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WHAT IS...

The Capital Investment and Leasing Program (CILP) is the annual process by which GSA identifies
prospectus-level construction and R&A. During the CILP, GSA regional stakeholders propose new
construction, R&A, and building purchase projects to the Central Office—based Office of Portfolio
Management and Customer Engagement, which evaluates and prioritizes submissions. In order to
support the funding requests, GSA submits numerous documents, including feasibility studies, housing
plans, and occupancy agreements, via ePM to Congress for evaluation.

WHO USES...

e Regional Portfolio Managers
e Central Office Portfolio Managers
e Project Managers

EPM LINKS AND SUPPORT

A. LINKS

ePM Portal
HSPD-12 Clearance Information
ePM on PBS InSite

B. SUPPORT

The table below lists the ePM Regional System Administrator (RSA) for each region who are
available to provide ePM assistance.

Region Name Email Address Phone Number
RO1 LaShawn Kendrick lashawn.kendrick@gsa.gov (215) 446-6003
R02 Christina Cordero christina.cordero@gsa.gov (212) 577-8664
R0O3 Brandon Bolstad brandon.bolstad@gsa.gov (215) 446-4822
R04 Tamara Johnson tamara.renderjohnson@gsa.gov | (404) 331-1079
R0O5 Patrick McCarthy patrick.mccarthy@gsa.gov (312) 353-3017
RO6 Michael Black michael.black@gsa.gov (816) 926-7491
RO7 Jodi Harris jodi.harris@gsa.gov (817) 850-8327
RO8 Okey Okonkwo okey.okonkwo@gsa.gov (303) 236-1631
R0O9 Annette Nuez annette.nuez@gsa.gov (415) 522-3363
R10 Thomas Baker tom.baker@gsa.gov (253) 931-7205
R11 Hassane Drabo hassane.drabo@gsa.gov (202) 440-3403
Central Office Bridget Ziorklui bridget.ziorklui@gsa.gov (703) 280-7943

You can also contact the ePM help desk via epmsupport@gsa.gov or (866) 367-7878. When sending

an email, please include the following information:
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User Name

User Contact Information (email and phone number)
Project Number/Name

Application Area (RFls, Meeting Minutes, etc.)
Related Document Number/Name

Detailed Description of Issue/Question

Screenshot (when applicable)

EPM ACCESS REQUIREMENTS

Before using ePM for CILP, please make sure that you have the following items:

1.
2.

3.
4.

5.

GSA IT Clearance
A completed ePM Internal Account Request Form and submit it to the ePM Regional System
Administrator (RSA)
Regional ePM Sponsorship (RSA to coordinate after receiving ePM Internal Request Form)
Project/Program assignment with security category (RSA to assign Program/Project after
receiving Project Access Form from PM or Manager)

e Program Access requires the “ePM 1.3: Read All Project Data” security category

e Project Access requires “ePM 1.3 - GSA: PM Staff” security category
Internet-based computer with Internet Explorer 11.0 or higher

ACCESSING EPM

1.
2.

Using Internet Explorer, go to the ePM Portal.
The ePM Portal opens once the user has been authenticated.

ePM 7.2 2
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Electronic Project Management

§P‘rc-1'inn:e End Usar Licensing Agresment

ePillePMEpress GSA Guidance
Gasck Link b0 GEA Guicanog Pociod B0 G5 Insio

*M Halp Desk

GSA

Users outside of the GSA firewall or not connected to VPN will need to complete the Multi-Factor

Authentication (MFA).

3. Click on the ePM box to launch the application.
4. Select Programs to enter the Programs workspace.

P Please select a workspace

& Organization

¥ Programs

? Projects

f@ Analytics

Manage company documents and templates, such as project
security and setup.

Configure, view, and report on groups of business-related
projects.

Complete assigned tasks, administer project documents and
manage corporate assets and work orders.

Display and manage Reports and Dashboards that provide
real-time enterprise wide visibility across the entire portfolio.

5. In the Program window, click ‘Enter Program’ next to the desired Program Name. This will take you to

the Program’s home page.

Program Home

= Notices

Number
Unresolved

Applications @ ronozCapital

| = Portfolio

Home4 @ Programs« B Region 02 - Northeast and Caribbean Region Capital Project Program~

Region 02 - Northeast and Caribbean Region Capital Project Program

Program Name

Region 02 - Northeast and Caribbean Region Capital Project Program

No. Of Active Projects Excludi

30
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EPM PROGRAM WORKSPACE

The ePM Program workspace is where users are able to view information across all projects within a
particular program. For example, in the Region 2 Capital program, users can view information for all

capital projects in Region 2.

A. NAVIGATION

Home 4§ Programs 4B  Region 02 - Northeast and Caribbean Region Capital Project Program Navigation w2 O | M
Navigation Trail | Buttons i John Bunch (PBS)
=

TR Region 02 - Northeast and Caribbean Region Capital Project Program
¥ Notices

Number Program Name No. Of Active Projects Excluding Templates

B
I Applications @ Rroooacapital Region 02 - Northeast and Caribbean Region Capital 28
| y—— Project Program =
¥ Project Reporting
F File Management b
IC 2
F Reports
= Address Book
¥ Administration

Left

Menu . .

Main Window

Navigation Trail

Use the Navigation Trail to efficiently move between different workspaces in ePM. Click ‘Home’ to
select a different workspace and click on the current workspace link (in this case Projects) to
move to another project within the program.

Home 4“. Projects 48 WA-Vancouver-Columbia Tech Ctr Bldg #16-1WA2111-Expiring Lease

Navigation Buttons

These buttons provide access to frequently used functions.
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User Preferences
Click on this icon at the top right of the screen to set ePM preferences regarding date
formats, number of rows displayed in register views, and changing the ePM password.

Ly

Help
ePM Online Help provides a wealth of information regarding how to use every ePM feature.
New users to an area of ePM, start with the ‘About <topic>’ section for a general explanation
with examples.
?
Log Off
Click here to log off from ePM and return to the Login screen.
Q)
Left Menu

Home 4 ‘. Programs 4 @  Reg

|

Pragram Home |

# Motices

# Applications

[# Portfolic

[# Project Reparting

# Fila Managemsant

[# Reports

# Address Book

# Administration

ePM 7.2 6
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Notices
Notices are communications that are sent by ePM users to other ePM users from an ePM
document. They tell a user to read or act upon the document. At the Program level, the only
Notices that are displayed are Unresolved Project Level Notices that are resolved by ePM
administrators.

Applications
Applications are external tools that increase the functionality of ePM. Analytics is a reporting
application that creates robust reports at a single project, multiple project, program, multiple
program and national levels.

