Lesson 04

LESSON 04
Workflow

Objectives
This lesson will provide you with the information required to retrieve and
review workflow status information (RFIs, Submittals in progress). At the
completion of this lesson the participant will be able to:

e Understand the term and concept of workflow

e Be able to print a document in the workflow

e Be able to check the workflow status

This feature will be available
for contractors in December

2004.
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Lesson 04

Check Workflow Status

e Workflows are the representations of process flows for a document
(RFIs, Submittals, etc.) in PrimeContract. They show who has been
sent the document and where the document will be going.

e Workflow shows the sequential steps in which a document travels and
allows the person who initiates or manages the workflow to monitor its
progress at all times through the workflow status page.

e |f the workflow for a document can not be viewed, the user must

contact the ROICC Project Coordinator to be given permission to view
the workflow.

e As a demonstration we will print an RFI that is currently in progress.

e Navigate to “ N6247403C9005 - DESIGN-BUILD LIBERTY
CENTER, NAS FALLON” [ from your favorites].

oo

Pﬁ‘i‘i{i‘e&ntractu i NAVEAC Enterprise | 1 Personal view Projects | & Search A
NG247403C9005 - DESIGN-BUILD LIBERTY CENTER, NAS FALLON, NEVADA B contisus
& search
Enterprise Wi 524740200005 - DESIGH-BUILD LIBERTY CENTER, NAS FALLON, NEVADA
Adual d

& Click Here to Access

ME247403CI005 - Project Reports & Logs

DESIGH-BUILD LIBERTY —
CENTER, MAS FALLON -
HEVADA

¢ 2} PrimeContract - The Future of Construction - M... Q@E‘

Select a Report to Run from the Menus provided below:

Eeports Project Smnmary Report
Select... M
Form Log Report E
=
Select v
Select..

Initial Phase Checklist

Invoices

@ NAVFAC Futerpise Folde Modifications
= MNon-Compliance Forms

Fending Change Orders
Preparatory Phase Checklist

pdd piles | creste 2 new folde L 0SHSlON Reports Add Other . 5
A Repors
QCRepors E
Fework tems
Tvne Infn Name Sty i Size  Functinns b
afety Audits
&] Done ‘Suhmiﬂals ‘ 2 @ Internet

[&. Click Here to Access
Click on Project Reports & Logs

. [1] Select Form log Report. [2]

e Select RFI from “Form Log Report]. [3]
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Check Workflow Status (Contd...)

e RFI log will display listing of RFI.

A PrimeContract Report - Microsoft Internet Explorer

Lesson 04

Show Report Outline

View: [100% v

Print from POF

Save

e Clickon “View Form”.[1]
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Show Search
Page 1 of 1 @?
+
ContractTQO:  MEZ47403C3005 ’
Title: DESIGN-BUILD LIBERTY GEMTER, MAS FALLOMN, NEWADA P
Location: FALLOM MY s
Total Number of RFI's:6 Priority (Open)  Urgent:0 RAAge  Average:8 }
Open:d Normal:4 Hi: 22
Closed:2 Low: (0 /
Status Priority (
PC RFI 2 Date Semt Date Closed RFl Age Links
OPEN £
-
11 G/a2004 22 Wiew Form  Status Attachments V.
Subject: Electrical Outlets, View Window .
13 BME2004 15 Wiew Form Status Attack it -
Subject: Ceiling Height in new Offices
14 B/30/2004 1 View Form  Status Lttack
Subject: Fire Sprinklers, Duct Smnke Detectors
16 B/30/2004 1 VieW Form  Status Lttack "
Subject: Electrical Question (
CLOSED 4
4 4/28i2004 472812004 o Wiew Form Status Attackraents f
Subject: WMechanical Questions e
a 64352004 G G004 7 Wiew Form  Status Attachments
Subject: Glass Wall, Cedling Grid
P - el e e T —at® | grvisend -— ’



Lesson 04

Check Workflow Status (Contd...)

e The following window will appear.

Show Report Owtline ’ -
Page 1 of 1 View: |WDD% V| [ Frint fram PDF ] Show Search
A
Contra
Title: AVFAC REQ OR ORMATION- ARD 050 arne nlore M
Locati File Edit Wiew Favorites Tools  Help i
Tota _“_/’l < lﬂ @ ‘ :] /71 Search ‘f;\? Favorites ﬁ‘ Media ﬁ} [': = .._:; W - J ﬁ 3
Address |§] https:/fapp. primecontract, comjprimecontract/collab?Func=Formwf %% 2eFormEdit e orkID=27956602SubworkID=97% VI Links >
Status | Google - | Bpoeachuwed - §0 Ehimestlocked {5 cucrl | Eoptio ” & sna & -
~
OLEN REQUEST FOR INFORMATION/CLARIFICATION B
(Modifid -
Expand/Collapse All Save Background 5.,
Set as Background 3
P Instructions Copy: Backgratind
Set as Deskbop Ttem...
¥ Contract Information oeect Bl
cLoge] | Contract £ Title: | - : Location:
MNE247403C9005 DESIGN-BUILD LIBERTY CE  Create Shortcut (DA FALLOMN MY
Task Order #: Title: AddpPavones, Location:
Wigw Source F
" Encoding 3
¥ Information
. ! i
RFI #: RFI Date: Refresh tus:
16 30-Jun-2004 -
Backwatrd Links
4
: Ma"ual RELG Cached Snapshot of Page >
@ | Expartto Microsoft Excel | [% & Internst
Similar Pages | w
£ | Translate into English L =

