ePM Quick Reference Guide

Editing the Detailed Project Fact Sheet

The Detailed Project Fact Sheet should be edited through the daily activity on
the project, and no less than on a monthly basis.

Project Properties

Project Name

Location

Scope

Region

Project Type

Building Type

Delivery
Method

Program Area

Building ID

Gallery

Notes field must contain the
word "picture". Main project
photo must contain the words
“key picture.”

Daily Reports, Issues,
and Logs

Executive Status

Full Description

Detailed Status

Full Description

Issues/Actions

Full Description

Escalate/Promote to Fact
Sheet

Condition Condition Picklist
Action Summary
Scheduling PM Schedule Activity Code
Address Book Contacts "

Must add "Key Participant
project role

GSA QRG101_Eidting the Detailed Fact Sheet_July2011

Who Will Use
This?

v GsA Project
Managers

v’ Construction
Managers




ePM Quick Reference Guide

General Information = Project Properties

The Project Properties document is where much of the general information on the Detailed Project Fact
Sheet is entered. This area contains data similar to the Project Basics in PIP. From the Project
Properties document, users can update:

e Location e DeliveryMethod
e Scope e Program Area
e Region e Building ID

e Project Type o Gallery

e Building Type

1. Loginto ePM as a user with the GSA PM or CMa security category, then navigate to the
appropriate project.

2. Navigate to Applications > Administration > Project Properties > Project Name > Edit

) ero

Main | Web Links | Project Manager | Periods | Properties

E GENERAL *

Froliance Type
Current State
Number

Project Name *
Proliance Account Name
Program

Short Name

Brief Description
Template Project
Copy Project Data
Flag as Template

Releasing After Approve
Invoice

Project Address:

Plan-Build
Active
1034

IMD-St. Louis-RAY FB-Energy Upgrades and Modernization

arra_robertayoungfederalbuilding

Biregion 06 - Heartland Region Capital Project Program

[St Lauis RAY FB ARRA

BMaster Template Project

Mo

No

Cves ®No

|1222 Spruce Street

Street I

Address

City/Town |5t Louis County [St. Louis State/Prov |MO
Zip/Postal

Country [Usa ip/Postal 1o Tee
Code
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3. Click on the “Expand All” icon [#lto expose all fields in the document.

1) Enit Edit Made | @ Workflow ¥ | [E] Save | /¥ Options ¥ | * Farward & @

7) PROJECT PROPERTIES: MO-St. Louis-RAY FB-Energy Upgrades and Modernization (1034)% Active POpU Iate a I

Main | Web Links | Broject Manager | Periods | Broperties

fields under

|
) 5 PROJECT DETAILS

Project

Project Description
Gross SF

Rentable SF
Usable SF

ARRA Related SF

Inside Parking SF

Details and

Additional

[1/132,098

information

[2,004,908

[804,526

except

Project

SubType 1

and

5 ADDITIGNAL INFORMATION
/ Region o6 : Region 05

Project Type

Project SubType 1
Building Type
Delivery Method
Managing Organization
Program Area

Design Flan Year

Construction Plan Year

Procurement Strategy

Procurement

[Ra i Rea

Strategy.

[Fe : Federal Building

|eme : Construction Manager as Constructor

[Pos.T2001 : Eastern Branch

[ARRAFEM : Federal Buildings & Modernizations

Jos : 2009

5>+ 2009

EEEEEEEEEE

Comment [JJ1]: There is nothing currently
available for selection in the ‘Project

| SubType 1’ and ‘Procurement Strategy’

lookup lists so don’t say all fields here.

4. To update the Gallery, click on Attachments > “Add Line” under Attached Files and Links > Add

Line.

[ “Genersl N/ Workion \ Attachments

PROJECT PROPERTIES: MO-St. Louis-RAY FB-Energy Upgrades and Modernization (1034)% Active

Links

[= Attached Proliance Documents

Add Line

[= Attached Files and Links

/ Add Line

Type File Name / Link Size

. Wiew [
Mote / Description Edit >
|

—

T

5. Enter the word “picture” in the Note/Description field for each image that you want to display on
the fact sheet in the gallery section. For example “North Fagade Picture”.

6. The front page image needs to have the word “Key” in the Notes/Description field. For example
“North Fagade Key Picture”.
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Daily Reports = Status

The Daily Reports Module within ePM is the place to enter information that was previously found in PIP
under Status and Condition. The Executive Status, Detailed Status, Issues, and Actions are all entered

and edited as a subset of Daily Reports. A new daily report should be created for each entry. | C [332]: I know it is pretty clear
below when you say to enter the date in
1. Navigate to Daily Reports, Issues, and Logs > Daily Report and select “New” from the menu bar. the title, but I think saying that a new
Enter either “Executive” or “Detailed” in the text field, then select the suggested set and click Next daily report is created for each entry
then Finish. would help if added here.

