status =
Correction

T | Actual Correction 1

Click on Add to create a new Warranty Iltem.

Warranty ltems Warranty Inspections

©)add #)Edit ©) Delete Warranty ltem

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

o o Scheduled -
Facility T | ltem ID T | Description T e T | Actual Correction
Correction

After clicking Add if there have been no facilities created, the following alert will be displayed. If
this happens, contact the designated Government Representative to add a new facility.

Warranty tems Warranty Inspections

§)add FJEdit ) Delete

Drag 2 column header and drop it here to group by that column

Warranty ltem

Item 1D Description Status Scheduled Correction | Actual Correction

Mo facility items have been created, only the government can add
facility items

Once a facility has been established after clicking the Add button a lookup view will display to
select the appropriate facility. After selecting click, OK to create the Warranty Item.




After the Warranty Item has been created, it will be visible in the selection view. Highlighting the
item and clicking Edit or double clicking on the item itself will open the Warranty ltem.

Warranty ltems Warranty Inspections
¢)add &) Edit ©) Delete Warranty ltem X | %) eort
Drag = column header and drop it hers to groug by that column
Facility T | Item ID T | Description T | Status Lt pe—— T | Actual Correction T 8
Correchon
> || Module 10 WI-00001 In Review N/A N/A
Resident Management System o o B e X

gl Warranty Facility Lookup

Warranty Facilities

Drag 2 column header and drop it here to group by that column

Facility ID Y| Facility Title T | Facility Description X xz:fr"‘:y X
> [[E1000001  [TestWarranty Test Warranty 1

| OK ‘ | Cancel |

Item ID | WI-DO0001

Location
Description [ Change Location |
Status
_1 Item in Review - Warranty Status Undetermined () Warranty ltem _) Non-Waranty Item
Dates
Date Reported by Owner | Satect a date

Dake Contractor Notified | Setect 2 date Il
Date Comrected - Scheduled m Date Cormrected - Actual [Setect 3 date [35)

Gowt Remarks

E 4

Contractor Remarks

E 4
Evaluation of Contractor Performance on this Item
2 Effectivness of
Cpuality Control Timely Performance Ndinssaman

After opening the Warranty Item in edit view complete the necessary fields.




Item ID: 1s read-only and automatically created when the Warranty Item is created.

Warranty Title: Choose the location where the item exists. A Location look-up is available by
clicking the Change Location button or optionally by manually typing one in.

Description: Provide a brief description of the item.

Item in Review — Warranty Status Undetermined: Select this radio button if the item is in review.
Warranty Item: Select this radio button if the item is currently in warranty.

Non-Warranty ltem: Selection this radio button if it is a Non-Warranty Item.

Date Reported by Owner: Enter the date the Owner reported item.

Date Contractor Notified: Enter the date the Contractor was notified.

Date Corrected - Scheduled: Enter the date the item correction was scheduled.

Date Corrected - Actual: Enter the date the item correction occurred.

Govt Remarks: Government remarks are always read-only in Contractor Mode.

Contractor Remarks: Enter any pertinent remarks about the Warranty Iltem.

Quality Control: Using the dropdown box select an option to evaluate the Quality Control;
outstanding, above average, satisfactory, or unsatisfactory. This field is Government entry only.

Timely Performance: Using the dropdown box select an option to evaluate the adherence to the
required time constraints; outstanding, above average, satisfactory, or unsatisfactory. This field
is Government entry only.

Effectiveness of Management: Using the dropdown box select an option to evaluate the
effectiveness of management; outstanding, above average, satisfactory, or unsatisfactory. This
field is Government entry only.

Next, select the Warranty Inspections tab to enter inspection(s) for the Warranty Item(s).

Warranty Inspections

Warranty ltems

OJ)add &) Edt @) Delete

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

Warranty Tracking

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




To add a Warranty Inspection, click on the Add button.

Warranty ltems Warranty Inspections

&) rdd &) Edit @) Delete Warranty Tracking

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

‘Warranty Title 4 Month Inspection 9 Menth Inspection

Enter a title for the item(s) covered by the inspection, then click OK.

RMS Add View X

§ The following information is required to add a new

Warranty Title Warranty Item

OK ] I Cancel

Warranty Title | Warranty Item
Warranty Start | Select a date Four month inspection required

Warranty End Nine Month Inspection Required

4 Month Inspection

Four month inspection due date [] Four month inspection complete

Four month inspection remarks

4 Month Warranty CONTRACTOR: Complete a 4 Month Warranty Inspection document package and submit it using this document package manager. The package should
Inspection - Warranty Item include warranty documents and any relevant supporting documents

[ -
mit Title of Package No. | Status |

9 Month Inspection

Nine Month Inspection Due Date |Select a date [] Nine Month Inspection Complete

Nine Month Inspection Remarks

E 4

9 Month Warranty CONTRACTOR: Complete a 9 Month Warranty Inspection document package and submit it using this document package manager. The package should
Inspection - Warranty Item include warranty documents and any relevant supporting documents

Submit . Title of Package No. Status =




Warranty Title: 1dentify the item to which the inspection applies. The previously entered title can
still be edited here. There is a 50-character limit.

Warranty Start: Enter the date on which this item was accepted by the Government. Typically,
this is the actual Construction Completion Date. However, if there was a partial facility turnover,
enter the date of the partial turnover that included this item.

Warranty End: Typically, one year after the Warranty Start Date. However, some items, such as
roofing, come with a manufacturer’s warranty this is longer than a year. In these cases, enter
the date associated with the longer warranty period.

Four-month inspection required: Check this box when a 4-month Inspection of this item is
required. Consult with the contract’'s USACE Representative.

Nine-month inspection required: Check this box when a 9-month Inspection of this item is
required. Consult with the contract’'s USACE Representative.

Four-month inspection due date: RMS will automatically calculate the date that is 4 months from
the date entered in Warranty Start. If needed, this can be changed to another date.

Four-month inspection complete: Check this box upon completion of the 4-month Inspection.
Four-month inspection remarks: Enter any notes related to the inspection.

4 Month Warranty Inspection Document Package: Select Add to attach supporting documents to
a documented package. See the section on Document Package for detailed instructions on
working with Document Packages.

Nine-month inspection due date: RMS will automatically calculate the date that is 9 months from
the date entered in Warranty Start. If needed, this can be changed to another date.

Nine-month inspection complete: Check this box upon completion of the 9-month Inspection.

Nine months inspection remarks: Enter any notes related to the inspection.

9 Month Inspection Document Package: Select Add to attach supporting documents to a
Document Package. See the section on Document Package for detailed instructions on
working with Document Packages.




11.0 IMPORT/EXPORT

Administration

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 Submittal items can be imported from an Bxcel Import P6 XML or SDEF schedule.
worksheet. Specsintact txt file Ternplate.

This module provides the tools for bringing data from other sources into RMS and for saving a
copy of QC Daily Reports and Document Packages outside of RMS.

11.1 Overview

To facilitate the input of the large amounts of data related to the Submittal Register and NAS,
RMS has worked with the Software Developers of the applications generating this data that are
the most widely used by the Corps of Engineers, Specsintact and Oracle’s Primavera,
respectively. This has resulted in the development of formatted text files generated by
Specslintact and Oracle’s Primavera from which RMS reads in data. Use of this import capability
simplifies the input of the data into RMS and helps to ensure the data in RMS is complete and
consistent with the information’s source.

When Specslintact is not used to generate the contract’s Specifications, the Submittal Register
can also be imported from an Excel spreadsheet that has been specially formatted for this
purpose.

The functions accessed from the Import/Export tab are:

Import QC Deficiencies: Use this selection to import a Deficiency Log using the Excel
spreadsheet template designed for this purpose.

Import Submittal Register - Specsintact: Use this selection to import a Submittal Register
using the text file generated by Specsintact for this purpose. The default file name is either
army4288.ixt or navy4288.txt but may be named anything if it is a text (.txt) file.

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

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

Network Analysis Schedule (NAS): Only available when the Government has indicated a NAS
is required. Use this selection to import schedule data, primarily Scheduled Activity Start and
Finish Dates from a NAS or requested amounts for a Progress Payment. The generated file can
be an SDEF or XML file (only Primavera generated XML files are accepted at this time). This
SDEF formatted file was specially designed for use with RMS. Currently, Oracle’s Primavera is
the only commercial software package that generates this file without external or additional
software requirements. However, the specifications are available to anyone wanting to produce
an SDEF file.

Document Package Export: Use this selection to store a copy or copies of selected Document
Packages outside of RMS.




11.2 Import QC Deficiencies
| somsaion | pwances | ac | swewas | soeties | coeon | impowmwon | comacrepors |

Import Submittal Register - Specsintact Import Submittal Register - Excel Network Analysis Schedule (NAS)
Submittal iterns can be imported from a Submittal items can be imported from an Excel Import PG XML or SDEF schedule.
Specsintact bt file Template.
Export

This module provides the capability to import a deficiency list using a Government-provided
Excel template. A separate file must be used for each day’s deficiencies. RMS will automatically
number the added deficiencies with the next available number in the QC-xxxxx deficiency item
sequence.

Recommendation: The best way to log deficiencies is through the QC Daily Report. This will
ensure that the QC Daily Report is a complete record of the day’s occurrences. If an import
is used however, do it before completing and submitting the report to the Government. If the
deficiencies are imported here and the entries are made after the QC Daily Report has been
submitted to the Government, the deficiencies will not be reflected on the submitted report.
This could result in the report getting rejected and returned for correction. While not
disallowed, these are just extra steps adding unnecessary additional effort to the process.

Import QC Deficiencies from Excel Template

Location T
o Information
Safety Violation N )
. contained in
Description A .
Actvity the import file.

Import From

+ Excel Template Download Template...

I Import Deficiency Items from Excel I

Import From: Click on Download Template to obtain the formatted Excel template. The date the
deficiencies were discovered, and a Contract Number must be entered in the header. Follow the
instructions embedded in the template. The file name may be anything, but retain the default
Xlsx file type.

Click on Import Deficiency ltems from Excel when ready. Navigate to the location where the
data file is stored, select the file to import, then click on Open.




Note: The only acceptable file type is Worksheets (*.xIsx). This selection cannot be
changed.

File name: || vK Worksheets (*.xlsx > w

A successful import will be acknowledged. Click on OK, then the Back button to continue.

RS X

A total of 2 deficiency items were successfully
imported into E1002948.

|

11.3 Import Submittal Register - Specsintact
T T T T T T
Import QC Deficiencies Import Submittal Register - Specsintact Import Submittal Register - Excel Network Analysis Schedule (NAS)
Import QC Deficiencies generated from an Excel Submittal items can be imported from a Submittal items can be imported from an Excel Import P6 XML or SDEF schedule.
worksheet. Specsintact txt file Template.
Mass export docurnents from selected modules
] «contained in docurment package

This module provides the capability to import Submittal Register items using the text file
generated by Specslintact. This selection can also be used in conjunction with a Submittal
Register that was imported using the Excel template or input manually.

