LESSON 01

WEBCM Screen Navigation

Lesson 01

Objectives

This lesson demonstrates ways of navigating around WEBCM Windows. At

the completion of this lesson, the participant will be able to:

Login to WEBCM

Navigate through Project View
Favorites

Navigate through Personal View
Change Password and User Information

View Action Items
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Lesson 01

Starting WEBCM

e Open the internet explorer.

e Type the following URL address: [www.primecontract.com]
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e The following window will appear.
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o Type your user ID <xXXXxXxxxx> [1]

e Type your Password <******x**x> [9]
e Click [3]

e With this login, the user will have access to their projects.
e Warning: 20 Minute intervals of inactivity will Log Out the user!

e Note: If you do not have a user name, see Lesson 05 for details.
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Lesson 01

Starting WEBCM (Contd...)

The Projects window will appear.

[+]

""""""" v w Personal View | (A Projects | Search |
PrimeContract o fects | & @,
Welcome, Kugan Superintendent July 4, 20

Projects # Expand all  # Collagse all

Organize...

ECetatlE Advanced

Projects Raole
INAYVEAC [nternal Training Project 1 Member =, —

Wiew Action tems
INAVFAC Internal Training Project 2 Guest ] View Shortcuts
AR UTILTY SPECIALISTS TAKEOWER OF COC CONMTRACT — Member *} Wiz i
Adrfield Pavernent Repairs Phase 2, Mirarnar Mermber (1 Wiew Parsonal Files
BPA FOR EMERGENCY GAS LIME REPAIRS Member Other Tasks
Construct Ground Combat TRMG Range at MCAS Wirarmar Mernber sty Lozt numeni

tanage Users and Groups
GOLF COURSE RECLAIMED WATER, MCCS MIRAMAR Mernber Check i -
echk workflow status

100 ASPHALT PAYING - WASHOUT BRIG RO Mernber ‘iew News ltams
Install Active/Passive Vehicle Barriers “arious Bl Mernber Support Information
MNE246757C0230 - NAYVY LODGE ADDITION, NAS PENSACOLA Member Contact Inforrnation
ME247403C0005 - DESIGHN-BUILD LIBERTY CENTER, NAS F Member Live Support

5 olpport Knowiedgebase
NES711020A063 - 0003 - P-555 ENLISTED DINING FACI Mernber Supaor Knowledgehase
T i Online |l essons
HAS QCEAMNA ernber B s i

e . Y B . Featul ' o
S Y 7 S T R r oy Ly patyf~s and I ates.
e Your projects will be listed??????

e When the user is added to a project, they will be able to view more
information based upon their assigned role (i.e. Superintendent, QC
Manager, and Project Manager).

e (Getting access to a project is coordinated through each ROICC office.
Please contract your project engineer to get access to WEBCM.

Contractor Guide 3



Projects View

Lesson 01

¢ Displays information about projects that the user plays a role (Project
Manager, Superintendent, QC, etc.). [1]

e When you login to WEBCM, you will see the project .

=]

D ﬁ%antract" * pPersonal View Projects | @, Search
E log out Welcome, Kugan Superintendent July 4, 2004
Projects # Expand all  # Collapse all

Organize...
= Default

Erojests ppg/ Rale
INAYFAC Internal Training Pfject 1 Memb
INAYFAC Internal Training Project 2 Guest
AR UTILITY SPECIALISTS TAKEOWER OF COC CONTRACT — Member
Adrfield Pavement Repairs Phase 2, Miramar Member
BPA FOR EMERGEMNCY GAS LINE REPAIRS Mernber
Construct Ground Combat TRMG Range at MCAS Miramar Member
GOLF COURSE RECLAIMED WATER, MCCS MIRAMAR Mernber
IDQ ASPHALT PAWING - WASHOUT BRIG RD Member
Install ActiverPassive Yehicle Barriers “arious Bl Member
MWE246797 C0990 - hAVY L ODGE ADDITION, MAS PEMSACOLA Member
AT e R Tt at e i == AR =T R S R I=T VA = s =t AR AT A=l =

L v ] e e o e

Advanced

Wiew Action ltems
42| Wiew Shortcuts
{} Wiew Alerts

[ “iew Personal Files
Other Tasks

Wy Contact Information
Manage Users and Groups
Check workflow status
Wiew Mews ltems
Support Information
Contact Information