e To print this document, right-click in the document, then select print
from the pop-up menu.

e To exit out of this view, Click on “X” on the top right window. [2]
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Lesson 04

Check Workflow Status (Contd...)

e To see who is in possession where the document, click on “Status” link.

[2]

3 PrimeContract Repart - Microsoft Internet Txplorer

View: [100% ¥ [2] S Show sewch_| (s,

Page 1 of 1

RFIl Log

ConmiactTOr  NB24TA0ICE008

Thie: DEEIGN-BUILD LIBERTY CENTER, NAS FALLON, NEVADA
Location: FALLOM 1Y
“Total Mumbar o FET35 Puksrity (Open) Ui gest:D FIAgs  Mseagal
Open:d Houmat:4 (3]
Closadi] Lowa
Stani iy
P RIS Dite et Date Closesd I A Liiks
OPEN
[ BASNH £ ViewPorm Haiw  Abischenss
Subfoct: Eletraal Outles, iew Wik
[ G004 15 VieFom S Auscens

Subject: Critrg Height in new Offices

14 RO 1 VpwFom Saw  Abshmerts
‘Subjact: Fiss Syiakiere, Tract Ssniks Dutactine
16 302004 1 Vi Fom 8 Atk
Subfoct: Eetreal Quettion
CLOSED

R N N N, WS

T AT =] T Temlfom ol AUxmmn
Subrpct: Mechaacal Questicns
8 BRSO BAEL004 T VewFom Jatue  Afschnenss
Subjoct: (e Wall, Ceiling (il
el i o _/r"'f - e P et . J

e The following window will appear.

eContract Report - Microsoft Ir

w Repoit O i - —
Page 1 of 1 View: |WDD% V‘ [ Print frorm POF ] Show Search '
RFI Log 4
plore 5 .
Comtractf File Edt View Favortes Tooks  Help i ?
Title: e — r = :
Locationd ( Jrot - () \ﬂ @ (0 O search §lpFavortes @meds &2 (- iz ] - | i3 -~
S
Total MY e }g‘] https:/fapp primecontract.comfprimecontract/collab?func=workss:2eframestatust asks&Panelndex=18workid=97956 V| Go | Links * l
Google - v| Gseachweb -+ G Bhimsbioded Eaoor | Edops 7 @ snest B &~ +
¢
Status Pﬁmm Cpntract i NAVFAC Enterprise (A Projects | & Search *
OPEN Welcome, Kugan Panchadsaram July 1, 2004 h f
& Lo
N6247403C9005 - RFI 16 !
B General
Status Items é
@General .
Ste List T A
e Name: 176247403C53005 - RFI 16 Initiator Traws Cole
tilap View!
Date Initiated:  06/30/2004 06:01 PM Date Due:  Ione I)
QManagemen 2 .
CLOSED || &) a it Status: OE Completed:  <Awaiting Completion= ‘,
Diescription:
% Attachiments P fHess — )
R Foms T j
g |3
8 |4 | B
é‘] S @ Internet
~ skl gl e W o ,’" F ot ot et e P naes

e Click on Map View. [1]
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Check Workflow Status (Contd...)

e The following map view will appear.

=]

““““““““ = NAVFAC Enterprise | Personal View | (B Projects | Search |
PrimeContract h N Rea{
[ log out Welcome, Kugan Panchadsaram July 1, 200

— a]
NG247403C9005 - RFI 16 ﬂfz
Status ltems ' :
—
2 General .
. —
.tl Ste[ List —
WA iap View
H Management
2] audit
B Aftachments N
Eorms
N82474UBCE
l_ 5 )
YCITIH 4 3
== F &
FiFl from M&YFAC Master RFI Prgcess Procem£24 740303005 - RFI 16-AR0ICCAAREICC R
[0B/30/2004] (06/30/2004)
‘ 6307200 =
- | Ll_l
Copyright © 2004 - Primavera Systams, Ine.

e From the diagram, you can tell who is in possession of the RFI.

e You will return to the RFI form window. Click on the “X” in the top-

e When done click on the “X” in the top- right corner.

right corner.

You must have permission to view work flow.
Your ROICC Engineer can provide you this
permission.
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