Click on Add to initiate a Specslintact import. Since RMS retains a copy of all Specsintact files
that have been imported, to access previously imported files, simply click on Edit. This action
will preview and/or re-import of the data, if needed.

§)add  P)edit @) pelete X &) eport

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

-

Date Imported Approval Status

> | 5/16/2023 11:21:56 AM | Specsintact File: Submittal Item Count 1,506 Accepted for Import !
|| 5/17/2023 11:37:45 AM Specsintact File: Submittal ltem Count 10 Request Rejected ‘
!|5/19f2023 9:51:57 AM Specsintact File: Submittal Item Count 10 Not Requested ‘

et




Navigate to the location where the data file is stored, select the file to import, then click on

Open.

Note: The only accepted file type is an exported Specsintact File (*.txt). Direct Specsintact

files (.sec) are not accepted.

File name: ||

w | Specsintact Files (*.txt)

Cancel

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

Specsintact Import File

I Approval Status Not Requested

Request Acceptance to Import

Click here to selecta
different Submittal

Register if the Contract ¢ et
has more than one.

Import Data
Submittal Item Count 10
Section Count 2
Reviewer Count 0
T —

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

Section T Description

' 01320 Preliminary Construction Schedule
01320 Initial Construction Schedule
Jlo13201 Periodic Construction Schedule Updates
Jo13201 Project Schedule
Jo13201 Periodic Project Schedule Updates
_;01 20m Narrative Report
01320 Schedule Status Reports
_?01 3201 Qualifications
1|013300 Submittal Register

> 013300 Monthly Updates

Revision History

Specsintact File

Submittal Items X &) expont

T | Reviewer

Paragraph T | Submittal Type

341 01-PRECONSTRUCTION SUBMITTALS

342 01-PRECONSTRUCTION SUBMITTALS
01-PRECONSTRUCTION SUBMITTALS
01-PRECONSTRUCTION SUBMITTALS
01-PRECONSTRUCTION SUBMITTALS

352 06-TEST REPORTS

3.1.2 06-TEST REPORTS

1.7 07-CERTIFICATES

3.1 01-PRECONSTRUCTION SUBMITTALS

351 01-PRECONSTRUCTION SUBMITTALS

Revision Date

| > [9/19/2024 €:35:30 PM UTC  Submit

Revision History

Y| Action T | Revised By e

Note: The Revision History table will capture revision entries for submission (Submit),
acceptance to import (Accept), and/or rejection of the import (Return) only. The revision entries
recorded here will not capture whether the data was imported into the contract.

Request Acceptance to Import: Click this button to request that the Government accept the
import once the contents of import file have been verified and the file is ready to be merged into
the Contract’s Submittal Register.




Import Into: If the contract has more than one Submittal Register, click in this box to select the
appropriate register from the Submittal Register List Lookup table. Multiple registers can be
created in RMS/GM. Inform the contract’'s USACE Representative when using more than one
register and provide the name(s) of additional register(s).

Merge into Register: Once the Government has accepted the request to import, click this button
to merge the Submittal Items included in the Specsintact file into the contract's Submittal
Register. Unless otherwise selected, this can result in duplicate items. RMS will automatically
increment the item numbers to the next in the sequence if the duplicates are imported during the
import process (details discussed later in this section).

In the Sections tab, the Specification Sections included in the import file will be displayed.

Submittal ltems Reviewers | Specsintact File

X fj Export

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

013201 <Unknown Section - Add Title after import>
;_Em 3300 SUBMITTAL PROCEDURES

In the Reviewers tab, the users assigned as reviewers in the import file will be displayed.

Submittal Items Sections | Specsintact File

Reviewers

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

. =
;_1 R0

In the Specsintact File tab, a preview of the .txt file to be imported will be displayed.
Submittal Items Sections Reviewers

01 32 01,,,,3.4.1,"Preliminary Construction Schedule”,0l
01 32 01,,,,3.4.2,
01 32 01,
01 32 01,
01 32 01,
01 32 01,
01 32 01,
01 32 01,
01 33 00, 1,"Submittal Register",0l,G,,,
01 33 ¢00,,,,3.5.1,"Monthly Updates”,01,,

,"Pericdic Project Schedule Updates”, 01,,
Narrative Report",06€,,

,"Schedule Status Reports”,0§,,
,"Qualifications",07,,




Once it has been determined that the data can be imported and the Merge into Register button
has been clicked, the import preview screen shown below will display. Click on the /mport Data
as Shown button to complete the import.

Note: Reviewer Assignments can be disregarded. This information should be input by the
contract’'s USACE Representative.

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 1o the items. When you are "

ready to import. click the import button to accept the data as displaved.

Submittal items To Be Merged Into Register 01-Main Register

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

Descnption

Paragraph Submittal Type

!01 320 Preliminary Construction Schedule 341 01-PRECONSTRUCTION SUBMITTALS

_iG‘I 320 Initial Construction Schedule 342 01-PRECONSTRUCTION SUBMITTALS RO

| 01320 Periodic Construction Schedule Updates 01-PRECONSTRUCTION SUBMITTALS =
!01 z2m Project Schedule 01-PRECONSTRUCTION SUBMITTALS

| 0132M Periodic Project Schedule Updates 01-PRECONSTRUCTION SUBMITTALS

| 0132M Narrative Report 35.2 06-TEST REPORTS

1013201 Schedule Status Reports 312 06-TEST REPORTS |
_iO‘I 2Zm Qualifications 1.7 07-CERTIFICATES | 5

Number of submittals assigned: 1
Specification Sections not Reviewers pre-assigned by the
already included in the Designer will be listed here.

Contract will be listed here.

Submittal ltem Duplicates X ) expont

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

Section T Paragraph T ' Submittal Type

Preliminary Construction Schedule

|
|
1013201 nitial Construction Schedule 4.2
|

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

01320 Qualifications

If there are duplicate Submittal Items, a window will appear displaying the duplicate items after
the Import Data as Shown button is clicked. Select the items that should still be included in the
import. Any items that are not selected and left unchecked will be excluded from the import.
Click the OK button to confirm the selection(s).




X

Dwnbmhﬂmupommummmmmmmmmmmmmuuwtmpwwdm then

click the “ok” button when ready to import. Note all unselected submittals items will not be imp
register.

Submittal Item Duplicates X &) eport

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

Paragrap

M Section T | Descnption L Submittal Type

[ jo13201 Preliminary Construction Schedule 341 01-PRECONSTRUCTION SUBMITTALS

£ jo13201 Initial Construction Schedule 342 01-PRECONSTRUCTION SUBMITTALS

[ jo13201 Periodic Construction Schedule Updates 01-PRECONSTRUCTION SUBMITTALS

[ Jo13201 Project Schedule 01-PRECONSTRUCTION SUBMITTALS

Cjo13201 Periodic Project Schedule Updates 01-PRECONSTRUCTION SUBMITTALS

L jo13201 Narrative Report 352 06-TEST REPORTS

[ jo13201 Schedule Status Reports 312 06-TEST REPORTS

[ Jo1 3201 Qualifications 1.7 07-CERTIFICATES

[ jo13300 Submittal Register 31 01-PRECONSTRUCTION SUBMITTALS
> L 01 33 00 Monthly Updates 35.1 01-PRECONSTRUCTION SUBMITTALS

Ea= =

A successful import will be acknowledged through authentication, and all imported Submittal
Items will be viewable in the Submittal Register module.

Specsintact Import Complete
0 Sections Imported

5 Submittal Items Imported

11.4 Import Submittals Register - Excel
[ronwisnion | oo | o0 | somw | somswe | coenn | imsopn | oo |

Import QC Deficiencies Import Submittal Register - Specsintact Import Submittal Register - Excel Network Analysis Schedule (NAS)
Import QC Deficiencies generated from an Excel

Submittal items can be imported from a Submittol iterns can be imported from an Excel Import P6 XML or SDEF schedule.
Document Package Export

Specsintact bt file Tempilate.
Mass export documents from selected modules
pockage

contained in document.

This module provides the capability to import a Submittal Register even though Specslintact was
not used to generate the specifications. Using the Government-provided Excel template, a
Submittal Register can still be imported. This selection can also be used in conjunction with a
Submittal Register that was imported from Specsintact or input manually.




When users first open this module, the following view will be displayed.

Submittal Import Template

[ e T aE | —— rLocation of Template |

§J)add F)Edit @) Delete Actions for each file

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

T | Approval Status

Mot Requested

Date Imported
> §7/19/2023 4:30:18 PM Submittal Excel Import File: Submittal ltem Count &

1 1

Date file was 7 Status of file's
added to DeSCI‘IptlIOI'I gf file gnd number Approval by the
RMS of submittal items in file government

Download Template is used to provide the users with a copy of the template to create the
submittal registry import file.

Date Imported shows the date and time that the file was uploaded to RMS.

File will display the type of file and the count of the number of submittal items included in the
Excel file. If this number does not match what is expected, then there are blank cells in the A
column after cell A6 that need to be updated with the repeated section number above it.

Approval Status has 4 different statuses:

e Not Requested — Contractor has not yet requested corresponding file be
imported.

e Acceptance Requested — Contractor has requested import, but Government has
not yet granted or denied the request

e Request Rejected — Government has denied the requested import and the
Contractor must submit a new request with a new file.

e Accepted for Import — Government has accepted the request.

As with most areas in RMS, this module also has the Add, Edit and Delete actions for the files
listed or to be listed in this module.

11.4.1 Download the Template

Click on Download Template to obtain the formatted Excel template.

Submittal Import Template

Il Download Template ‘I

6)add ZJEdit Q) Delete

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

Date Imported T | Approval Status

7/19/2023 4:30:18 PM Submittal Excel Import File: Submittal Item Count 9 Not Requested

Upon selecting this option, RMS will open the RMS website and start the download process of
the .zip files containing the template file and a sample file. Depending on the user’s internet




browser settings, the user may be prompted to either open or save the file. If prompted choose
to save the file, and select destination location.

=
Opening ExcelSubmittalTemplate.sip @ Enter name of file to save to... X

You have ¢ o open: -« v 4 @} peskop > - O Search Desktop p
] ExcelSubmittalTemplate.zip

1]
(-]

older (110KB) Organize v New folder

~ @ OneDrive - Pers: Date madified Type Size

> Training on 50 RMPatch Releases File folder
3. Select the file's location by File folder
@ Deskiop 4 using the n_awgatlon on the left or e foder
automatically for files like this from now on. the folder list at the top
k- Downloads # - —_— File folder

2 oK Cancel = Documents # Screenshots File folder
A Pictures SOL Scripts 5/16/2023 10:22 AM File folder
1. Select the Save File option o

2. Click ok to choose where to Pt [oxcelsubmittalTemplatesip 4, Name the file
save the file Save as type: | Compressed (zipped) Folder (*.2ip) 5. Click Save -

~ Hide Folders e Save I Cancel

L

If not prompted, then the file will be automatically downloaded to the User’'s computer in the
Downloads folder (or the folder chosen in the user’s browser settings). Extract all files from the
.zip folder. Follow the instructions embedded within the template, and save the file as an .xlsx
file type. The filename may contain any preferred and/or required verbiage, but the default .xIsx
file type must be retained when saving. A Contract Number must be entered for the import, as
well.