Portfolio
Portfolio is where all project names in a Program can be viewed and where a user can have
direct access to those projects.

Project Reporting
Project Reporting contains all documents that are created and updated at the project level.

Program Home

* Motices

F Applications

F Portfolio

= Project Reporting
Resources

Budget & Reporting

Hl ®l El

Contract Management

+l

Daily Reports, Issues, and Logs

=+

Office Management

+l

Scheduling

[+ File Management

- -

= File Management
* Reports

* Address Book

F Administration

Resources are not currently being utilized by the GSA.

Budget & Reporting contains project Funding and Transfer documents and Financial
Reports.
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Contract Management is where Contracts, Modifications, Invoices and Potential Change
Orders are located.

Daily Reports, Issues, and Logs contains GC Daily Reports, GSA Reports, AE Reports,
Issues, Design Review Comments, Punchlists and various Construction Logs.

Office Management is where RFIs, Design Documents, Submittals, Meeting Minutes
and Correspondences are located.

Scheduling is where the GSA PM Schedule and GC Construction Schedules are
located.

File Management contains Catalog Cards of information, including Initiation, Planning,
CILP, Execution, Photos and Close-Out documents.

File Management
File Management contains links to applications and websites related to the program.

Reports
Reports contains external program level reports.
Address Book
Address Book contains all users that have access to a specific program.
Administration
Administration is where ePM Administrators configure the related program and projects
settings.

B. FINDING CILP DOCUMENTS AT THE PROGRAM WORKSPACE

When locating for project documents at the program level, the documents will be listed in a Register
that will include documents from ALL projects in the Program. From the Register view, users can:

View a summary list of all documents in that register

Open existing documents

Perform actions such as exporting data to pdf or Excel.
Customize views of data to meet user and reporting needs
Produce reports of data shown in register view

Search documents within the register

Shown below are the functions that can be performed from the Register toolbar.

ePM 7.2 8
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Views

Use the current register view or create a new register view

View |Basic vl ' Apply ‘

GSA

Views allow users to create and display Register lists of information by defining the columns of

data, sorting of information and filtering.

'| | Refresh | Help |
CILP Documents FY2020
"8 CILP Documents FY2021
Accepted Revision View
[] TyBasic
Catalog Card File View
Latest Revision View
Standard
Manage Views ...

The first image below is set to Basic, lists 1415 documents, and it has six columns of data. The
second image below is set to CILP Documents FY2022. It has nine columns of data, lists two
documents, and it is filtered to only display FY22 CILP Document types. There is a View for FY22

CILP Document types that can be used when the documents are loaded into ePM.

Basic
Print | Export | Refresh | Help Items 1 to 100 of 1415 [t »r
view [Basic ~]  open As [Document v [ |[rna] [Reser]
[] Type Project Number Project Number Title a Creation Date A
(ml=] 24783 NY-Manhattan-A. Hamilton U.S, Customs House 0001R00 Bowling Green Water Infiltration Cost Workbaok 14-May-2014 1:47 PM
[l 24782 NY-Manhattan-A. Hamilton U.S. Customs House- 0001R00 Bowling Green Windows and Artwork Cost Workl 14-May-2014 1:20 PM
[mh=] 24782 NY-Manhattan-A. Hamilton U.S. Customs House- 0002R00 Bowling Green Windows and Artwork Project Loc 14-May-2014 1:31 PM
ml=] 24782 NY-Manhattan-A. Hamilton U.S. Customs House- 0005R00 Bowling Green Windows and Artwork RO-CO Alig 14-May-2014 1:38 PM
[mh=] 22840 NY-Manhattan-W 20th St-FEI/DEA Midtown Man 0002R00 FINAL Prosp EXTENSION 516 WEST 20TH FBI DI 08-Nov-2013 2:55 PM
=] 24783 NY-Manhattan-A. Hamilton U.S, Customs House 0003R00 Housing Plan-1 Bowling Green-FY2016-Water In 14-May-2014 1:50 PM
[l 22121 NY-Brooklyn-Roosevelt CH-Chiller replacement  0003R00 PNY-0399-NY16 Final Roosevelt Chiller-Limited € 14-May-2014 2:09 PM
oe 22121 NY-Brooklyn-Roosevelt CH-Chiller replacement  0002R00 Roosevelt Chiller Housing Plan -limited scope - F 14-May-2014 2:06 PM
mh=] 23815 NY-Manhattan-1133 6th Ave-IRS Lease Extensic 0002R00 1133 6th Ave IRS Housing Plan - ROO 03-Mar-2014 1:23 PM
O® 23815 NY-Manhattan-1133 6th Ave-IRS Lease Extensic 0001R00 1133 6th Ave IRS lease extension - ROO 03-Mar-2014 1:13 PM
ml=] 18530 NY-Manhattan-Javits FB-FBI Core Renovation Flc 0018R00 2014 Federal Holidays - ROO 03-Mar-2014 1:50 PM
[l 18530 NY-Manhattan-Javits FB-FBI Core Renovation Flc 0018R01 2014 Federal Holidays - RO1 03-Mar-2014 1:51 PM

FY22

Items 1 to 30 of 30

Print v‘ Export | Refresh ‘ Help

View \ CLIP Documents FY2022 v Open As | Document v :@| \:
[] Type Project Number Project  Title ¥ Current State cip -
D B 47262 CA-Los Angeles-11000 Wilshire FB-FY20 R&A PCA-0168-LA21 Wilshire Los Angeles TAPS IN Submitted/In Review FY21 The Automated Prospectus System (TAF
D B 47262 CA-Los Angeles-11000 Wilshire FB-FY20 R&A PCA-0168-LA21 Wilshire Los Angeles TAPS D. Submitted/In Review FY21 The Automated Prospectus System (TAF
D B 47262 CA-Los Angeles-11000 Wilshire FB-FY20 R&A PCA-0168-LA21 Wilshire Los Angeles ROI - Ri Submitted/In Review FY21 Return on Investment Analysis

] 47262 CA-Los Angeles-11000 Wilshire FB-FY20 REA PCA-0168-LA21 Wilshire Los Angeles ROCO - Submitted/In Review FY21 Regional Office-Central Office Alignment
] 47262 CA-Los Angeles-11000 Wilshire FB-FY20 R&A PCA-0168-LA21 Wilshire Los Angeles Prospec Submitted/In Review FY21 Prospectus

Open As

This functionality only applies to Design Documents, Submittals and Catalog Cards, as they are

the only documents that hold files on their main pages.

ePM 7.2
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Open As [ Documen

Fresentation File
Brava' - Source File
Brava! - Presentation File

~| | Apply

When the below options are applied, clicking on the Register hyperlinks does the following:
Document — Opens as a document

Source File — Opens as the Source File

Presentation File — Opens as the Presentation File
Brava! — Source File — Opens in Brava! as the Source File. When done at the Project Level,
a user can markup and save their changes.