Live Siupooi

e The user is assigned a Role for each project allowing various levels of

access. [1]

e Guest Role: This is the default role in which the user is given access to a

project in a “read only” capacity.

e Member Role: This role is for those users participating in the project
such as the Superintendent, Project Manager, and others. A member has
certain rights that will allow for project participation. The member can
initiate RFI’s, Red-Line Drawings, create QC Reports, all depending on

their assigned Member role.

e From this window select the project “INAVFAC Internal Training

Project 1” by clicking on it. [2]
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Lesson 01

Projects View (Contd...)

e The “INAVFAC Internal Training Project 1” project window will appear.

INAVFAC Internal Training Project 1 R contgutl

Cornpliance
Forrn - 101 has
been iszued to
the

Superintendent

& search 4
T ¥
| Enterprize Wiew = INAVFAC Intemnal Training Froject 1 '
Advanced, .
e [E: Click Here to Access @ NAVFAC Enterprise Folder f
18] MAVEAC Internal Trainin Project Reports & Logs
Project 1 3
E repors =
kuganktr s
7] kugankt
B project Surmrary T
5] mes7iioic4nsi  f
- Production
Report - F
02/02/04
Review and ,L
Reuice
MEET1101C4051
- QC Report-
0i/26/04 -
Beview and
Eevize
) Mee7ii01cdnsi
- Mon 2 L
F

{

sddFilas | crests s naw folder Add Other . ‘:]

. 4

Type Info Name Size Functions F
] @ 01 Corespondence 15 Itemns (’i
| & 02, Daily Reports 17 Items 3
(i @ 02 submittals 5 Iterns £
| | ) 04, Reguests For Information 3 Itemns £

G & D5 Inwoices/Pavrolls/Labor Intervicws 17 Itemns (”
3 @ 06 Schedules 3 Items ‘,
(= €  D7. Safety/Environmental 4 Itarns b

= € 08 Photos 4 Items

il - ”!_'_f\ A0 Cnnstigtabiltyfevisge . o I P j_}te’r_ns_j . " '[}

e Contents of this window and associated folders will be discussed in later
lessons.
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Lesson 01

Favorites

You can bookmark your projects so that the projects can be accessed very
easily through your Internet Explorer.

To add a project to your list of Favorites pages:

e (o to the project that you want to add to your Favorites list

On the Favorites menu, click Add to Favorites

e Type a new name for the project

=) A
Pﬁ“‘l.‘ﬁ‘econtractu % Personal View ‘ Projects | @, search |
INAVFAC Internal Training Project 1 g
5 search
Enterpriss View > INAVFAS Intemal Training Project 1
Adu. d
[R Click Here to Access @ NAVFAC Enterprise Folder
[ NAVEAC Int Project Reports & Logs
Broject 1

Feports Add Favorite:

5] kuaanktr
& M\, Intemet Explorer will add this page to your Favorites list
5 Project Summary

[ Make available offline

MESFL101C4051
i

eport -
02/02/04 -
Create in>> d

eeeeeee

- Production

Mame: | INAYFAC Inkernal Training Praject 1

B MNEEF1101C4051
- QC Report-
To add a project to your list of Favorites pages: =

1. Go to the project that you want to add to your Favorites list

2. On the Favorites menu, click Add to Favorites

3. Type a new name for the project

=~

To open one of your favorite pages, from the Favorites menu on the Internet
Explorer, click the page you want to open.

Tools  Help
Add ko Favarites..

Organize Favorites, ..
[ Links
@j INAYFAC Internal Training Project 1
g‘] MSN. com

Y NE247403C9005 - DESIGN-BUILD LIBERTY CENTER, NAS FALLOM,...