11.4.2 Importing the File
Click the Add button to add an Excel import file.

Submittal Import Template

| Download Template |

@)add #)Edit O) Delete B X | &) Bport

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

Date Imported T | Approval Status
> ||7/19/2023 4:30:18 PM Submittal Excel Import File: Submittal Item Count 9 Mot Requested

Note: The only acceptable file type is an Excel Workbook (*.xlsx). This selection cannot be
changed.

ymittalCorrect

I-Eucel Workbool (*.xlsx)

After the file has been uploaded, it will automatically take users to the Excel Import File Edit
view, as seen below. This view is the second step to importing the submittal register. Users
must first request that the file be accepted for import, prior to being allowed to continue with this
process. To do that, click on the Request Acceptance to Import button. This button will update
the status of the file from Not Requested to Acceptance Requested. The Government will then
accept or reject the import once the contents of import file have been verified.




Excel Import File

Aoprova ttus NotRequested |
Import Data
H H i H Import Into

_Cllck here to select a different Submittal Register Regiter 0 Ml Register

if the Contract has more than one. Click 10 select anather Register
S e 3 Click here to view
el the Excel file for the |«

import.

Submittal Items

Submittal Items X &) eport

Drag a column header and drop it here 10 group by that column

. T Description T Paragraph T | Submittal Type

0102 10.1 Register item 1 1 03
1202101 Register item 2 2 04
302 101 Register item 3 3 05

402 10.1 Register item 4 4 06

|ls 02 10.1 Register item 5 5 07
602 10.1 Register item & 6 08

702 10.1 Register item 7 7 09

802 10.1 Register item 8 8 10

> 1902101 Register item 9 9 1

Revision History

Revision History

Revision Date T | Action T | Revised By

\[ > ||9/19/2024 6:35:30 PM UTC  Submit

Note: The Revision History table will capture revision entries for submission (Submit),
acceptance to import (Accept), and/or rejection of the import (Return) only. The revision entries
recorded here will not capture whether the data was imported into the contract.

Once the Government has accepted the import, the Contractor is then able to proceed with
importing the file into RMS. By first selecting the register to import the file to with the /mport Into
lookup field. This option allows the User to select a second register when there is more than one
associated with the contract. Click in this box and select the appropriate Submittal Register from
the dropdown. Multiple registers are created in RMS/GM. Inform the contract's USACE
Representative when more than one register is being used and provide the name(s) of the
additional Submittal Register(s) prior to attempting the import.

Resident Management System 0 X

Submittal Register List Lookup

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

T | Title

Main Register
IDZ Second
|03 Third
|04 Fourth
|05 Fifth

OK ‘ ‘ Cancel




If users wish to view the Excel file that was uploaded prior to final upload, use the View Excel
button. This button will open the file in Excel.

When ready, click on the Merge into Register button. This button will bring up the data in the
excel file that will be imported and a partial comparison with the data currently in the register. At
the top of the view, users will see all of the items that this file contains. At the bottom of the
view, users will see the list of items that already exist in RMS.

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 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

T Description T | Paragraph T Submittal Type

__jor10210.4 Register item 1 1 03
{202 101 Register item 2 2 04
302101 Register item 3 3 05
1402 104 Register item 4 4 06
] 502101 Register item 5 5 07
~ |s0210a Register item 6 6 08
| 702101 Register item 7 7 09
l80210.1 Register item 8 8 10

> 90210.1 Register item 9 9 1"

Submittal Item Duplicates X &) eport

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

T Description T | Paragraph T Submittal Type

If any duplicate Submittal Iltems are found in the import file, the items will be displayed in the
data grid at the bottom of the import preview screen.

Submittal Item Duplicates

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

T | Submittal Type

T | Paragraph

T | Description
1245222500 This is my test desc 01252

13 4522.2500 Description 2 12,1521
1445222300 Description 3 55.265.2 12 | 5]
1445222500 Desc 4 55.265.2 01
14 4522.25 00 Desc 5 55.265.2 02
1445222300 Desc 6 55.265.2 03
1445222500 Desc 7 55.265.2 04
1445222500 Desc 8 55.265.2 05

— _— LR :

Note: There is no need to remove those duplicates from the excel file and repeat the
acceptance request process, as the next screen will prompt users which items to INCLUDE
during import.

After reviewing all the information, click on the /Import Data as Shown button.

If there are duplicate Submittal ltems, a window will appear displaying the duplicate items.
Select the items that should still be included in the import. Any items that are not selected and




left unchecked will be excluded from the import. Click the OK button to confirm the selection(s).

Down below is a list of potential duplicate submittal items. Please select which submittal items you would like to import/update, then
click the “ok” button when ready to import. Note all unselected submittals items will not be imported/updated into the submittal
reqister.
Submittal Item Duplicates Dl +) Bxport
Drag = column header and drop it hers to group by that column
Section T | Description L :amgrap T | Submittal Type
- 245222500 This is my test desc 0125.2 12
- 345222500 Description 2 121521 0
- 445222500 Description 3 55.265.2 12
- 445 22,25 00 Desc 4 55.265.2 01
- 445 22,25 00 Desc 5 55.265.2 02
- 445 22,25 00 Desc 55.265.2 03
- 445 22,2500 Desc 7 55.265.2 04
- 445 22,25 00 Desc 8 55.265.2 03
- 445 22,2500 Desc 9 55.265.2 06 3
- 445 22,25 00 10Desc 55.265.2 07
- 445 22,2500 Desc 11 55.265.2 08
- 445 22,25 00 Desc 12 55.265.2 08
| ] 445 22.25 00 Desc 13 55.263.2 10
] 445 22.25 00 Desc 14 55.265.2 11
| | 445 22.25 00 Desc 15 55.263.2 12
] 445 22.25 00 Desc 16 55.263.2 11
| ] 445 22.25 00 Desc 17 55.263.2 10
] 445 22.25 00 Desc 18 55.263.2 03 i
| ] 445 22.25 00 Desc 19 55.265.2 08
445 22.25 00 Desc 230 55.265.2 07 il
=

A successful import will be acknowledged through authentication, and all imported submittals
will be viewable in the Submittal Register module.

Excel Import Complete

9 Submittal Items Imported

11.5 Network Analysis Schedule (NAS)

This module provides the capability to import a Network Analysis Schedule (NAS). A NAS is a
graphic representation of a contract’s project schedule representing the sequence and
interdependencies of work. It demonstrates the logical sequence of the work and the time
required for each work activity.

= T T T T T
Import QC Deficiencies Import Submittal Register - Specsintact Import Submittal Register - Excel Network Analysis Schedule (NAS)
impart QC Deficiencies generated from an Excel Submittal itemns can be imported from a Submittal items can be imported from an Excel Import P6 XML or SDEF schedule.
worksheet. Specsintadt txt file Template.
Document Package Export
Mass export docurnents 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, 01 32 16.00 20 Small Project Construction Progress Schedules, or
equivalent. Check the contract’s specifications for schedule requirements.



https://www.acquisition.gov/far/52.236-15?searchTerms=52.236-15
https://www.acquisition.gov/far/52.236-15?searchTerms=52.236-15

The schedule and its activities play a very important part in RMS. Most actions associated with
Quality Control, and more importantly, Progress Payments rely on purposeful use and
management of the schedule’s activities. Use of the Standard Data Exchange Format (SDEF)
file import or Extensible Markup Language (XML) file import may not be mandatory, but it is the
easiest and most recommended way to input and manage schedule dates in RMS. The first
step to importing a schedule into RMS is to add an SDEF or XML file for preview.

11.5.1 Adding SDEF or XML Files for Preview

Currently, Oracle’s Primavera P6 is the only known commercially available software package
that can generate a properly formatted SDEF file (without external plugins or add-ons) for import
into RMS. RMS also allows XML files exported from P6 only to be imported using the same
procedure as outlined below. Since an SDEF file is just a formatted text file, it is also possible to
manually create this file following the file’s specifications, found in ER 1-1-11 Project Schedules,
Appendix A. However, this approach is not recommended, especially for schedules with many
activities.

Click the Add button to initiate a new SDEF or XML file import.

&) add £)edit @) Delete Compare Schedules Schedule Files

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

v Schedule YT Date Invoice

AERAE Type imported

T | Schedule File T | Approval Status

> ,06/30/2021 Preliminary 07/23/2021 Accepted for Import
101/31/2003 Re-baselined S Not Requested
‘05/31/2020 Re-baselined S Not Requested
‘04/30/2020 Impact Schedu Acceptance Requested

¥

Click on Select File to navigate to the location where the data file is stored. Select the file to
import and click Open. Then click the Next button in RMS.

NAS Data File Import Wizard

File to Import

File Name

Select File

v 4 | [ > Desktop :

Organize = Mew folder
Mame
B CHL23-MCD-PE-O11at 2

& Pictures

@ Music

—
¥ Videos

File name: | | CD-PE-011.txt



https://www.publications.usace.army.mil/USACE-Publications/Engineer-Regulations/?udt_43546_param_page=12
https://www.publications.usace.army.mil/Portals/76/Publications/EngineerRegulations/ER_1-1-11.pdf?ver=txf5OqaKuQ1bMM-uwHYChQ%3d%3d

Note: Files exported from Oracle’s Primavera with either a .txt or .xml file extension can be
uploaded. XML files from other sources (MS Project, etc.) will not be imported into RMS.

After the file has uploaded, enter information regarding the data in the file.

NAS Data File Import Wizard

Data File Information

Data Date | 4/30/2018
File Type v # Preliminary

Initial

File Version 1
Impact Schedule

Project ID Re-baselined Schedule
Monthly Update
Recovery Schedule
Completion Schedule

.<Back I Finish I 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 date cannot be changed.

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.

Click on Finish to finalize the upload.

Note: Finalizing the upload does not import the file into the contract. This process simply
uploads the file to allow for comparison of the file’s contents to what is currently in RMS and
for the Government to review the upload for approval.

After the import completes, the SDEF/XML Import File Edit view will be presented.




11.5.2 Editing/Reviewing SDEF or XML Files

Since RMS retains a copy of all SDEF and XML files that have been imported, select a file and
click the Edit button to access a previously imported file. This action will allow viewing,
previewing, importing and/or re-importing of the data contained in this file. Whether adding a
new file or editing an existing file, the edit view below will be presented.