Daily Work Journal Setup ¢ o2

Daily Work Journal Setup =<2

1) Please select the set for this daily work journal:
2) Below are the available document subtypes for daily

work journal. Please choose one:
DetalodEEmE !

—

] (el gl [

2. Title your status as Detailed or Executive Status with the date of entry. Ex: “Detailed Status 3-21-
2011

3. Select the Journal link to enter/update the status

DAILY REPORT: Executive Status Test (00001)

Main | Journal | Weather | Equipment | Activities & Tasks | Events | Visitors |

=) SUMMARY
Current State Accepted/Approved Journal Date
Set Name [BExecutive Status Prepared By

4. The journal entry must be saved then click on “Start” under the workflow which will put the
document in the “Active” state in order to display on the Fact Sheet.

£di | o Forvard | [ | [ (
PEd 4| 8| B | &)t

@.. REPOR 02-2010

Main | Journal | Weather | Equipment | Activities & Tasks | Events | Visitors | Labor | Eroperties

) JOURNAL ENTRIES

Journal Entry.

Currently construction in the Phase 2 area at the south end of the building is underway. Exterior
electrical ductbank work is underway and is 85% complete. The last section in front of the main
entrance on 1dth street will occur in Feb & Mar 2011. Major demolition & abatement is
essentially complete. MEP rough-ins and window restoration is occuring on the upper floors.
Structural steel and concrete work is underway in the EEE for the new emergency power plant
for the building.
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Issues = Condition

1. Navigate to Daily Reports, Issues, and Logs > Issues and Logs > New > Issue

Mew & | Delete | Print ¥ | Refresh | Help
Project Home Accidant Repart Apply
Notices Design Review Comment [rree
= Applications Fire ™
[ Analytics Fire Rapart
Budget & Reporting Injury Report
Contract Management

Lssus
= Daily Reports, Issues, and Logs | [ | o
[ Daily Report
Safety Notics
LI Daily Report Set

1) Issues and Logs

2. There are 4 areas on the Issues and Logs document that correspond to the fact sheet: 1- Full
Description 2- Escalate/Promote to Fact Sheet 3- Action Summary, and 4- Condition. “Yes”
must be selected for the “Escalate/Promote to Fact Sheet” radial button in order for the issue to
appear on the fact sheet report.

N Vorkilon

ISSUES AND LOGS: PLA: (Issue0001) = Active

Main | Resolution | Action Items | Inspection Log | Properties

[Whiting-Turner/Walsh sent a letter on 12/13/10 to CO indicating that the National and
washington Building Trades Council (BTC) does not not agree with the GSA contract
language. and are requesting NTP for Phase-1, and want 100% union representation.

4. Ful Description

Be sure to use Full Description, not
the Brief Description field.

[#/ ADDITIONAL INFORMATION

(= RESPONSIBLE PARTY

Company Contact
I I 1o}
Response
Contract
[
Potential Liability 0.00
Escalate/Promote to
2. Fa Shee’eh @ves Ono
.
e process of resolving the stalemate.
3 Action Summary
.
| Ere—p—
Category SCOPE : Scope
Current State Active
4. Condition MAIOR : Major Impact

3. The indicator lights for Condition are set by selecting Major, Moderate, or Minor from the pick list.
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4. The issue must be approved/active via the workflow.

Schedule Updates

1. Navigate to Scheduling > Schedules > PM Schedule 001 and open in Collaborative Gantt under
the Tools menu.

Homed @ Projects ¢ DC-Washington-Herbert Hoover FB-Renovationw

» Scheduling: Schedules Logg

WMew | Delete | Taols & | print | Refresh | Help

Project Home ! | view | Standard | Open Selzcted in Gollsborative Gantt hocument

Notices [C] Number | Open Selected in GRH Garer [urrent State
= Applications ol | PM Schedule001 Commerce PM Schedulg Approved