@j Radio Station Guide
&] WEBCM Praject Listing
@] ROICC Fallon
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Lesson 01

Personal View
e Personal View is the user’s own exclusive view in WEBCM.

o Personal View provides a personal storage area that is not associated with
a project.

e No other user can access what is stored in the user’s Personal View.

e From the current view, click on Personal View. [1]

3 INAVFAC Internal Training Project 1 - Microsoft Internet Explorer

File Edit “iew Favorites Tools Help ﬁ

GEack M ) | |£| |EL| ;‘] /.-\‘Search ‘-_:I_"\}_’Favorltes @Med\a f‘\i == E °© ﬁ i‘i r

address 4] htbps:(japp. primecontract comyprimecontractcollabjfeteh 2000{-5070026 custorviews, hemlPPunc=Itobili=5070026R0bjAction=trowsetsart=name | g G0 Liks > (G Snaalt [ile

Google - v fpseachwed - | g3 Fhoblocked [ options Nortan Antivirus ) jf
=
Pﬁ%contractn 4 Personal view Projects | @, Search @

[E logout Welcome, Kugan Superintendent July 4, 2004

¢
Project Tree INAVFAC Internal Training Project 1 m/ EA contigure }

L
Enterprise View > INAVFAC Internal Training Project 1 b
Advanced... )

- [E Click Here to Access @ NAVFAC Enterprise Folder
INAVFAC Tnternal Trainin Project Reports & Logs

Project 1 - -~ /
S - I - ol F N SINPUSIPR il e i
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Lesson 01

Personal View (Contd...)

e The following window will appear.

o=

Pﬁ"ﬁ:i“e&ntract,u 2 personal View Projects | &, Search '
Welcome, Kugan Superintendent July 4, 2004,

% Personal View # Expandall = Collapse all

¥  Action ltems III/

Add.. | Organize...

Advanced

+ Default Add Action Item

L Action ltems Due Date L view Alerts
MES7 1101C4051 - RFI 171 Rejected Manage Files
MEE71101C4051 - QC Report- 01/26/04 - Review and Revise 0

Other Tasks

MNEBT1101C4051 - Production Report - 020204 - Review a

MNBE71101C4061 - Mon Compliance Form - 101 has been iss Customize this page
kuganktr Iy Contact Infarmation

kuganktr
IM&YFAC Internal Training Project 1 Submittal 14- for B
- RFI 374-ARDICCAAREICT Reviews RF|

Manage Users and Groups
Check workflow status

iew News termns
- RF1 352 Angwer s
- RFI 266 Angwer Support lnfuratmn
- RFI 265 Detailed Reviewer Comments to ARDICC/AREICC Contact Information
- RFI 254 ARQICCAAREICC Reviews RF Live Support

- RFI 221 Detailed Reviewer Cormments to ARDICC/AREICT Support Knowledgehase
" (___—,REI 162 Rejected o

i ol = “ g -~ | Online Lessons o

e To ensure that all Action Items, Shortcuts, and Personal Files can be
viewed, click on Expand all. [1]

e An alternate to using the Expand all and Collapse all icons is to click
on the blue arrows next to each heading.

+* Action ltems

+  Shorcuts

¥ Personal Files

e Personal Files is a private storage location for the user. The user can
store any personal files in this location. This can not be viewed by
others. This is the private secure area for the user.
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Lesson 01

My Contact Information

e To change contact information, user ID, and
password, click on My Contact Information. [1]

=Y

L=
PRNLAVERA

Pl,il,neco“tl,act,u *# Personal View ‘ Projects —

Q, search

E log out Welcome, Kugan Superintendent July 8, 2004
Personal View Expand all Collapse all and Livelink

w  Action ltems

Add Organize
+ Default

Action ltems Due Date
- Invoice 03/0904 - Update Checklist
- Inwoice 041304 - Update Checklist
- Invoice 04/1304 - Update Checklist
- Invoice 041304 - Update Checklist

- Inwnice 0471504 - Update Checklist fly Contact [nformation

Add Action ltern
Wiew Alerts

Manage Files

- Inwoice 0471504 - Update Checklist Manage Users and Groups
- Preparatory Checklist - 04/15/04 - Please Review Check workflow status

- Production Report - 04/15/04 - Please Review e Mews ltems
- Pradurtinn Rennrt - N2/9M4 - Plaase Reisn

e The following window will appear.

2} My Account - Microsoft Internet Explorer, = | : X

My Account
| primecontractvrerinformation ]

User 1D kugansupt

|.':;f

Reminder Question what was the name of your first pet

I Contact Information

Name kugan Superintendent
Tite Superintandent Rale
Company Name ULTRAFY Construction
Email Address kugansupt@kugan.cam
Address Mo Address

San Diego, California 92128 United States

Telephone No. £19-332-3761 Ext.