SDEF Import File

Project D Project EDCBA Approval Status Not Requested
O T
Schedule Type Monthly Update Version 1 | Preview Data Import into Contract ‘
Activity Count 5167 Total Activity Cost $204,364,829.00 ‘| Preview Import Eamings into Payment |
Critcal Activity Count 266 Cost to Date $0.00 [ Compare to Live Data ]
per _ i Select an action to perform. I
ctivities Calendars SDEF File

Activities X &) eport

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

. Description T Cont v Costto - EarlyStart | 7 v LoteStnt o tf':ih o Acual ¢ ’:ﬂ“:’
Date Date Date Date Start Date Date
00121040 | Main Dam Control Tower Const $0.00 $0.00| 05/18/2020 | 05/18/2020  11/17/2020  11/17/2020
100121000 ' Main Dam Control Tower Const 50.00 $0.00 05/21/2019 | 05/21/2019 11212019 11/21/2019
|0013AD17 | Cure Stab - Block 5 - Lift #0 50,00 5000 05/30/2018 | 06/05/2019 | 09/28/2020 | 10/04/2020
|0011AG12 | Start Slab Concrete M09 to M0 5000 5000 12/18/2018 | 12/18/2018 | 03/03/2020  03/03/2020
00114610  Start Stab Concrete M20 to M1C 50,00 5000 11/27/2018 | 11/27/2018 | 03/23/2020  03/23/2020
|| RKEXPROS | Crush/Process/Wash/Perm Stoc 50.00 $0.00 09/03/2020 | 08/03/2020  02/09/2021  02/09/2021
|0011ac82 | Backfill Concrete M09 1o MO1 - 50,00 $000 1217/2018 | 12/17/2018 | 03/02/2020  03/02/2020
|0011AC82 | Backfill Concrete M18 1o M10 - 50,00 $0.00| 11/26/2018 | 11/26/2018 | 03/20/2020 _ 03/20/2020

Revision History

Revision History

Revision Date T | Action 1| Revised By

Note: The Revision History table will capture revision entries for submission (Submit),
acceptance to import (Accept), and/or rejection of the import (Return) only. The revision entries
recorded here will not capture whether the data was imported into the contract.

The contents of the file will be displayed before the data can be imported into the contract. The
top of the edit view contains general information about the file, including information that was
entered during the Add process.

Approval Status: When a file is initially added, the status will indicate “Not Accepted for Import”.
After the Government has approved the import, the status will change to “Accepted for Import”.
This status will remain until a new file is added for import. When the new file is accepted, the
status of the previous file will change to “Not Accepted for Import”. Only one file can be
“Accepted for Import” at any given time.

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.

Compare to Live Data: This feature is not yet available.




The bottom half of the view displays three tabs. The Acfivities tab is a list of activities included
with the file.

Activities

SDEF File

Calendars

Activities

X f‘j Export

Drag a column header and drop it here to group by that column
Late Actual
Description T | Cost T g(;f;to EDzlrll: s ! :;:t:? ST Finish T ;Zt:jtalljate T | Finish T I?;:l
Date Date
| |/00121040 Main Dam Control Tower Const $0.00 $0.00 05/18/2020 | 05/18/2020 | 11/17/2020 | 11/17/2020 183
00121000 Main Dam Control Tower Const $0.00 $0.00 05/21/2019 | 05/21/2019 11/21/2019 11/21/2019 184
| ||0013AD17  Cure Slab - Block 5 - Lift #0 $0.00 $0.00 05/30/2019  06/05/2019 | 09/28/2020 | 10/04/2020 487
| ||0011AG12  Start Slab Concrete M09 to MO $0.00 $0.00 12/18/2018 | 12/18/2018 | 03/03/2020 | 03/03/2020 259
0011AG10  Start Slab Concrete M20 to M1( $0.00 $0.00 11/27/2018  11/27/2018  03/23/2020 | 03/23/2020 282
| |[RKEXPROS Crush/Process/Wash/Perm Stoc $0.00 $0.00 09/03/2020  09/03/2020 | 02/09/2021 | 02/09/2021 98
| ||0011AC82: Backfill Concrete M09 to MO1 - $0.00 $0.00 12/17/2018 | 12/17/2018 | 03/02/2020 | 03/02/2020 259
0011AC82 Backfill Concrete M18 to M10 - $0.00 $0.00 11/26/2018 | 11/26/2018 | 03/20/2020 | 03/20/2020 282
L 0010AS101 Main Dam - Dental Concrete $18,200.00 $0.00 06/08/2020  06/12/2020 | 06/08/2020 06/12/2020 0
| |[0008AA11  Strip Leveling Concrete - Weir $0.00 $0.00 01/30/2019 | 02/01/2019 | 04/26/2021 | 04/28/2021 490
_ ||0008AA13  Strip Leveling Concrete - Weir $0.00 $0.00 05/24/2019 | 05/29/2019 | 04/26/2021 04/28/2021 422
NNNQAA1Y  Cirim | avalina CAancrata - \WWair <nnn <nnn  NRMSHINIO NEIN7T NIN1a NAMNKMNNI nAMNaMNnNI1 AR

The Calendars tab will show the calendar data for the schedule file.

Activities

SDEF File

Schedule Calendars X &) export

Drag a column header and drop it here to group by that column ‘
Ca +~ Monday ~ Tuesday + Thursday  Friday + Saturday v
C Workda Workda Workda: Workda Workda:
17 7-Day Workweek Yes Yes Yes Yes Yes Yes Yes
(L 1S03.5-Day Workweek - Weather No Yes Yes Yes Yes Yes No
2 1S02.5-Day Workweek w/ HD No Yes Yes Yes Yes Yes No
113 1S07.5-Day Workweek Rock P No Yes Yes Yes Yes Yes No
| 4 1S02.5-day Workweek w/HD No Yes Yes Yes Yes Yes No
115 1S03.5-Day Workweek ~ Weathe No Yes Yes Yes Yes Yes No
|16 1S06.Wet Season Work - Weather No Yes Yes Yes Yes Yes No
|8 1S01.7-Day Workweek Yes Yes Yes Yes Yes Yes Yes
119 1S04.4-Day Workweek - Weather No Yes Yes Yes Yes No No
> A 1S05.Dry Season Work - Weather No Yes Yes Yes Yes Yes No

The third tab will change based on what file type was imported. If using an SDEF file, the original
data file is displayed on the third SDEF File tab.

Activities Calendars

VoM 1

PROJ 1BJAN18 2118 Lab Weir Rock Backfill P 18JaN18 0loun2l

CLDR 7 YYYYY' 7-Day Workweek

CLDR 1 I1S03.5-Day Workweek - Weather

CLDR 2 X 1502.5-Day Workweek w/ HD

CLDR 3 N ¥N IS07.5-Day Workweek &€“ Rock Pro

CLDR 4 N 1sS02.5-day Workweek w/HD

CLDR 5 NYYYYYN IS03.5-Day Workweek &€“ Weather

CLDR & } .Wet Season Work - Weather

CLDR 8 1.7-Day Workwe:

CLDR 9 .4-Day Workweek - Weather

CLDR A .Dry Season Work — Weather

EOLI 1 04JULL17 04SEP17 10NOV17 23NOV17 24NOV1T7 8 2eJAN1B

HOLI 1 O2FEB18 14FEB1S 1 21FEB18 22FEB1S 17APRLS

EOLI 1 03JULlge 04JULle 1 03sEPl8 12sEP1S 8 09Nov1s 23NOV1E

{ 1 25DEC18 01JAN19 1 21JRN1S 220AN19 O0BFEB19 1
04MAR19 12MAR19 20MAR19 22MAR19 i 1 23APR19 15MAY1S9 17JuL19
160CT19 06NCV19 1INOV19 13NOV1S 20NOV1S 29NOV1S 02DEC19 10r + 1 9 25DEC19

150AN20 200AN20 21JAN20 27JAN20 03FEB20 11FEB20 17FEB20 19FEB20 21FEB20 27FEB20 06MAR20 12MAR20 18MAR20
0 0BAPR20 15APR20 13MAY20 15JUL20 12AUG20 07SEP20 16SEP20 120CT20 140CT20

03JAN20
1 24MRAR20

16NOV20 23NOV20 26NOV20 27NCV20 07DEC20 1 25DEC20 31DEC20 0lJAN21 18JaN21
270AN21 01FEB21 05FEB21 09FEB21 11FEB21 01MAR21 14APR21
31MAY21 0500121 14JUn21 18AUG21 06SEP21 1 22NOV21 25NOV21

14DEC21 22DEC21 24DEC21 30DEC21 03JAN22
1 21FEB22 23FEB22 03MAR22 07MAR2Z 10MAR22 1

02FEB22 0TFEB22 (
11MAY22 30MAY22 040UL22 13JUL22 17AUG22 05SSEP22




If using an XML file, the original data file is displayed on the third XML File tab.

Activities Calendars XML File

<?xml version="1.0" encoding="utf-8"2> ~
<APIBusinessObjects xmlns="http://xmlns.oracle.com/Primavera/PéProfessional/V22.12/API/BusinessObjects” xmlns:xsi="http://www.w3.0rg/2001/XMLSchema-j
<DisplayCurrency>
<Currency>
<DecimalPlaces>2</DecimalPlaces>
<DecimalSymbol>Peried</DecimalSymbols>
<DigitGroupingSymbol>Comma</DigitGroupingSymbol>
<ExchangeRate>1</ExchangeRate>
<1d>USD</Id>
<Name>US Dollar</Name>
<NegativeSymbol>(#1.1)</NegativeSymbol>
<ObjectId>1</ObjectId>
<PositiveSymbol>#l.1</PositiveSymbol>
<Symbol>S$</Symbol>
</Currency>
</DisplayCurrency>
<UnitOfMeasure>
<Abbreviation>CY</Abbreviation>
<Name>Cubic Yards</Name>
<ObjectId>106</0ObjectId>
<SequenceNumber>300</SequenceNumber>
</UnitOofMeasure>
<UnitOfMeasure>

It is recommended that data be previewed to ensure all data will be imported correctly and no
mistakes will remove any previously entered, required data prior to requesting approval for
import. To do this, click on the Preview Data Import into Contract button.

SDEF Import File

Project ID |Sept 2023 Approval Status Not Requested
Schedule Type Monthly Update Version 1 m‘
Activity Count 377 Total Activity Cost $39,306,160.00 | Preview Import Earnings into Payment ‘
Critcal Activity Count 192 Cost to Date $11,816,623.00 | Compare to Live Data ‘

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 Import Status column
to see how this data differs from what is in RMS.

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

14| Description T | Import Status

\ Prelim GeoTechnical Report All data matches - nothing to import
F&D Casework Activity Exists - Changes to (Duration,Early Start,Early Finish,Late Start,Late Finish) will be impc
End Project Activity Exists - Invalid (Category) Changes to (Early Start,Early Finish,Late Start,Late Finish) wil
Design for RFP 3 Changes Activity Not found in schedule - ACTIVITY WILL BE DELETED

The Import Status codes can be interpreted as follows:

All data matches — nothing to import: This means there are no changes between the activity in
RMS and the activity in the import file.

Activity Exists — Changes to (....) will be imported: This means an existing activity had changes,
the information in the parenthesis indicates what will be changed if this file is imported.

Activity Exists — Invalid (): This indicates that some data in the import file is not an option within
RMS. This usually happens with the Category of Work field. If the text in the parenthesis says
Category, this indicates that the Work Category code entered in the schedule is not a
recognized code in this RMS district. Check with the contract's USACE Representative to ask
which work category codes are available for use with the contract.