[ Analytics " milestoneoot Customer Milestones  Approved

g D REals ™ o003 PM Schedule Draft
Contract Management

Daily Reports, Issues, and Lo| |
office Management
= Scheduling

(] Schedules

2. Be sure that each summary, task, or milestone is tagged with the appropriate activity code.

‘ &a|av|‘lu“m&fauﬂ ;IE)IIEI%I‘—\M
LLErEA Al audBEN N

~
Task M - i
sektiane =l 2004 [ 2005 | 2000 [z007 | 2006 | 2008 [ 2010 [ 2011|2072 a3 [z
&x 1 |[CIPM Schedule - Charlotte CT
=] Planniny 3
@ 2| [ ] A 100.0% e ——
g 8| | [ Proaram Developmert Study 100.0% e | No Assignments
& 4| | [ Customer Request o005
@ 5| | b Resurements Finaized (°D 0% i
=] AuthorityFundi
& 5 orityFunding 4 0.0% =y
| I» Funids in Place 00% o
& e Inkial Financial Agreement vt .. e
& | | Sonedoa o
4
& 10| [1Sitelease ] [ne]
ol zlzlal< ]l Bk m ] 3

[@  Meme: [Functs in Place s Responsible Person: [Michael Fitty =

Schedule |— Phase - Milestone Type

E— 1 (Project nitistion) | = | | (02 (Funa in Piace) -

(Resuirements Finalized)

~
agency —————— B
Activity Codes |7 0000 (Shell Building) ﬂ 04 (Initial Firancial Agresment vith Customer) U

05 (Acouisition Plan Finalized)
06 (Design RFP lssued)

| e 07 (Frime Contract Solicited)
Sohedule Gptions: 05 (Signed Agreemert)

| R 03 (Prime Contract fuwvard)

10 (Design Complete)

Complete. Loaded 31 rows. [v. 3.07.0006]

3. As each task is finished, mark it complete. This is equivalent to marking a date “actual” in PIP.
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[@  name: [cM Procurement i Respansible Person: [ Josl Johnson = =
Dates
[E— Actual Remaining Tatal Actual Early Late
| pursion(Days)| 31300, | 00a, | w3, || Start[Nevt, 2003 [v] [Nevi 2003
Advanced
_ Aeneet | puvston (Howrs) | 28060h, | 00n, | 2a040n, | | Finish [Sens, 2004 [+] [Seps, 2004 ] |
Ay GRRs otk | 0o | 00 | 0o
Progress
Motes
—— % Complete: 1000%, [ Stetedl| K Complete
Sehedule Crtions

General

SCHEDULE: Commerce PM Schedule (PM Schedule001) = Approved In the SCheqUI.e
document, indicate the

project in the name of the
schedule. For example:
T “Commerce PM

Title el Finish Date IMUV Schedule”

Number PM Schedule001 "
 DETAILS = 4

Title *

|[Commerce PM Schedule

Main | Properties

= SUMMARY

Current State Approved Start Date 17-Mar-2004

Number PM Schedule - 001
Start Date 17-Mar-2004
Finish Date 10-Aug-2021

Team Members

Team Members are located under the address book within each project. This is where the PM name is
pulled from for the Fact Sheet.

1. Navigate to Address Book > Contacts. Open a contact name from the register and click on “Add
Line” beside Project Role List.

General

@ CONTACT: Mark llich (OC-STAFFO0000036) = Active
Main | Account | Properties

Company lHpes Account Type User Account

Primary Contact x Phone Number (202) 708-6571
[= GENERAL

Current State Active

Number OC - STAFF - 00000036 -

Display Name Mark Ilich

First Name Mark

Middle Name

Last Name Tlich

Initials ML

Title

Project Role List Add Line Remove Lina(s)
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2. Add “Key Participant” along with the appropriate role (i.e. Project Manager) and click on OK.

£ Project Role Type =]
Search : | Code w | For: | Find | | Resel
Add INTEGRATION Integration Account [»]
dd INTRM Intern
dd 1T IT Support Staff =
dd KEY Key Participant
/ dd LC Legal Counsel
Add LFPE Lead Fire Protection Engineer [L]
Remove AII| Code ‘ Description ‘H
Remove KEY Key Participant 3
Eemove CONM Construction Manager E"3
| Manage Lookup... I | Cancel I | Helpl

3. Repeat this step for each person that is considered a key team member. Only indicate one
person on the team as the Project Manager.

General Notes

1. Documents must be in a state other than “Draft” to appear on the report.

2. RFI's, Submittals, Design Documents, and Budget related information are populated from data
entered through the workflow management of those documents in ePM.

3. Appropriation and Authorization amounts are entered by Central Office.

4. Title Executive and Detailed Status Reports with date of update. For example: “Detailed Status
3-15-2011".

5. Report data is refreshed daily. All newly saved (save and synchronize in Project Properties)
information entered by midnight will appear on the report the following business day.
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