Brava! — Presentation File — Opens in Brava! as the Presentation File. When done at the

Project Level, a user can markup and save their changes.

Find

Use the Find box to search documents by keywords within the register view. This only searches

the displayed

columns and rows.

Find Reszet

The Find box at the upper right corner of the Register View searches the ltems in the Register

and their displayed columns of data.

Print ¥ | Refresh | Help

Items 1 tI 15 of 15|

Find Results I View | Basic I

LI Apply OpenAlencumEnt 'I Apply

I [Exchibit

1
I_Findj [Reset |

[T Project Num...
M Bio21
I B 7es

Project Number
MWY-Alexandria Bay-Land Port of Entr 0086R00

N]-Newark-Rodino FB-Modernization 2593R00

Title 4 Creation Date
PIPImport-Regional Draft-Exhibit 300-10-5-2006-fy08 OMBE 30010_5 15-May-2012 11:50 PM
PIPImport-Regional Draft-Exhibit 300-4-10-2007-OMB Exhibit 300 te 16-May-2012 12:00 AM

In the example above, if the keyword “Exhibit” was entered in the box and the Find button was

clicked, only Documents with the word Exhibit in one of their columns would be displayed. In this

case, Exhibit 300 documents would be displayed, as well as other documents with the word

exhibit and exhibits, for all projects in the current Program.

C. OPENING CILP DOCUMENTS AT THE PROGRAM WORKSPACE

Project-specific documents are available at the Program Level through the ‘Project Reporting’ section

of the left menu.

The register displays all documents contained in the 2.1 CILP application area. At this level,
documents listed in the register include documents from ALL projects in that Region.

All CILP documents will be located in the File Management section under Catalog Cards then under

2.1 CILP.

1. In the left menu, click the plus sign to expand Project Reporting.

ePM 7.2
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Home 4@ Programs4B@  Region 02 - Northeast and Caribbean Region Capital Project Program~ 2L
) Project Reporting: Catalog Cards
Print ¥ | Refresh | Help l Iterns 1 to 100 of 1195
Program Home 21| view [Basic Gpen As [Document ~| [
¥ Notices [ Project Num... Project Number Title A Creation Date
* Applications r Bis73e NY-Champlain LPOE 0089R00 port-Congressional-House -11-8-2005-2006 Char 16-May-2012 12:42 AM
F Portfolio I B15737 NY-Massena LPOE 0070R00 part-Cong -House -11-8-2005-2006 Mess 16-May-2012 12:37 AM
= Project Reporting ™ B 15847 NY-Manhattan Watson USCIT R&A 0033R00 FIPImport-Congressional-House Authorization-11-8-2005-2006 New 16-May-2012 1:01 AM
= Resources I B 1sse7 NY-Manhattan Moynihan CT R&A  D029R00 FIPImport-Congressional-House Authorization-12-8-2010-2011 New 16-May-2012 1:10 AM |
B B s B [ E2338 NY-Brooklyn-Emanuel Celler U.S. C 0115R00 port-Congressional-House Brooklyn NY Em 15-May-2012 11:20 PM
¥ Contract Management M B3743 NY-Buffalo-New US Courthouse  D084R00 part-Cong -House 7 Buffalo NY Cour 16-May-2012 12:08 AM
# Daily Reports, Issues, and Loy | [ [T B 1770 NY-Brooklyn-Duberstein-PO CT HP( 0422R00 port-Congs -House 7 Design Various 15-May-2012 11:34 PM
F Office Management I B 16064 Brooklyn Leased Office space LEAS 0006R00 FIFImport-Congressional-House Authorization-2010 Brooklyn NY Int 16-May-2012 12:15 AM
* Scheduling I~ . B 15088 PR-Guavnabo, Puerts Rico Lease Lf D014R00 port-Congressional-House. -2010 Guavabo PR Int 16-May-2012 12:20 AM
F File Management M B13s7 NY-Manhattan-Thurgood Marshall U 0099R00 port-Congi -House 4-25-2006-2007 New 16-May-2012 1:42 AM
B Sl b @102t NY-Alexandria Bay-Land Port of Enf 00S6R00 part-Cang -House -7-28-2004 15-May-2012 11:50 PM
1o nidation I B15737 NY-Massena LFOE 0060R00 PIPImport-Congressional-House Authorization-7-28-20 N 16-May-2012 12:37 AM
% I Bi1sszs Manhattan Marshall Probation/Pretr 0003R00 pert-Cengressional-House -7-28-2004-New York 16-May-2012 12:59 AM
[ Bisegs LY Movnihan CT Judges 0002800 e jonal-Hou, -7:28:2004-New York 16-Mav-2012 12:32 AM

Next, click to expand File Management and then expand Catalog Cards.
Click on 2.1 CILP.

-]
50
<3

Home{ﬂ. Programs4 [ Region 02 - Northeast and Caribbean Region Capital Project Program=

} Project Reporting: Catalog Cards

Print | Refresh ' Itemns 1 to 100 of 1195
Program Home 2| view [Basic ‘\ open As [Dacument |
 Notices ™ Proj. Project Number TLM -
i Applications [T B1s733  NY-Champlain D08SRO00 PIPImport-Congressienal-House Autherization-11-8-2005-2006 Champlain NY US Border Station - House RES11_8_2(
¥ Portfolio [T B15737  NY-Massena LF D070R00 PIPImport-Congressienal-House Autherization-11-8-2005-2006 Messena NY US Berder Station - House RES11_8_200!
S o 8 i [~ (15847  NY-Manhattan 0033R0D PIPImport-Congressional-House Authorization-11-3-2005-2006 New York NY James L Watson US Court of Intl Trade -

Click on a document title hyperlink, document number hyperlink, or any other document field
hyperlink to open a CILP document.

ePM 7.2 11
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Cenefal

@ CATALOEG CARD: Capital Sched e Perdomance Index - ROL [000100000R01)

Miin | Baview Process | Propedies

= SUMMARY
Current State Dralt Accepied Revision
Titie f*ﬁﬂ'ﬁ;ﬂﬂﬁ Feriomiancs  Latost Revision Sicaial Schidule
ndes - Ecrfermance Index- BO1
Mumiber 000 10010001
Crestion Date Wedsezday, February 20,
2019
Syxlem Revizion o
Husmiber
= FILEMURL IMPORMATEDS
Hename file ®
File
Sawrce Fls URL Opkians Chste Abtsched |m
f‘gjl Cagial Schegule Parformancs Index 2020 kaxll -0 93] wWednasdyy, Febeysry 10, zl:-w| 26 ¥8

Prosentaliss Fds fURL Opleeny Dats Attachad Fila Sre
==lig Flla Cumsntly attarhods=-

I= DETAILE
e
Current State Coraft I
-
Numbar 020100 100R 01
Hamie Cap Schedule Pesformance Index

PFicture Taken Date

Due Date
Rocoived Dale

I CILP PYILPI0 : Pral Project Dots Shest I

[ ADDITECAAL INFORRATICN

This opens the Catalog Card.
Title includes the Document Type (Catalog Card) and the user defined Title.
Source File is the primary location to upload a Catalog Card document.
Current State is the document’s workflow state or label.