Activity Not Found in schedule — ACTIVITY WILL BE DELETED: This is a warning status and




indicates that an activity that is currently in RMS is NOT in the import file. Activities are identified

with an Activity ID, so if the Activity ID changed in the scheduling software, RMS will not find the

activity in the import file and, if imported, will delete that existing activity.

Important: All Pay Activities that exist in the contract but do not match with this schedule
file (matched by Activity ID) will be deleted and the activity on the 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 this /mport Status Code is found, be sure to confirm this
is an acceptable change prior to proceeding.

If any of the above statuses are displayed and are believed to be erroneous, go back to the scheduling

program, correct the errors, create a new schedule file, and repeat the previous import steps.

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

here will change to reflect the data for each activity selected. This section provides additional

information not available in the grid.

Activity Import Preview

Drag a calumn header and drop it here to group by that calumn
T4 Description T | Import Status
1P1015 P1 Framing Layout Activity Exists - Changes to (Actual Finish,Actual Start,Early Start,Early Finish,Late Start,Late Fin
1P1020 P1 Fire Protection Rough-In Activity Exists - Changes to (Actual Finish,Early Finish,Late Finish) will be imported
1P1030 P1 Install Door Frames Activity Exists - Changes to (Actual Finish,Actual Start,Early Start,Early Finish,Late Start,Late Fin
1P1040 [ P1 OH Mech Rough \ Activity Exists - Changes to (Actual Finish,Actual Start,Early Start,Early Finish,Late Start,Late Fin
1P1050 P1 Secure Wall Construction Activity Exists - Changes to (Actual Finish,Actual Start,Early Start,Early Finish,Late Start,Late Fin
1P1060 P1 Mech Wall Rouah-In Activitv Fxists - Chanaes to (Actual Finish.Actual Start.Farly Start.Farly Finish.| ate Start.l ate Fin |~
Activity ID | 1P1040 Description P1 OH Mech Rough
CLIN |0002 Feature of Work HVAC
Responsibility Code MECH Duration 20 Cost $1,105,700.00
Phase of Work |IN Category of Work X Work Area Code BINT
Early Start Date | 10/2/2023 Existing Activity Early Start Date
Early Finish Date | 10/30/2023 Existing Activity Early Finish Date
Late Start Date | 10/2/2023 Existing Activity Late Start Date
Late Finish Date | 10/30/2023 Existing Activity Late Finish Date

Note: Although the schedule file contains Actual Start and Finish Dates, RMS will not import
these into the RMS database if the contract is setup to only use the QC Daily Reports to
enter Actual Start and Finish Dates. If that is the case, then the only dates imported will be
the scheduled dates. In those cases, the Actual Start and Finish Dates can only be entered
through the QC Daily Reports (see the Activities Started/Finished section of a daily report
in this manual for instructions). However, every attempt should be made to ensure the actual
dates in the NAS are the same as those entered in the Daily Reports. RMS will identify
dates that are not the same. The contract's USACE Representative may not accept an
import when these dates do not match.

The third section of the Activity Import Preview at the bottom contains additional information
about the data contained within the schedule. While not as critical as the top portion showing the
import status of each activity, this section will also show if there are discrepancies between the
import data and RMS. This includes Subcontractor Codes to Be Added To The Contract and
Features Of Work To Be Added To The Contract. Ensure that both boxes are correct and accurate.

Important: Subcontractors included on the schedule with a Responsibility Code that does




not match what currently exists in the RMS will be added as new Subcontractors. The
existing Subcontractors will remain. This will create duplicate Subcontractors. Please
make sure the Responsibility Code that is used in the scheduling software matches what is
currently in RMS to prevent duplications.

The CLIN Balances including schedule data grid will compare the current CLIN balance to the
sum of the total schedule activities linked to the CLINs. This is a valuable tool to quickly determine
if the CLIN's total and activity totals will be balanced or unbalanced after import (red indicates an
unbalanced).

Note: The Current Amount column displays the activity amounts by CLIN for what is
currently in RMS, where the Activity Total column shows the activity amounts by CLIN for
what is in the import file.

Subcontractor Codes to be Added Contract Features of work to be Added to Contract

CLIN Balances including schedule data

Responsibility Code Feature of Work

T | Current Amount T | Activity Total T
$4,237,200.00 $4,237,200.00
$649,200.00 $649,300.00

Underground Electrical Distr

Demolition

Crushed Aggregete Base Cours $1,428,978.00 $1,428,978.00
$924,682.00 $924,682.00 |=
$49,866.00 $0.00

§1,051,066.00 £0.00
$42,360.00 $0.00 [+

If all the information is correct, click on the Back button and then click on the Request
Acceptance to Import button.

11.5.3 Importing SDEF or XML files

Once the Government has accepted the request to import the import file, the status will change
to “Accepted for Import”, and the import can proceed by using either the Preview Data Import
into Contract or the Preview Import Earnings into Payment.

Approval Status Accepted for Import

Request Acceptance to Import

1 | Preview Data Import into Contract
1,119.00 | Preview Import Earnings into Payment
$0.00 | Compare to Live Data

Before the data can be imported into a payment, the data must be imported into the contract.
Click on the Preview Data Import into Contract button, then the green /Import data into Contract
button found in the lower right of the preview window.

Importing the schedule data displayed above may overwrite existing data. Review carefully prior to import Import data inte Contract




Importing this schedule into the contract may
overwrite existing data. Are you sure you want to

continue?

Click on YES to
continue or NO to
cancel.

N N

Click on Yes to confirm the import. If the earnings data is not included with this import file, click
the Back button to return to the Network Analysis Schedule (NAS) module view.

Note: Administration | Contract Notification Control can be used to help inform both the
Government and Contractor about the status of schedule submission and approval.

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. Perform this step after importing the data into the contract using the Preview
Data Import into Contract button.

RS X

Important: Clicking on the Preview Data Import into
Contract button will create a new Progress Payment.

If a draft Progress Payment is already in process,
this button will overwrite any data already entered

into the Progress Payment. . Invoice 6 is currently in Government review. The
. schedule values cannot be imported for payment until

Note: There can only be one open invoice in RMS at the review is complete.
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. The payment does not |
have to be paid, just marked completed in RMS. ‘.




After verifying the data and importing the schedule into the contract, click on /mport into Invoice
#, where the pound sign represents the next Progress Payment number.

Payment Import Preview - Invoice 6

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

+ | Activity

ivi T4l Descript
Activity ID Description R

Start Pre-Construction Submitt $0.00
Submit Asbestos Hazardous Abat $0.00
Gov't Review - Asbestos Hazard $0.00
Receive Approval - Asbestos Ha $0.00
Submit Demolition Plan $0.00
Gov't Review - Demolition Plan $0.00

T | Earnings to

Schedule

Date
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00

Earnings to
T | Date for

Invoice

$0.00
$0.00
$0.00
$0.00
$0.00
$0.00

Payment Status

Matched
Matched

Matched -

Matched
Matched
Matched

- schedule earnings will be imported
- schedule earnings will be imported

- schedule earnings will be imported
- schedule earnings will be imported
- schedule earnings will be imported

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

Import into Invoice &

e -]

Importing this file into invoice 6 will overwrite
requested and allowed activity amounts. Are you sure
you want to continue?

Click on OK, then the Contract Menu button to return to the Contract Menu. Then, navigate to
Finances | Progress Payment to complete the request.




11.5.4 Deleting Unused SDEF or XML Files

The Contractor can delete unused schedule files. However, files that have been accepted for
import, requested to accept for import, or have already been imported into the contract (files
showing a date imported, or an invoice date imported) cannot be deleted.

&)add &) edit @) Delete Compare Schedules Schedule Files X #) export

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

edule Date Invoice -
Da o d
€ ortead
> |06/30/2021 Preliminary 07/23/2021 Accepted for Import
‘[01/3112003 Re-baselined S Not Requested

“05/31/2020 Re-baselined S Not R <t
|0473072020 impact Schedu ) _.W ]
If these dates are populated,
the schedule file cannot be These files cannot be
deleted. deleted.

Attempts to delete the above files will result in the error message below:

RMS X

Cannot delete schedule files that have been
accepted for import.

To delete an unused schedule file, select the file that is not needed and click on the Delete
button.

6)add £)edit @) pelete Compare Schedules Schedule Files X &) eport

Drag a column header and drop it here to group by that column
Data Date T ?Ched"'e T Date Imported T E:‘::‘:g'm T | Schedule File T | Approval Status TH
> d0ar30m021 Rreliminang 07/23/2021 Accented forlmport
[01/31,/2003 Re-baselined S Not Requested
| 05/31/2020 Re-baselined S Not Requested
|| 04/30/2020 Impact Schedu Acceptance Requested

The following screen will display:

'--Deletec 1 } Mo
Delete this Schedule File?
Schedule File :

[ Yes - Delete this item ‘ ‘ No - Cancel the deletion

Click Yes — Delete this item to delete the schedule file.




11.5.5 Compare Schedules

&) add £)edit @) pelete Compare Schedules Schedule Files X &) export

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

v Schedule v Datelnvoice
Type Imported

> 106/30/2021 Preliminary 07/23/2021 Accepted for Import

Data Date T | Date Imported Schedule File T | Approval Status

\ 01/31/2003 Re-baselined Not Requested
‘ 05/31/2020 Re-baselined S Not Requested
\ 04/30/2020 Impact Schedu Acceptance Requested

The Compare Schedules button will allow the comparison of two schedules. Upon clicking the
button, a lookup will be provided to select the schedules to compare. Only two schedules can be
selected for comparison. Use the CURRENT DATA selection to compare current status data in
RMS for the contract to a different schedule.

£ Resident Management System L= = &

=2Q

==* Schedule Comparison Lookup

Select 2 Schedules to Compare

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

Data Date T | Schedule Type T | Date Imported T | Description T

10/02/2023 CCURRENT DATA __)10/02/2023 07:51:39 PM _ Current Data in RMS
| B o4/29/2022 Preliminary 12/01/2022 03:03:27 PM | $28-1
| 2l o04/29/2022 Preliminary 12/01/2022 03:05:44 PM_ 5-28-2
> | @ o1v2018 Recovery Schedule 09/27/2023 12:47:40 PM | E1000541-RCVR-VO1
I| oK ‘I| Cancel ‘

Below is a sample view of the Schedule Comparison screen.

Schedule Comparison
CURRENT DATA compared to $-28-2

Preview Full Report
Construction Start Construction Finish
CURRENT DATA s-28-2 CURRENT DATA 5-26-2
Construction Completion
Award Milestone 06/04/2004 06/04/2004 A 03/31/2005 03/31/2005
ilestone
NTP Milestone 06/04/2004 06/04/2004 Contract “ﬁ;ﬂi"‘“"‘“m 03/31/2005 03/31/2005
First Activity Start 17277202 11/19/2020 Last Activity Finish 12772012 07/12/2022
First Activity 0010 0001AA Last Activity 0010 22050
CURRENT DATA s5-28-2
CURRENT DATA $-28-2
Activities Not Started 14 25
Activities In Progress 3 15
Critical Activities 14 15
Activities Finished [ 3
1l 7 1
Total all Activities 1 3 Negative Foat Activities 0 o
Number of Activites
scheduled to Start/Finish in 0 0
next 30 days Number of Relationships 0 154
Scheduled Early Start 0 o
Lowest Total Float (days) 0 0
Scheduled Late Start (] 0
Scheduled Early Finish (/] o
Scheduled Late Finish 0 o




Click on Preview Full Report to generate the data in this screen into an Activity Schedule
Comparison report.