Fax No.

Mobile No.

Pager No. Code

[ Close ] [ Edit contact information [ Edit user information

o CIle [ Edit contact informmation ] [1]
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Lesson 01

My Contact Information (Contd...)

e The following window will appear

<3 Edit My Contact Information - Microsoft Internet Explorer

Edit My Contact Information Help
First Name ¥ kugan
Last Name¥ |Superintendent

Company Name*| ULTRAF: Construckion

|
Tite |Superintendent Role |
|
|

Email Address* |kugansupt@kugan.com

Country* | United States L
Sheet
Address* |ND Address |

City or Town* |San Diego |

State* [ califarnia v
Telephone No.* |619-532-3?61 | Ext. | |
Fax Mo. | |
Mobile Mo. | |
Pager No. | | Code | |

e Make changes as appropriate.

o UserID
o Password
0 Question

° CIICk [ Save changes ]

e Click to cancel update.
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My Contact Information (Contd...)

Edit uzer infarrnation ]

e Click .

Edit My User Information - Microsoft Internet Explorer

Eﬁ

Edit My User Information

INSTRUCTIONS: To edit vour PrirneCantract User Infarrnation pleaze rake changes inthe boxes
balaw,

Inforrnation that vyou enter will be used by the systern on docurnents with which you are assaociated.
PrimeContract will not publizh or share this infarmation with organizations that are not azsociated
with wour contracts, or any other third parties, without vour pricr approval or assignment,

PrimeContract Account Changes: (required fields marked with *)

“four user ID rust be at least & characters long but no rore than 200

User ID # |kugansupt |

Your password must be at least & characters long.

Password * | |

Password * [(re-type) |
What was the name of your first pet?

Your Question*

Your Answer® suptlz34

Save changes Cancel

e Make changes as appropriate.

° CIICk [ Save changes ]

e Click to cancel update.

e Clickon from “My Account” Window

Contractor Guide
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Lesson 01

Action ltems

e The user will be sent back to the Personal View Window.

o
Pﬁ"ﬁ:i‘ec”ntractu “H Personal View Projects | &, Search
e log out Welcome, Kugan Superintendent July 4, 2004
4l Personal View # Expandall = Collapse all FSE nd ivalink

Add.. | Organize...
= Default
1l Action ltems Due Date m View Alerts
- Invaice 0309404 - Update Checklist [ Manage Files
- Invoice 04/13/04 - Update Checklist Other Tasks
- Invoice 0411304 - Update Checklist
- Invaice 04/13/04 - Update Checklist Customize this page
- Invoice 04/15/04 - Update Checklist My Contact Information
- Invoice 04/15/04 - Undate Checklist Manage Users and Groups
- Preparatory Checklist - 0411504 - Please Review Check warkflow status
. = eductinn Reges-- 04/1674 - Plag™ TR e » I = N e

»

Common Tasks
B Add Action ltern

e All your action items appear under Action Items Category.
e Processing Action Items will be discussed throughout the manual.
e Action items also can be accessed through project page.

e Click on Projects link [1]. Then from the Projects page, click on
INAVFAC Internal Training Project 1~
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Action Items (Contd...)

Lesson 01

e The “ INAVFAC Internal Training Project 1 "project main page will

appear.
=] -~
Pﬁ"ﬁi‘econtmctu *# Personal Yiew Projects | &, Search
E logout Welcome, Kugan Superintendent July 4, 2004
B onfigure

@ INAVEAC Tt
Project 1

Reports

B Project Surnmary

INAVFAC Internal Training Project 1
& search

Enterprise View = INAVFAC Intemal Training Project 1

[&: Click Here to Access
Project Reports & Logs

@ NAVFAC Enterprise Folder

from this box.

items

1.Action Items can be accessed by clicking on the task——

2.Click on “more” to view the complete list of action——— |

&l

eeeee

eeeeee

Bser=T snid
Revise
ME271101C4051
- 0C Repork-
01/26/04 -

and

Al O

Contents of this window and associated folders will be discussed in a

later lesson.

e Click on more from the “tasks” box to view the complete list of Action

Contractor Guide

Items. [1]
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Lesson 01

Action Items (Contd...)

e The following window will appear.