Name and Title fields are typically the same on Catalog Cards. ePM has the ability to track
Revisions using the R00, R01...R04 format.

CILP is a Lookup List that identified the document’s FY and CILP document type.

5. Open a file by clicking on the Source File name hyperlink. Then click Save or Open.

ePM 7.2 12
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CATALOG CARD: PIPImport-Congressional-House Authorization

Main | Review Process | Properties

10 Brooklyn NY Internal Revenue S 10 9_58_30 AM.pdf - ROO RO0)* Submitted)Ir]

= SUMMARY

Current State Submitted/In Review

Title

Number 0006RO0

Creation Date 16-May-2012

System Revision 0
Number

PIPImport-Congressional-House Authorization-2010 Brooklyn NY Internal Ey

Accepted Revision

Latest Revision -2010 Brooklyn NY Internal

-Cong House:
Revenue Service Lease House RES7_9_2010 9_58_30 AM.pdf - ROD Revenue Service Lease House RES7 9 2010 9 58 30 AM.pdf - R00

/[ \

[= FILE/URL INFORMATION

V4 \

Rename File

Source File/URL

|Clpﬁun |D=!eAHa(I|ed ‘Fnle Size

] PlPImport-Conaressional-House Authorization-2010 Brooklyn NY Internal Revenue Service Lesse House RES7 § 20108 58 30 AM.pdf - RO0.pdf |
le Download x|

Presentation File/URL

--No File Currently Attached--

E DETAILS

Current State Submitted/In Review

Do you want to op

| 05/16/2012 ‘ 39 KB

‘D:te Attached |F|le size

or save thig file? ‘ |

use RES7_3_2010 9_56_30 Al - ROD.pdf

Number
Name

Revision Number

0006RO0

PIPImport-Congressional-House Authorization-201 Cancel

ROD

| 58_30 AM.pdf

Title PIRImport-Cong; -House

CILP Fr10.HAT : FY10 House Authorization

[ ADDITIONAL INFORMATION

| 58_30 AM.pdf - ROD

‘while: files from the Internet can be useful, some files can potentially
harm your computer. If you do net trust the source. do not open o
save this file, what's the risk?

neral
CATALOG CARD: PIPImport-Congre

Main | Review Process | Properties

= SUMMARY .
Click the
Current State Submitted/In Review Accepted Revision "
a B Bravaviewer
Title PIPImport-Congressional-House Authorization-2010 Brooklyn NY Internal Latest PIPImport-Congres]
Rewenue Service Lease House RES7_9_2010 S_S8_30 AM.pdf - ROD Rewenue Service Led| tO open most |
N b 0006R0O0
umber documents
Creation
System R
Number
= FILE/URL l/
Rename Fi
Source File) i Oy
B eEm

--Ne File C L. flica
Fames L. Sberstar TWHashington, BE 20515 Joln
E DETAILS Ehairman Ranbing Bepublican fMembee I
Current St Samen W, o I, Eepitin 2n Chind f Safl ;
e et ettt COMMITTEE RESOLUTION

H.%. House of Representatiues

ePM 7.2
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D. VIEWING PROJECT PROPERTIES

To view project data such as rentable square footage, parking spaces, or occupants in the program
workspace:

1. Click Portfolio in the left menu and click Projects.

Print *| Refresh | Help

Program Home

Find Results View I Standam\. - E

* Notices

* Applications

[T Project Workspace MNumber \Pruject Name 4 Prolianc
r @ Mo Access 15526 Y-Albany Foley CT Ra&s Plan-Build)

Portfolio [l e No Access 15740 NY-Albany Foley HYAC R Plan-Build)
[~ Projects | - E Enter Project 2208 NY-Alexandria Bay-Land Plan-Build
Il E Enter Project 1021 NY-Alexandria Bay-Land Plan-Build

I+ Project Repaorting

2. Click on the Project Name or Number to open the Project Properties window.

PROJECT PROPERTIES: NY-Albany Foley CT R8A ( = Completed

ePM 7.2

Main | Web Links | Project Manager | Pericds | Properties

Inside Parking Spaces
Qutside Parking Spaces
Froject Time Zone
Daylight Saving Time
BCM Integration Enabled

1]

1]

(GMT-5:00) Eastern Time (US & Canada)
Yes

v

= PROJECT DETAILS

Project Description

Gross S5F
Rentable SF
Usable SF

ARRA Related 5F
Inzide Parking SF

Frospectus proposes alterations to the James T Foley Post Office Courthouse in Albany NY.
This is a five story building with 231,020 gross =q ft built in 1934. The primary tenants are
bankruptcy courts, US District courts, and court related agencies. Vacant space recapture
of postal space on the first floor to provide additional courtrooms and chambers.

231020
124390
147888

0

= ADDITIOMAL INFORMATION

Reqgion

Project Type
Project SubType 1
Building Type
Delivery Method

Managing Organization

02 : Region 02
RA : REA

CT : Courthouse
D-B-B : Design - Bid - Build

14
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EPM PROJECT WORKSPACE

The Project workspace is where teams manage their projects by creating documents, collaborating and
updating project information. There are two ways to access ePM projects: from the Program Workspace
or the Project Workspace.

A. ACCESSING EPM PROJECTS FROM THE PROGRAM WORKSPACE

From the Program Workspace, users with project access and security can create, upload, and edit
documents.

1.

Once logged in to ePM, in the left menu, click the Portfolio menu. Then click ‘Projects’. A Project
Register will appear within the Program.

Homeiﬂ, Programs4 B Region 02 - Northeast and Caribbean Region Capital Project Program~

Program Home

Print = | Refresh | Help

View |Standard

x| | apply

* Notices Il Enter Project 5778 NY-Manhattan-Maynihan Flan-
* Applications [ 72 Enter Project 12901 NY-Manhattan-Region 2 | Plan-
Il % Enter Project 2803 NY-Holtsville-IRS Service Plan-
r @ No Access 5456 PR-San Juan-Mew Feder: Plan-
i @ No Access 15526 NY-Albany Foley CT R&A Plan-

Fam

2. Find the desired Project and click the ‘Enter Project’ hyperlink to open the project. If anywhere

else is clicked, the Project Properties document will open.