11.6 Document Package Export

This module provides a quick and easy way to save a copy of RMS Document Packages
outside of RMS. Currently, only QC Daily Report Packages are available for export.

T T T T T T

Import QC Deficiencies Import Submittal Register - Specsintact Import Submittal Register - Excel Network Analysis Schedule (NAS)
Import QC Deficiencies generated from an Excel Submittal items can be imported from a Submittal iterns can be imported from an Excel Import P6 XML or SDEF schedule.
worksheet. Specsintact xt file Template.

Document Package Export

Mass export docurnents from selected modules
«contained in docurment packoge

When exporting documents, check the /nclude Only Signed Documents checkbox to exclude any
documents that have not been signed.

After selecting some options, others will become read-only. For example, selecting All Documents
in QC Daily Document Packages will make QC Daily Reports only read-only since the option to
export all documents will include the QC daily reports. The same is true for All Documents in
Contractor Transmittal Document Packages and 4025 and Government Remarks Only since the
4025 form and Government remarks will be included in all Contractor Document Packages.

When the desired selections have been made, click the Get Documents button to determine the
folder to where the documents exported.

Document Package Export

Select one or more of the di ck areas for d and click, "Get Documents”.

Cancel Export \

Daily Report Packages

("] QC Daily Reports only
[_] All Documents in QC Daily Document Packages

Transmittal Log Packages

(] 4025 and Government Remarks Only
[] All Documents in Contractor Transmittal Document Packages

[+] All Documents in Contractor Submittal ltem Document Packages

QC Requirements Check box(es) identifying

the documents to include.

(] All QC Test Documents

\/ﬁf

Request for Information

("] All Contractor Request for Information
Correspondence
Check All [] Correspondence Letter - Draft [] Correspondence Letter - Received

UnCheck All || Correspondence Letter - Sent [_1 Correspondence Letter - In House Memos

Progress Payment

Check All [ Progress Payment - All Documents [] Progress Pdyment - Prompt Payment
UnCheck All 1

All Documents J

[_] All Document Packages




Navigate to the location under which to save the export, click on OK.

PR AR

Browse For Folder X

1 hDesklup
% |> €% Home

R Gallery

&l Desktop

i Documents
4 Downloads
ﬂ Music

P9 Pictures
i Videos

This PC

__ Libraries
W@ Network
=4 Control Panel -

>
>
>
>
>
»
>
>
>
>
>
>

< | Recycle Bin

A prompt will appear stating how many documents will be downloaded. Click Yes to proceed
with the download.

RMS X

Your request contains 16 documents. You may leave
this view and the export process will continue in the
background as long as you are logged in and RMS
remains open. To cancel the process, return to this
view and click, "Cancel Export”. Would you like to
continue?

e [ e

While an export is in progress, the Carncel Export button will become active.

Document Package Export

Select one or more of the document package areas for download and click, “Get Documents”.

Include Only Signed Documents




The progress of the export will be displayed in the bottom right corner of the RMS application
screen.

Document Package Export

Select one or more of the document package areas for download and click, "Get Documents”.
Include Only Signed Documents

Daily Report Packages

QC Daily Reports only
All Documents in QC Daily Document Packages

Transmittal Log Packag

4025 and Government Remarks Only
All Documents in Contractor Transmittal Document Packages

All D inC Submittal ltem D t Packages

QC Requirements

All QC Test Documents

Request for Information

All Contractor Request for Information

Correspondence

Check All Correspondence Letter - Draft Correspondence Letter - Received
UnCheck All Correspondence Letter - Sent Correspondence Letter - In House Memos

Progress Payment

Check All Progress Payment - All Documen
UnCheck All

All Documents

All Document Packages

ient. WPF.RMS.Views.ImportExport.DocPackageExport-> DocPackageExportView

This progress bar will continue to display until the export has completed, even if users navigate
away from the Document Package Export module.

0 0 0 0 0 0

N I T T R e ey
Import QC Deficiencies Import Submittal Register - Specsintact Import Submittal Register - Excel Network Analysis Schedule (NAS)

Import QC Deficiencies generated from an Excel Submiteal items can be imported from a Submitzal iterns can be imported from an Excel Import PG XML or SDEF schedule.

worksheet. Specsintact ot file Template.
Document Package Export

Mass export documents from selected modules

contoined in document package

0 Me3 | Export. 72 5% complete

A confirmation message with the location of the exported file will display. Click on OK, then
Contract Menu.




RMS X%

Your document export is complete. All
requested documents have been saved to:

C:\Users\| \Documents
\Training\RMS Info Technical

v 0K

12.0 CONTRACT REPORTS

T T T T T T e e

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

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

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

Click on Conftract Reports to access all the reports currently available in RMS.

Click here to expand the groups and see a
complete list of all reports in alphabetical order.

Report Title ¥ Report Menu T'| Author T geveloped T

Click and drag the column header up to the
grey bar above it to restore the groupings.

T~ \

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

Report Title 74| Report Menu T | Author P E—"

B
All Reports Administration Reports Financial Reports QA/QC Reports Submittal Reports Schedule Reports Closeout Reports
41 6 9 17 6 3 0
2] it Contract Reports DI +) Bport

Eoneios

Report Title ¢| Report Menu T| Author T Eeveloped T

~ ADMIN

~ FINANCE

¥ QAQC
~ SCHEDULE

~ SUBMIT

When first opened, the list of reports is collapsed and grouped by Report Menu. The list of
reports corresponding to any of the groups can be seen by simply clicking anywhere in the
corresponding blue tile. A filtered list of the group selected will be displayed in the table below.
The same result can be received by clicking on one of the Report Title categories. Click on the
title again to re-collapse the list.




Action Items - Contractor

| |
RMS Contract Report I;l —

rDate \

Actions that need to be taken on or before

Include

Check All Missing Data Selections vary Quality Control >
{ Payrolls/Insurance/| by repor‘t Exposure Hours
Correspondence Submittals
Modifications Schedules
Finances Hazard Analysis
Start
L (®) Early Start Dates ) Late Start Dates J

To generate a report, double-click on a report title or single click on a report title, then click on
Edit. Depending on the report, various selections to limit the contents of the report may be
available. Make the selections, then click on Preview to view the report before printing or click
on Print to send the report directly to the desired printer.

Financial Reports QA/QC Reports ‘Submittal Reports Schedule Reparts Closeout Reports
| e T
Z) ean Contract Reports X &) epon
Author
~ ADMIN
> Action Items - Contractor ADMIN RMS Center RMS Center
All Request For Information ADMIN RMS Center RMS Center
List of Contractors ADMIN RMS Center RMS Center
Correspondence Listing ADMIN RMS Center RMS Center
RFI Form ADMIN RMS Center RMS Center =
Outstanding Requests for Information ADMIN RMS Center RMS Center
Certified Payroll Statement of Compliance ADMIN RMS Center RMS Center
CUI Cover Page ADMIN RMS Center RMS Center |
~ CLOSEOUT
Warranty Items Listing CLOSEQUT RMS Center RMS Center
i Warranty Inspection Listing _cLoseouT RMS Center | RMS Center
# FINANCE
CLIN History FINANCE RMS Center RMS Center
Activity Eamings by Invoice FINANCE RMS Center RMS Center
Progress Payment History FINANCE RMS Center RMS Center
Activity Summary by CLIN FINANCE RMS Center RMS Center
Prompt Payment Certification Report FINANCE RMS Center RMS Center
ENG Form 93 - Payment Estimate FINANCE RMS Center RMS Center
Contractor Pay Request Worksheet FINANCE RMS Center RMS Center
| Activity Total Earnings FINANCE RMS Center RMS Center
- QAQC
Three Phase Schedule of Control Meetings [olleln RMS Center RMS Center
QC Test Status Listing QAaQC RMS Center RMS Center
Form 4267 Dredge QC Daily Log Report o)l RMS Center RMS Center
Form 3735-A Dredge QC Daily Log Report arQc RMS Center RMS Center
Form 27A Dredge QC Daily Log Report QAQC RMS Center RMS Center
Three Phase Control WorkSheet Initial Qrac RMS Center RMS Center
Transfer Property Listing QAQC RMS Center RMS Center
QC Daily Report QaQc RMS Center RMS Center
QC/QA Deficiency Items Issued ‘QAQC RMS Center RMS Center
Three Phase Control Schedule aaQc RMS Center RMS Center
Three Phase Control WorkSheet Preparatory Qaac RMS Center RMS Center
Three Phase Control WorkSheet Final Followup QaQc RMS Center RMS Center
QC Test Listing Qaac RMS Center RMS Center
QC Narratives ‘QAQC RMS Center RMS Center
Installed Property Listing QaQc RMS Center RMS Center
QC Equipment Hours QAQC RMS Center RMS Center
QC Labor Hours ‘QaQc RMS Center RMS Center
- SCHEDULE
Project Calendar SCHEDULE RMS Center RMS Center
Activity Start/Finish SCHEDULE RMS Center RMS Center
Activity Schedule SCHEDULE RMS Center RMS Center |
| NTP Milestones Schedule SCHEDULE RMS Center | RMS Center |=
A SUBMIT
Submittal Register ENG 4288 SUBMIT RMS Center RMS Center
Transmittal Log susMmIT RMS Center RMS Center
[ Transmittal Variance Request SUBMIT RMS Center RMS Center
Transmittal Sheet 4025-R susMmIT RMS Center RMS Center
Transmittals in Review SUBMIT RMS Center RMS Center
Transmittal Remarks (ENG 4025-R) SUBMIT RMS Center RMS Center |-

This is the list of reports available at the time this User Guide was prepared. As other reports
are developed, the list will expand. If there is a specific report that would be useful select the




Help button at the top right to submit a request.

Click on Help, select RMS Support Tickets (see RMS Helpdesk Support Tickets for guidance
on entering Help Desk tickets). Fill in the information describing the requested report. If there is
a sample and/or rough layout, include it as an attachment.

Note: When the contract is marked as CUI by the Government, a Print Security Markings
header and footer checkbox will be displayed in the report’s parameter view.

If the contract is marked CUI as a Whole, the checkbox will be selected and disabled. The
security markings header and footer entered by the Government will automatically be added to
the report.

Security Classification

I | 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.

If the contract is marked as CUI In Part, the checkbox will be editable, and the User will
have the option to add the Security Markings Header and Footer to the report.

Security Classification

I [_] Print security markings header and footer I

Contract marked CUI in Part; CUl 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.