23 Manage Assignments - Microsoft Internet Explorer, EJEL_

File Edt View F3

G Biac|

Tools  Help s

x |EL| 7;\1 /..7\: Search ‘j"\}_’Favor\tes @Media Q“‘i =" E - ﬁ ‘i‘i *

-
Address ﬁj https:)fapp. primecontract. com/primecontractfcollab?func=Personal. Assianments v Go  Links 7 6 Snaglt [
Google - v| @psearchwed - §3 | ED0blacked [ options Norkon Antivius (] 5
) !
Pﬁ%contﬂct" % personal View| Projects | @, Search @
E logout Welcome, Kugan Superintendent July 4, 2004,
<8 Return to previous Alerts | Shortouts | Mews | Projects | Action Items | Users & Groups | Workflow Statui
-
= All
Type MName+ Due Date  Priority  Status  [nitiated By LucﬂrJ
- Invoice 030904 - Update Checldist Mone CE  LaDonna Boone G - TInw
- Invoice 04/13/04 - Update Checldist MNone OE  ARQICC AREICCOZ 5 Inw
- Tovoice 04413704 - Tpdate Checklist Mone CE  AROICC AREICCO3 L2 3 ImT
- Tovoice 0413704 - Tpdate Checklist IMone OE  AROICC AREICCO4 G Tnwve
- Towoice 04/15/04 - Tipdate Checklist Mone OF  AROICC AREICCO4 G- lan
- Invoice 04/15/04 - Update Checldist None CE  AROICC AREICCO3 & - lnxt/
2 - Preparatory Checklist - 04/15/04 - Please Beview MNone CE ktrcml5 G - Prey
ﬁ - Production Beport - 04/15/04 - Please Fewnew Mone OE  kircmls L Pg
- Production Report - 0441904 - Please Review Mone OFE HNeal Kawarnoto L2 3 Proj
# - Production Report - 044/21/04 - Please Review Mone CE  Eugan Superintendent 123 ﬂ)’,
# - Production Report - 06/07/04 - Please Review Mone OE  kitrcml0 G - Pr
- Production Report - 08/07/04 - Please Review Mone CE  kircml2 & - Pro
- Production Report - 08/07/04 - Please Review Mone CE  ktrcmld G - Pro(}
8 Prodiction Renart - (AT - Pleace Rewmear Wene K Ltr rmll £ _Dr
‘*I?ﬂ‘*f‘*‘,lﬂ—tﬁ—-—‘—a—aﬁ—'_ﬁ r Y 4 = e ————

e Processing Action Item will be discussed throughout the Manual.
e Click on the “Return to Previous” link to return to the Projects View. [1]

e When a link is provided, use the link instead of clicking on “Back”
navigation button [2]

QEack T &4
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Lesson 01

Reports

e The project window will appear.

Pl’."i“"ﬁ“emntmct 4 Personal View Projects | @, Search
|:} log out Welcome, Kugan Superintendent July 4, 200
-
INAVFAC Internal Training Project 1 B contiaure
& searcn 7
Enterprise View > INAVFAC Intemal Training Project 1 -
Aduanced. ..
[ Click Here to Access @ NAVFAC Enterprise Folder /
1 MMAMEAS Interns| Trainin Project Reports & Logs ”
Project 1 {
Beports - )
e v
S project Skg a )
"\‘ 5] Meaziinicdnsi
—’ — — 8 e I IS " Producios 4

are discussed in lesson 3.

e Reports features will be available for contractors towards December
2004,

Training Project

You will use the “INAVFAC Internal Training Project 1” throughout the
training. Please bookmark this project.

an dl Personal View | (1 Projects |C\ Search |®
T T T

(7l INAVFAC Internal Training Project 1

1| | Eetasprive View > MEVFAC kbl Tisining Project §

@ NAVEAC Enterprise Folder

o
Pralect Repoits & Loqs

Add Favorite
Inbesrsst Evploner vl ackd this page b your Favostes et
g et s temen. o]
L] Mok arvdabie i
Name: | INGVFAC Intermal Tramng Projest |
. P R P . P Y o’ 4
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Lesson 01

This Page Intentionally Left Blank
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