Home <ﬂ.| Projects 4§ INY-Manhattan-Muvmhan CT-New Entrance Pa\nhurWI

NY-Manhattan-Moynihan CT-New Entrance Pavilion

Project Home

= Notices

Notices By Priority
I+ Notices Summary T e
F My Notices 1 Urgent 0 o
F Project Notices 1 High o o
F Applications * Normal 0 so1
| Low 0 o
I Analytics
[ Budget & Reporting Notices By Date
F Contract Management Mine Project]
F Daily Reports, Issues, and Logs Overdue 0 Ba1
o Due Today 0 o
5
ice Management Due Next 7 Daye 2 To
H Sz Due Beyond 7 Days 0 0

¥ File Management

Notices By Type

Review

¥ Reports

2
w o
= 3,

3

S

¥ Address Book s
rocess

¥ Administration FY1
Error

CICICICEE
&
R o

m‘
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B. ACCESSING EPM PROJECTS FROM THE PROJECT WORKSPACE

After logging in to ePM, users with project access and security can access projects through the
Projects Workspace.

1. Click the Projects workspace in the ePM Workspaces matrix.

» Please select a workspace

. . Manage company documents and templates, such as project
'E%& Organlzatlon zecurity and setup. r

[ Configure, view, and report on groups of business-related
F‘r’ogr‘a ms projects.
. Complete assigned tasks, administer project documents and
d FFOJECtS manage corporate assets and work orders.

Dizplay and manage Reports and Dashboards that provide
real-time enterprise wide visibility across the entire portfolio.

2. The Project Workspace Register opens with all of the Projects that the user has access to. Find
the desired project and click ‘Enter Project’ in the Project Workspace column. If Project Name,
Number, or anything other than Enter Project is clicked, then the Project Properties document will
open.

Homeiﬂ,

Print ‘ Refresh | Help |

WYigw |Standard LI apply

Project Work... Project Name Proliance Type
E Enter Project PR-San Juan-Mew Federal Parking Garage Flan-Build
E Enter Project WVA-Roanocke-Poff Federal Building-R&a Flan-Build
E Enter Project MNY-Alexandria Bay-Land Port of Entry Flan-Build
E Enter Project MNW-Las Yegas-Foley FB- Energy Efficient Design Flan-Build
E Enter Project DC-Washingtion-Forrestal-Repl Chilled Water Isolation Valves Flan-Build
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Homedﬂ Projects 4@ NY-Alexandria Bay-Land Port of Entry~

Project Home

= Workspace and Sub-Project Info

Project Properties

= Notices

Motices Summary

My Motices

= PM Tools

Project Manager Quick Links
Project Management
Schedules
Financial Management
Contract Management
Portfolio Planning
Design Management
Construction Management
Reports (G5A Internal Only)
Support Resources

File Manager

UAC Tool

File Management

Reports

Address Book

Administration

@& NY-Alexandria Bay-Land Port of Entry

The current proposed facility expansion includes complete replacement of th

Motices By Priority

I Urgent
T High
* Normal
1 Low

Overdue

Due Today

Due Next 7 Days
Due Beyond 7 Days

Motices By Date

Review
Process
FYI
Error

Motices By Type

C. NAVIGATION

In ePM information is organized into registers. In the register, users can:
View a summary list of all documents in that register

Open existing documents
Create new documents
Perform actions such as exporting data to pdf or Excel
Customize views of data to meet a user’s needs
Produce reports of data shown in register view
Search documents within the register

Register Tools

Mew | Delste | Tools | Frint « | Refresh | Help

Project Home

* Notices

view [standard

=1 oo

Open As [Document ~1| apply

[~ Number

Title

4 Creation Date Current State

Shown below are the functions that can be performed from the Register Toolbar.

ePM 7.2
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Create a new document using the default subtype
il

E Create a new document by choosing a specific subtype
Views -

Change the current register view or create a new register view

Tools » Perform actions specific to each register view
b Refresh Refresh the register view information
= Print Print the current register view
| L Search for key words within the register information
Reset the register information to clear the last search

Document Structure

Every document has a toolbar, tabs, pages, and sections. Some tabs will appear in every
document but some tabs are unique to a particular document. Most tabs will not appear until the
document has been saved. Each document type has an attachments tab allowing users to attach
external documents, links or other ePM documents to a document in ePM.

The pages of the document provide different fields for entering document data. Each page
contains data that is organized in different areas.
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yEdi‘t| ﬂ)Wurk'Hnwv| ngptionsv| ‘-bFnrward| | | é| '}".u| X| |

General

RFI: Curb flashing (0 002) An submitted

Main | Drawings | Properties

RFI Issue : B Roofing RFT i
B GENERAL

Current State : Answer Submitted

Subject Curb flashing

MNumber : 0753002

Pmnty 5

Will the curbs be flashed with single-ply membrane or clad metal®

Question :

Suggested Response @

Reason for Question Incomplete architectural details.
Clarification :
Question Sent Date : 08/16/2005
Company Main Contact
3 o Source Contact
Question Source:
Original Contract Document
Source Contract
ANSWER

= []

ePM 7.2




ePM Quick Reference Guide #129
CILP Foundations

Document Toolbar

RFI: CILP Training RFI (00001) =+ Pending Ques’

Every document has a variety of actions can be taken using functions available on the toolbar.

ePM 7.2

& Edit |

(1) Exit Edit Mode |

O Waorkflow v|

Save |

J& Options v|

'+ Forward

The Edit button changes the document from read only mode to edit mode

The Exit Edit Mode button changes the document from edit mode back to
read only mode at which time the user will be prompted to save any
changes. This button is only displayed when the document is in edit mode.

The Workflow button will display the workflow states that the document can
be transitioned to. Once the desired workflow state is selected from the
drop down menu an Execute Workflow dialog box will appear to complete
the workflow process.

Save all changes made to the document. This button is only displayed
when the document is in edit mode.

The Options button will vary depending on the document.

The Forward button allows users to send the document to another ePM
user without changing the workflow state. A dialog box appears to select
the notice recipients.

The double down arrows expands all sections on the current page.
The double up arrows collapses all sections on the current page.

The Print button displays a dialog box presenting print options for the
current document.

The Refresh button refreshes all document data; any unsaved changes will
be lost. This button is only displayed when the document is not in edit
mode.