APPENDIX A — USING STANDARD DATA EXCHANGE FORMAT
A.1 What is Standard Data Exchange Format?

Standard Data Exchange Format is abbreviated as SDEF is a proprietary software protocol that
makes data exchange between USACE project management systems. The SDEF can be used
to import data from Primavera into RMS.

The easiest way to load information is to use the SDEF Import option in RMS.

Note: That any information in RMS that is not in Primavera (in these respective areas) will
be overwritten with what comes from the SDEF file. Also, a Progress Payment must be
available for an SDEF file to import financial information into RMS.

A.2 SDEF Uses in RMS

There are several places in RMS that use SDEF data loaded files.
Updated project schedule consisting of pay activities

Progress Payments
Features of Work
Importing Contractor Pay Activities
Importing Subcontractors
Schedules

= Activity Schedule

= Milestone Schedule

= Placement Schedule

= Feature Schedule

O O O O O




APPENDIX B — GENERAL INFORMATION

B.1 Abbreviations/Terms

Abbreviation/Terms Definitions

ACO Administrative Contracting Officer
AIS Automated Information System
CAO Contract Administration Office
CCD Construction Complete Date

CM Contractor Mode

COR Contracting Officer Representative
GM Government Mode

KTR Contractor

LD Liquidated Damages

PCF Paperless Contract File

PlI Personal Identifiable Information
QA Quality Assurance

QC Quality Control

RFI Request For Information

RMS Resident Management System
SCD Substantial Completion Date
SDEF Standard Data Exchange Files

B.2 Prohibited File Types in RMS

.bat
.con
.com
.vbs
.cmo

.msl .iso
jar .cmd
Jjse .scr
.ps1 .asp
.sh Jjs

Return to section: Working with Document Packages.




APPENDIX C — RESOLVING ACTION ITEMS

Below are some examples of how to resolve some of the actions items that may occur during
the life of a contract. This list is not an exhaustive list, just the most common issues that occur.
To remove action items from the Action Items Dashboard/Report, the action that triggered the
notification must be addressed. Below is a list of steps to correct action items based on a
common /tem Title.

C.1 Feature Has No Activities Assigned

Navigate to Finances | Pay Activities.

Contractor Action ltems My Action ltems

o o (/] (/]
Low

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

Double click on the Activity to which the feature should be linked or single click on the Activity,
then click the Edit button to open the activity.

Activities

Features

CLINs Contractors

All Activities Activities with no CLIN / Invalid CLIN

&)add FJedit ) Delete Pay Activities X | &) eport

Activities

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

| Activity ID T | Description ! T | Amount
0001

Tanns | Funecics Aetianal Did banee ARAY

CI|ck on the blue Feature field to brlng up the Features of Work lookup. Select the feature by
double clicking on the title or single click the Feature Title, then click on OK.

Resident Management System
- {
=Q Feature of Work Lookup

Features of Work

19 8 column header and drop it here to group by that column

Note: An Activity can only have one Feature of Work assigned. Therefore, if a Feature has
not been assigned to an Activity because the Activity has multiple features, then this action
item cannot be resolved.




C.2 Feature Prepl/lInitial Meeting Due
Navigate to and click on a draft QC Daily report.

&) add &) edit B) Delete Daily Reports X| &) export

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

+ | Contains Signed
Documents

Report No. T | QC Report Date T | QC Weather Reported T | QC Report Status
798 11/16/2023 Thursday Weather Not Entered (_Not Completed by Contractor

Click on the Prep/Initial Inspections submodule from the menu items on the left.

QC Daily Report No. 798, 11/16/2023 - Thursday

D QC Daily Report

Weather
Progress payment Calculations tests

Project

Weather Not Entered Contract Number W911KB21C0030
Contractor The Ranger Group, LLC
QC Narratives
0 Written Today QC Weather

Weather Not Entered
‘QC/QA Deficiencies

0.0f 0 Corrected Today

QC Requirements QC narratives

No QC narratives entered today
0 of 2 Completed Today

Prep/Initial Inspections o
Prep/initial Inspections
0 Prep. 0 Initial Today Preparatory inspections held today

Activities Started/Finished No preparatory inspections today

Note: If no open daily reports are available, navigate to the Schedules tab and click on
the Features Schedule module. Both the Prep/Initial Inspections submodule of a daily
report and the Features Schedule module will follow the same instructions outlined
below.

Double click the feature in question or single click the feature and click on the Edit button.

All Features All Features Requiring Features Requiring Features Requiring Inspections
Prep/Initial Preparatory Initial Not Scheduled

24 24 24 24

All Features - QC Daily Report No. 798, 11/16/2023 - Thursday X | &) export

2

Drag a column heade A it here to group by that column

| Feature Of Work T | Preparatory Inspection T

Scheduled 11/1/2023 Not Scheduled

Initial Inspection L

> ||| Project Administration

Update the Held date for the Prep and/or Initial meeting that was held and enter the appropriate
dates.




Feature Schedule - Project Administration

Preparatory
Date Time
Scheduled | 11/1/2023 10:00 AM
IHeId Select a date Ej 3
4 November2023 P
Initial Su Mo Tu We Th Fr Sa

30 31 1

5 6 7 8

12 13 41

‘ 19 20 21 2272

26 27 28 29 30 1 2
3 4 5 6 7 8 9 E

C.3 Letter Needs Contractor Answer:

Navigate to the Correspondence module.
T I e

Contract Description

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

Contract Access Control 2 Correspondence Request for Information
Control contractor staff access to this contract. Create, edit, and Letters and Memos. Respond to RFT'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.

Contract Notification Control

Prime Contractor

Identify Contractor for payment purposes and
view Contractor Staffing.

Contractor Payrolls
Enter or Review Contractor Payrolls for
Department of Labor reporting purposes.

Control which notifications you will receive for

Click on the Received - All blue sort tile and open the letter indicated in the action item by
double clicking on it or single clicking and clicking on the Edit button.

Correspondence
Draft Sent Received
m o n — B 3

Answer Requires [N Answer Required N

&) add &) edit  B) pelete

Correspondence Received-All

X fj Export
Drag a column header and drop it here to group by that column
- - : . - - + Date -
Dated Letter No. Brief Summary 4 Letter Status Answer Due e —
>1i11/15/2023 C-0001 Needs some response by KTR Received, Answer Required 11/18/2023

Either click the Create New Letter fo Answer ... button, or if an answer already exists, click on
the Select Existing Letter(s) to Answer ... button and make a selection.




Correspondence - C-0001

Letter Dated | 11/15/2023 Date Received | 11/15/2023
+/ Requires Answer? Answer Due | 11/18/2023

Letter Summary Needs some response by KTR

¥

Letter No. C-0001 GOVERNMENT: Complete o document package for this letter using this document pockage manager. The document package should include the letter itseif
and any applicable supporting d

Title of Package

Fackages

=

Letters Answered by C-0001 Letters Answering C-0001

1 | Bnef Summary TH

T Letter No. Dated T Letter No. T | Brief Summary T

C.4 Activity Subcontractor Not Assigned

Navigate to Finances | Pay Activities and open the Activity indicated by the action item.

Contractor Action Items My Action ltems

o 0 /] /] /]

High Medium High Medium Low

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

Activities | CLINs \ Contractors Features
All Activities Activities with no CLIN / Invalid CLIN
10 )
| &J)add Z)edit D) Delete Pay Activities X | #)eport

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

| Activity ID T | Description

T | Amount
| Design & Construction of Fire Station, Forest Glen 0001
[ vy v o

AAAS

Click on the blue Subcontractor field to display the Subconftractors lookup list. Select the
Subcontractor by double clicking on the desired line or single clicking the line and then clicking
OK to confirm the selection.




~Resident Management System

gx Subcontractor Lookup

Subcontractors

Drag 2 column header and drop it here to group by that column

Resp Code T | Contractor Full Name

Cancel ‘ ‘ Clear Selection

C.5 Activity Scheduled Finish Date Has Passed

This action item indicates that the Early Scheduled Finish date for the activity has passed, and
no Actual Finish date has been entered. This is primarily a warning to ensure the Contractor is
aware of the potential to fall behind schedule.

-
Ad Mi . I Stration m1 E
.

Features of Work

Submittals

Three Phase Inspections

Listing of Definable Features of Work to be used

A tabulation of DFOW and the number of Checks

QC Summary
A roll-up of each QC Daily Report entry topic.

Hazard Analysis
Listing of each AHA that has been, or should be,
prepared for each hazardous activity.

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

If the activity has already finished, navigate to a QC Daily report.

©)add &)edit O Delete

QC Daily Reports 2
Prepare and Review Daily QC Reports.

QcC Requirements
Entry screens for QC Tests, User Schools, Installed
Property, and Transfer Property.

Daily Reports

Drag 2 column header and drop it here to group by that column

QC Report Date

798 11/16/2023 Thursday

Report No.

T QC Weather Reported

Weather Not Entered

in the 3-Phase Inspection process. linked to the 3-Phase Meetings.

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

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

X :fj Export

Contains Signed -
Documents

T | QC Report Status T

(L_Not Completed by Contractor

Open the Activities Started/Finished submodule within the QC Daily report screen.




QC Daily Report No. 798, 11/16/2023 - Thursday [B) ac paily Report

Progress payment Calculations tests

0 Written Today Project

Contract Number W911KB21C0030
QC/QA Deficiencies
Contractor The Ranger Group, LLC
0 of 0 Corrected Today
QC Weather

QC Requirements

Weather Not Entered
0 of 2 Completed Today

Prep/Initial Inspections

QC narratives
0 Prep. O Initial Today ,
e No QC narratives entered today

Activities Started/Finished 0

0 Storted, 0 Finished Today Prep/Initial Inspections

Contractors Onsite Preparatory inspections held today
No preparatory inspections today
0 Started, 0 Finished Today

Locate the activity in question and enter the activity Finish Date.

appro

USACE Approwv 247400 to 250+50 1170172022

IDW230 USACE Approv 243+50 to 247 +00 11/01/2022

C.6 Activity scheduled Start Date Has Passed

This indicates that the Early Scheduled Start date for the activity has passed, and no Actual
Start date has been entered. This is primarily a warning to ensure the Contractor is aware of the
potential to fall behind schedule.

,

QC Summary QC Daily Reports 2 Features of Work
A rofl-up of each QC Daily Report entry topic. Prepare and Review Daily QC Reports. Listing of Definable Features of Work to be used
in the 3-Phase Inspection process.

Hazard Analysis QC Requirements Equipment Checks
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
prepared for each hazardous activity. Property, and Transfer Property. used on the jobsite.

Three Phase Inspections
A tabulation of DFOW and the number of Checks
linked to the 3-Phase Meetings.

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

Exposure Hours

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

If the activity has already started, navigate to a QC Daily report.