The Delete button deletes the current document.
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D. MANUALLY CREATING CILP CATALOG CARD DOCUMENTS

1. Within the project in the left menu, click to expand the File Management section and then click
Catalog Cards.

Project Home
+ Workspace and Sub-Project Info

+ Motices

F

PM Tools

File Management

Catalog Cards
My Documents

¥

Reports

F

Address Book

Administration

¥

2. Click on the arrow to the right of the ‘New’ button, and then click 2.1 CILP to open the Catalog
Card window.

Mew & Move

Folder

1.0 Initiation

E TT A1

2.0 Planning
2.1 CILP

3.0 Execution
3.1 Photos

4.0 Close-out

Note: Clicking ‘New’ and selecting 2.1 CILP is critical to the functionality of CILP documents. If
you only click ‘New’ without choosing 2.1 CILP, the document will be uploaded as a photo and will
then need to be deleted and reuploaded.

3. Inthe File/URL Information section of the Catalog Card window, click the arrow to upload the
Source File/URL.

4. Enter the document’s Name.
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General

Main | Review Process | Properties

CATALOG CARD: New Document

© warkflav v | Submiz | [ Save | “ Forward | Amach s | @

[= FILE/URL INFORMATION *

Rename File *

Source File /URL

Options

Date Attached

File Size

Mo File Currantly Attachad--

Presentation File/URL

L36]

Options

Date Attached

File Size

--No File Currantly Attachad--

e

= DETALLS *

Title

CILP

Number

Name *

Due Date |
|
|

Current State Draft

- ROO

Revision Number * IRDD

- ROO

Brief Description

Comments

Received Date

38

GSA

5. The CILP field is populated through a lookup list. First click the looking glass icon, then open the
appropriate Fiscal Year to display a list of CILP document types and select the appropriate entry.

M CILP

(el

search : | Code

v/ For: |

|| Fma | [ Reset |

[+1 FY16

Lookup Item
|#] FY15:

: Ascal Year 2016
[ Fy17 :
[ Fris :
F FY¥19:
FY20 :

Fiscal Year 2015

Fecal Year 2017
Fistal Yedr 2018
Rscal Year 2019
Fiscal Year 2020

21

Mscal Year 2021 |

[ Fyaz:
FEr23:
E rv2a:
FFy2s:
[ Fye:
[+1 Fy27 :

RAscal Year 2022
MNscal Year 2023
Hscal Year 2024
Fiscal Year 2025
Fscal Year 2026
Fscal Year 2027

£

>

Select Hone ” oK I | Cancel | | Help | | Mznaje Lookup... |

ePM 7.2
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6. Select the CILP Lookup value by first selecting the FY that the document applies to and then
select the FY Code with the appropriate CILP document type.

2 Picklist -- Webpage Dialog >
2 CILP ]
Search : |Code | For: Find

Lookup Item

FY21 : Fiscal Year 2021
ABP : FY21 Asset Business Plans (ABF) 2
APP : FY21 Appraisal
BIM : FY21 3D 4D & BIM
BPP : FY21 Building Commissioning Building Preservation Plan (BPP)
E|CBT : Fy21 Cost Benchmark Tool |
CCJ : FY21 Courtroom-Chambers-Judge AnalysisCourts
|CPP 1 FY21 Comprehensive Project Plan (CPP)/Project Management Flan (PF
CQA : FY21 Courthouse OA and Rent Summary
DCC : FY21 D&C Cost Estimating Tool
ENY : FY21 Environmental Review Sheet

EWP : FY21 Energy and Water Performance Report W
[+]. E¥™ . F¥721 _Fvnlanatinn of Channes.

>

| Select None || (a]24 | | Cancel || Help || Manage Lookup... |

Note: Selecting the correct CILP label is critical to the functionality of CILP documents. This
lookup list standardizes the Fiscal Year and CILP document type to facilitate searching, gathering
and packaging CILP documents.

7. Click ‘Save’. Once the document has been saved, it should look like the image below.
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General

@ CATAI OG CARD: Cost RBenchmark Document - ROO (0001 7R00)

Main | Review Process | Properties

# Craft

O]
MNumber UJ01/HLD ~
Creation Date Wednesday, Feoruary 20, 2019
System Revision 0
MNumbcr

= FILC/URL INFORMATION *

Rename Fle * L
Fil
Zource File/URL Options Datz Attached
Sit
@'ﬁ Capital Schedule Performance Index 2020.xlsx| | @ | wednesday, February iU, 2019| i

Presentntion e/ URL |op|in.., |Dnl:= Attached |rd=s
--Mo File Currently Atzacked-- | | |

= DETAILS *

Currert State Draft

Number | -[00017 - RIO
1

Mame * | |Cost Benchmark Docament I

Revisivn hurmber * IROO

8. The final step is to workflow the document to the Submitted/In Review workflow state. This
signifies that the region is finished drafting the document and it is ready for Portfolio to review.
Select Submit in the Workflow menu.

(d Set to Revised by CO

o Cu Cancel

T Set to Vaid

Set up to: Submit

irehensive Project Plan - ROOD (0520

Set up to: Set to Revised by CO

Set up to: Cancel

Set up to: Set to Void nsive Project Plan -

Number 0520R00

Accepted R
Latest Rew

9. Select Execute in the Submit dialog box.

ePM 7.2
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To:

Hcc:

Recipient Action: Accept [v]

Custom Message:

Priority: | Normal [v]

Due Date: [18-1an-2018 0N

| Execute I | Clear Fieldsl | Cancel I

10. Return to the register view or the document to complete the process of manually creating the
CILP document in ePM. To do this, click either the ‘Return to Document’ or ‘Return to Register’.

2] Confirmation -- Webpage Dialog X

Confirmation

ACTION COMPLETE

DISTRIBUTION RESULTS

The document FY20 Exhibit 300 - ROD has been successfully
changed to the workflow state 'Submitted/In Review'.

Return To Document I | Return To Register I
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E. CREATING CILP CATALOG CARDS THROUGH FILE MANAGER

Another way to create a Catalog Card in a project is through the File Manager application in PM
Tools.

Important: File Manager requires Microsoft Silverlight to be installed on your computer. This software
is downloaded from BigFix. Your local ePM RSA can help you install this file.

Note: The workflowing of CILP documents must be done in ePM. This functionality is not included
with File Manager.

Accessing File Manager

1. From within an ePM project, click the File Manager link in the left menu to open the tool in a
new window. Alternatively, you can access File Manager from the ePM Portal by clicking File
Management Tool.

= PM Tools
Project Manager Quick Links
Project Management
Schedules
Financial Management
Contract Management
Portfolio Planning
Design Management
Construction Management
Reports (GSA Internal Only)

Support Resources

l File Manager l

2. A new window, returning you to the ePM Portal will open. In the Portal, select File
Management Tool.
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Electronic Project Management

Proliance End User Licensing Agreement

GSA D2D Dashboards
Quick Link to PBS Office of Design & Construction

A ePM/ePMXpress Quick Reference Guides
2 Quick Link to QRGs Guides Posted to GSA gov

ePM/ePMXpress Reports
Quick Link to Reports Posted to GSA Google Drive

File Management Tool
ePM/ePMXpress File Management

UAC Tool
User Account Recertification and Account Request Tool

For ePM help and access issues, contact the ePM Help Desk
at (866) 367-7878 or epmsupport@gsa.gov

3. Inthe new window, projects can be added to the sidebar by selecting the ‘Add’.

Screenshot of F

PROJECTS NAVIGATION I

Il [0 [}

=

19153
TRI TEST - VA-SPRINGFIELD-SPRINGFIELD
23501

NM-Columbus-Port of Entry-Expansion

7135
CA-San Diego-San Veidro LPOE-Phase 3¢

27838
CA-San Diego-San Ysidro LPOE-Admin ar

4. Locate a project. There are two ways to do this:
e Page Feature:
o If using page feature, drag the scroll bar up or down to find the project.
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GSA

Number =

18579

18593

18632

D 18634

18866

15333

19560

19504

15529

20049

20052

Title 5

Wi-RichlandHUSPO & CH FE-Electrical Upgrade
MD-Baltimere-Garmatz CH-Electrical Package
M¥-Buffalo-Calspan Building Security Upgrades

CA-Pine Valley-Air Station Erosicn Repair

CA-San Diego-Edward J Schwartz FBECT - Cap LS REA, |
NY-Manhattan-Javits FB-Backfill and Rencvation
MC-Raleigh-Terry Sanford FB CH-Capital Sscurity Project (-
DC-Washington-Reagan BLDG FOB-USAID Phase 2
M-BATTLE CREEK-HART-DOLE-INOUYE BLD-HDI Fire an...
AZ-CA-Douglas-Calexico-Package C-LED Signage

PR-Zan Juan-Mazario CT-Capital Security Program Elevator

Search Q

Program

Region 10 - Northwest / Arctic Region Capital Project Pro..

Region 03 - Mid-Atlantic Region Capital Project Program
Special Programs Division
Special Programs Division

Region 09 - Pacific Rim Region Capital Preject Program

Region 02 - Nertheast and Caribbean Region Capital Proje...

Region 04 - Southeast Regicn Capital Project Program

Region 11 - Mational Capita) Region Capita’ Project Progra...

Region 03 - Great Lakes Region Capital Project Program

Special Programs Division

Region 02 - Nertheast and Caribbean Region Capital Proje...

o Select project by clicking in the selection box on the left hand side of the window
o Click the blue button this will add the project to the project list.

e Search Feature:
o Click on the Search icon on any field in the right corner to Search function.

o Fil
e Select proj

| out the criteria to search for.
ect by clicking in the row

o Click the selection button. This adds the project to the project navigation list. Open the
project by clicking on the project name.

PROJECTS NAVIGATION |

>|i-'l

19153
TRJ TEST - VA-SPRINGFIELD-SPRINGFIELD |

L |
>R
>R
>R
>R
>R
>R
>R
>R
>R
>R

NM-Columbus-Port of Entry-Expansion
27135

CA-San Diego-5an Ysidro LPOE-Phase 3 1

278938
CA-5an Diego-5an Ysidro LPOE-Admin

3311
VT-Derby Line-LPOE Port Refresh

33943

CA-San Diego-Otay Mesz LPOE-New Cor

38406
WA-KENT-KENT STATION 4 BUIDL-55A K

41293
AZ-Tucson-5an Luis LPOE-Modernization

42062
VT-BEEBE PLAIN and CANAAN-USES-LAM
4797

JN PIP 3nd RAHD Project

630

T-Torillo-Tornillo (Fabens] Guadalupe |

15001
UsA-Outbound Tier 3-LPOE/SPD-Port Ha

ar

ePM 7.2

Once the project opens, expand the project document menu by clicking the plus sign next to

the project name.
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PROJECTS NAVIGATION |

=

vmswss
RJ TEST - WA-SPRIMGFIELD-SPRINGFIELL

> Il Design Decument
M submittal
I 1.0nitiation
> 20Panning
W 210Lp I
> 30Execution
> 3.1 Photos
M 40 Close-out

B Recycle Bin

Creating File Manager Folders
Next, you can create a folder to store all of the CILP documents.

1. Select the CILP 2.1 Folder

PROJECTS NAVIGATION |

n '|R.I FEST . ‘Wi 5Raat R, DU PR GR L
Il Dewsr Donrset
|
N 10 rEwon
L
W LiCep I

L0 Bt

I L1 P
W L0 Cosronst

i Parcpciy Bin

2. Select the Add Folder icon on the right hand side of the 2.1 CILP folder
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*

PROJECTS NAVIGATION |
=

S>Ro15000
USA-Outoound Tier 3-LPOE/SPD-Port Ha

vl 195
TRJ TEST - VA-SPRINGFIELD-SPRINGFIELL
> Design Decument
B suomittal
I 1.0 nitiation
> 20Panning
I ~ 210Lp
M reocie
> 3.0 Execution
> 3.1 Pnotos
B 40 Close-out

B RecycleBin

3. Typein “FY22 CILP” in the Create Folder window and click ‘Create’.

Create Folder

Mama

p—
21 CiLA

Cance' m

Adding Files
Now you can begin uploading documents.
Note: Workflowing CILP documents must be done in ePM. This functionality is not available in
File Manager. To workflow the document or assign the appropriate CILP document type, click

‘Open in ePM’, which opens the Catalog Card.

1. Select the 2.1 CILP folder.
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ePM 7.2

GSA

GSA

|:| Icon = Humber 2 SBU/CUI = State 3 Latest Revision = Revision = Title =
PROJECTS NAVIGATION I
0 @ 0003R00 false v Draft true ROD Tralning GILP - POR LW - RO
= ] 9 0004RO00 false ~  Draft trus ROD Tracking CILP - POR HD7 - ROO
~ R/ 19153 <
TRJ TEST - VA-SPRINGFIELD-SPRINGFIELL a w |

> Design Document

B suomittal

I 1.0 nitiation
> 2.0 Planning

| W 210P I |
3.0 Execution

>l 31 Protos

I 40 Close-out

i Recyde Bin

. . y .
2. Click ‘Add’ in the document folders toolbar.
GSA
oY
[ ron= MNumber = SBU/CUI = State % Latest Revision = Revision = Title = Fiscal
PROJECTS NAVIGATION |
| e 0003R00 false =  Draft true ROD Training CILP - POR LW - R0OQ
=t \:| e 0004R00 Draft true ROD Tracking CILP - POR HD7 - RO0
v 19153 <

TR TEST - VA-SPRINGFIELD-SPRINGFIELD
>l Design Document

Submittal

1.0 Initiation

2,0 Planning

z1awe

3.0 Execution
3.1 Photos.

4.0 Close-out

vd |v
s EERVIERR

Recycle Bin

G ) |10 |~]
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3. On your computer, find the file to be uploaded. Select the file and drag into the File Manager
window on the right side of the screen. Select ‘Open’ to add the file.