&)add FJedt 5] pelete Daily Reports X &) export

Report No. T | QC Report Date T | QC Weather Reported T | QC Report Status

+ | Contains Signed -
Documents

798 11/16/2023 Thursday Weather Not Entered (L Not Completed by Contractor




Open the Activities Started/Finished submodule.
QC Daily Report No. 798, 11/16/2023 - Thursday

[E ac Daily Report

0 Written Today Project Progress payment Calculations tests
QC/QA Deficienci Contract Number WS11KB21C0030
eficiencies
Contractor The Ranger Group, LLC
0 of 0 Corrected Today
QC Weather
Requil its
ol Weather Not Entered
0 of 2 Completed Today
Prep/Initial Inspections
QC narratives
0 Prep. 0 Initial Tod;
i a st Neo QC narratives entered today

Activities Started/Finished o

Ueerd i nilody Prep/Initial Inspections

Contractors Onsite Preparatory inspections held today

No preparatory inspections today

0 Started, 0 Finished Today v

Locate the activity in question and enter the activity Start Date.

Description

Test Report 336+00 to 337+50

x f:j Export

T4 Finish Date

B-Wall 402+85 to 404+85

C.7 QC Daily Report not Complete
Na\igate to the QC Daily Reports module.

Submittals

,
T

QC Summary QC Daily Reports 2
A roll-up of each QC Daily Report entry topic. Prepare and Review Daily QC Reports.

Hazard Analysis QC Requirements
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.

Features of Work
Listing of Definable Features of Work to be used
in the 3-Phase Inspection process.

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

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

Open the report in question.

Three Phase Inspections
A tabulation of DFOW and the number of Checks
linked to the 3-Phase Meetings.

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

6)add &Jedit B pelete ily Reports x Export

T | QC Report Status

Report No. T | QC Report Date T | QC Weather Reported

v | Contains Signed
Documents

798 11/16/2023 Thursday

Weather Not Entered

(L Not Completed by Contractor

Important: Ensure all data/documents have been entered/uploaded before proceeding.




Check the Generate QC Report in Document Package checkbox.

QC Daily Report No. 798, 11/16/2023 - Thursday B ac paily Report

Weather

Project Progress payment Calculations tests
Westher Caused No Delay Contract Number W911KB21C0030
Contractor The Ranger Group, LLC
QC Narratives
1 Written Today QC Weather

Weather Caused No Delay
QC/QA Deficiencies Temperature Min 0 °F Max 0 °F
No Precipitation No Wind

0 of 0 Corrected Today

QC Requirements QC narratives

Daily QC Report

0 of 3 Completed Today
- This is some comment that must be added to the daily report as required by the

Prep/Initial Inspections contract.

0 Prep, 0 Initial Today Unresolved: No

Activities Started/Finished

QC Daily Report No. 0798 CONTRACTOR: Complete a document package for this QC daily report and submit it using this document package manager.

Submit Title of Package L
> |Qc Daily Report No. 0798 1 Not Ready

I [_] Generate QC Report in Document Package I 4

Once the process has completed, open the Document Package, and sign the QC Daily report
and any other documents requiring signatures. Click Submit for Review to complete the
Document Package.

Document Package: QC Daily Report No. 0798 - Report Date: 11/16/2023
AR At EEd |
; 0 . - FlesHere 55 [ Sign selected Documents ||
I il B i B | S o

6)add Fledt Q) Delete All Attachments X &) expont

+ Date of the
Document

Primary ument Title

v‘ 11/16/2023 4:48:25 QC Daily Report No. 0798 - QcDailyReport.PDF i_E_lE_C_{_!’l_}I:]ICE!!;{_S_Ig"!'\_?f} i _ Mot Signed .
Any attach that are CUI uploaded to the RMS application should include CUI markings. Attachments may be used in the management of contracts and
will be stored in USACE datab. ‘When CUI marked d are printed or d loaded and di i d CUI handling requirements should be

followed. If needed, a CUI cover sheet is available in the RMS Admin report area.

Individual File Information
Date of the Document | 11/16/2023 |
L 21|

Document Title QC Daily Report Mo. 0798 - QcDailyReport.PDF

Signed By

Description | View Document |

Save Document to File |

4

Manually signed by Contractor

y signed by G

Document Package

Status: Not Complete.

CONTRACTOR: Attach documents, sign as appropriate, and then submit this document package for Government Review. 6 ||_ Submit for Review
—————— — |

Contractor Notes to Government

For more detailed training on working with Document Packages, please see the training video
on the RMS YouTube channel: https://www.youtube.com/watch?v=tXeM1kGCviQ



https://www.youtube.com/watch?v=tXeM1kGCviQ

C.8 Contractor Payroll Problem

Navigate to the Contractor Payrolls module.

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, Letiers 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 Coniractor Staffing. Insurances.
Contractor Payrolls ‘Contract Notification Control

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

Open the payroll in question. Use the filter funnel to only show Problem Payrolls if the contract
contains a large number of payrolls.

Contractor Payrolls Contractors Onsite

Submitted for Review Completed

0 0

All Payrolls X &) export
Drag a calumn header and drop it here to group by that column
Res| e Payroll
P T | Contractor Name T | Payroll Date T | of T T | Accepted/Rejected Date T | Payroll Status -
Code hours
Employe
Some SubContractor 11/18/2023 0 11/15/2023 Problem Payroll
Disc Some SubContractor 11/11/2023 0 0
- Select All (]

Disc Some SubContractor 11/04/2023 0 0

Draft Payroll
€T Problem Payroll

Show rows with value that

|-Is equal to ' ‘
| oA
And 3
| Is equal to = ‘

| e

Filter Clear Filter

Correct the issue based on the Government Remarks and then resubmit the payroll to the
Government.




Contractor Payroll Edit [E) statement of Compliance

Contractor
Contractor Name Sub Contractor for Training Payroll Date 5/20/2022
Payroll Number 123456 (Optional) Reference No. [] Non Work Week
Number of Employees 0 Payroll hours 0

Contractor Comments

Submitted Date 9/26/2024
5 I ["] Payroll Ready for Review I ment of Compliance

Government

Accepted/Rejected Date 9/26/2024

Payroll Accepted « Payroll Rejected
Government Cammenlﬂease correct document, re-sign , and msubm'D

4 Make corrections based on

: 4
Government comments.
Weekly Payroll 1234 CONTRACTOR: Complete a document package for this weekly payroll and submit it using this document package manager.
5/20/2022
Title of Package Status
e | Edit || > |Weekly Payroll 1234 5/20/2022 1 Returned for Correction
‘

Any attachments that are CUl uploaded to the RMS application should include CUl markings. Attachments may be used in the management of contracts and will be
stored in USACE databases. 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 report area.

Revision History

Revision History

Revision Date T Action T | Revised By

> [9/26/2024 4:59:32 PM UTC Return Haley [
o Eeton | 9/26/2024 4:58:49 PM UTC  Submit Haley

C.9 Subcontractor SF1413 Signature Date Not
Entered

See instructions for C.12

C.10 Subcontractor General Insurance Expiration
Date Not Entered

See instructions for C.12

C.11 Subcontractor Auto Insurance Expiration Date
Not Entered

See instructions for C.12

C.12 Subcontractor Workers Comp Insurance
Expiration Date Not Entered

Navigate to the Confractor Insurance module.




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

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

Contractor Payrolls
Enter or Review Contractor Payrolls for
Department of Labor reporting purposes.

Contract Access Control
Control contractor staff access to this contract.

Subcontractors
Identify Subcontractors, POC's, and Trades.

Contract Notification Control
Control which notifications you will receive for
this contract.

Open the Subcontractor in question.

Insurance Missing

7

Request for Information
Respond to RFI's from Contractor.

Correspondence
Create, edit, and view, Letiers and Memos.

Contractors Onsite
Enter dates that Subcontractors will be on-site.

Contractor Insurance
Track General, Auto, and Workman's Comp
Insurances.

2

SF1413 Missing

7

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

omp
| [ The Ranger Group, LLC PRIM
GOVT 3 GOVT
SLlD Im
> I Some SubContractor Disc
EXP EXP
~cA ~cA

Enter any missing dates as reflected in the corresponding action item.

Contractor Insurance [Disc] - Some SubContractor

Insurance Expiration Dates

General Insurance Expiresjl Select a date

Auto Insurance Expiresl| Select a date

Select a date E

=)
@

Workman Comp Expires|

Form SF 1413 Statement and Acknowledgment

SF1413 Aﬂachedl Select a date fi5] I ’

Note: If insurance is not required, then ensure that the /nsurance Required checkbox
is unchecked for the subcontractor in the Subcontractors module.

C.13 QC Requirement Not Complete
Navigate to the QC Daily Reports module.

‘
Coen |~
‘

Submittals

Features of Work Three Phase Inspections

Listing of Definable Features of Work to be used

A tabulation of DFOW and the number of Checks

QC Summary
A roll-up of each QC Daily Report entry topic.

Hazard Analysis
Listing of each AHA that has been, or should be.
prepared for each hazardous activity.

Exposure Hours
‘Compilation of all contractor and subcontractor
hours of work to comply with OSHA.

QC Daily Reports 2
Prepare and Review Daily QC Reports.

‘QC Requirements
Entry screens for QC Tests, User Schools, installed
Property, and Transfer Property.

in the 3-Phase Inspection process. linked to the 3-Phase Meetings.

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

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




Open a draft daily report.

&) add FJedit 5] pelete Daily Reports X &) export

ins Si
Report No. T | QC Report Date T | QC Weather Reported T | QC Report Status v | Contains Signed -
Documents

798 11/16/2023 Thursday Weather Not Entered (L Not Completed by Contractor

Click on the QC Requirements submodule.

QC Daily Report No. 798, 11/16/2023 - Thursday Bl ac paily Report
Weather e
Project Progress payment Calculations tests
Weather Caused No Delay Contract Number W911KB21C0030
Contractor The Ranger Group, LLC

QC Narratives

0 Written Today QC Weather

Weather Caused No Delay
QC/QA Deficiencies Temperature Min 0 °F Max 0 °F
No Precipitation No Wind

0 of 0 Corrected Today

QC Requirements QC narratives

No QC narratives entered today
0 of 2 Completed Today

Prep/Initial Inspections

Prep/Initial Inspections
Wt s Preparatory inspections held today

Activities Started/Finished No preparatory inspections today

Find the QC requirement in question and check the Completed checkbox.

QC Requirements - QC Daily Report No. 798, 11/16/2023 - Thursday

All QC Requirements Transfer Property

3 0

&) add £)edit ©)Delete All QC Requirements X &) export

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

QC Requirement T Description T | QC Date T | Completed 5 &
QC User school 1 m
=

If it is a QC test, then click on the QC Tests sort tile to display the Status column and make the
appropriate selection.

QC Requirements - QC Daily Report No. 798, 11/16/2023 - Thursday

All QC Requirements QC Tests Transfer Property
3 2 0

&) add FJedt G) pelete Qc Tests X | &) export

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

QC Test T | Description T | QC Date T | Completed T | Status

QC test for activity 2

ICT-{}OOOI QC Test needed for activity 11/15/2023 Not Completed
Completed-Awaiting Results

Completed-Awaiting Verification
Completed-Failed
Completed-Passed

Return to section: Action Items Dashboard Summary
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