@ Choose File to Upload

4 ThisPC > Documents 5 ePM » Capital Investment and Leasing Program - CilP > Sample Docs » v & | Search Sample Docs

Organize = New folder B

¥ Downleads Date modified Type

5] Documents Silverlight Testing 1/24/2018 306 PM  File folder

=) Pictures ] AAA Test for CILP - RO 1/17/2018 1:27PM  Microsoft Word 9.
2013 - 12 December (3] Capital Schedule Performance Index 2020 1/16/2018 11:45 AM  Microsoft Excel W..
2019 Timeley Award Re-Baselining 3 Version 57-1st Quarter-2018 1/16/2018 1:11PM  Adobe Acrobat D...
Capital Investment and Leasing Program - CiLP
Procon Files

Sample Docs
OneDrive

[ This PC
esktop
ocuments

¥ Downloads
b Music

[ Pictures

H Videos

=2 Windows (C)

= DuncanEStroup (\\eD4bmy-CIFS02.ent.ds.gsa.goviR13_PI

4. Next select the Fiscal Year for the CILP document from the Fiscal Year column. The selection will
be made from a pull down menu.

GSA (o ) & ] search

lcon = Number SBU/CUI:  State $ LatestRevision = Revision = Tide & Fiscal Year £ Created B
I 9 0003R00 false ~  Draft ue R00 Trairing CILP - POR LW - R00 FY20,PDS: FY20 Program Development Swdy  Laurie Wi
[ =] 0004R00 false ~  Draft e ROD Tracking CILP - POR HD7 - ROO FY20.SRT: F¥20 Space Template  Hassane
VR 2018R00 Draft AA Testf - | ear 202 -
TRJ TEST - VA-SPRINGFIELD-SPRINGFIELD O ra e ROO A8 Test for CILP- RO doc- RAO IFv21 - Fiscal Year 2021 Duncan
. I
>l Design Document <

B suomittal (1] w0 |~

I 1.0 Initiation
>l 20 Planning

W 210w I
>l 30 Execution
>l 31 Photos

B 40 Cicse-out
W RecydeBin

>R 2380
NM-Columbus-Port of Entry-Expansion
>R s
CA-San Diego-San Ysidra LPOE Phase 3 ¢

>0 27898

ePM 7.2 32



ePM Quick Reference Guide #129
CILP Foundations

Deleting Documents in File Manager

1.

Select document(s) by placing a checkmark in document row.

PROJECTS NAVIGATION |

sBUjcUl =

State +

Latest Revision =

Tide =

Fiscal Vear =

O 0003R0Q ,,{,a,s,e, ,,', Draft true ROD Training CILP - POR LW - R0 FY20.PDS : F¥20 Program Develops
= e 0004R00 fase « Draft ROD Tracking CILP- POR HD7 - RO FY20.5RT - F¥20 Space Reconciliat
~ R ;;?m_VA_SWNGHELD_SPR‘NGHH[ O 0018R00 fase v Draf R0 A Test for CILR - ROO dec - RO F¥21: Fiscal Year 2021
> Design Document. <
B submittal a 20 |-
I 1.0 nitiation
> 2.0Planning
W 210 l
> 3.0 Execution
> 21 Protos
I 40Cicse-out
W Reqedin
2. Click the Delete icon in the document toolbar to delete the document.
3. Click ‘OK'.
4. The document is workflowed to the Void state and moved into the recycle bin.
5. Click Yes in the Delete Documents confirmation window.

Note: It is necessary to have appropriate security permissions to delete documents. If delete
rights are not assigned, then files cannot be deleted from the Recycle Bin. In this case, contact

GSA

the ePM Regional System Administrator for assistance. Users cannot delete any documents that
are part of a package unless they are deleted from the package first.

ePM 7.2
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F. REVIEWING AND FINALIZING CILP FILES IN EPM FOR CENTRAL OFFICE
PORTFOLIO

To edit and workflow CILP documents to the ‘Final’ state in ePM, a user must have project-level
access. To request project level access to a list of CILP projects, find and coordinate with the
appropriate ePM RSA.

1. Once logged in to ePM, navigate to a project.

2. Using the left menu, navigate to the 2.1 CILP folder.

Homa !.. Propects 4 MY Adewandng Bay-Land Port of Entry =
] | .
Prapect Homa | & nv-Alexandria Bay-Land Port of Entry
= Waorkspacs and SubProgecd Tha perrasl profosed TRnbly Svpasgien noiules compets rapiscamant oF the avsts
(L]
Notikces By Priomty
Frajed Froperias
= MoiER I rgand
Hstioes Susmany f, Fih
4 By Mooy e —

b Lz

= PH Tooks
+ Proped Maragar Cherk Linka m

4
Eyajmct M dgmrrant Ovardus

& Barbaduiey Dus Tedev
W Fmanasl Hensgement Due hexi T Days
[ W Costract Mansgement Dus Bayond T Daya

4 Fotinis Piasnang
+ Crewys Mansgement
& Congingclicn Marapamant Ervan
# Maparts (SR Intarral Oriv] Frocess
+ Sapport FEsmiToRs m

Fils Manager
5 Fibe Management

.....

Fl Catniog Cartl
1.3 Erdtantin

1.5 Phofea

&3 Class-out
IR sy Docsmanta
Cowsiesl Hansgemen

3. Using the View dropdown list from within the 2.1 CILP register, select the CILP Documents
FY2022 document view or a view more compatible with locating the correct document. If a CILP
view is not visible, select ‘Manage Views’ from the dropdown list.
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Proped dome
;_;:l""lﬁlﬁ! el Sl ol Tl & Cresiies Dabe
FEATH Corgupiiatue Faed St gfige ~povsireng Sppeirod g+ BED gl 3018 110
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4. Select the view of choice and then click ‘Apply’.

& Register Views : Catalog Card Y ?
Views:

R11 CILF Documents FY 2014 - Shared
R11 CILP Documents FY 2015 - Shared )

Edit...

R11 Project Photos with comment - Shared =

WP View - Shared

Standard - Proliance Rename...
Accepted Revision View - Prolisnce

Catalog Card File View - Proliance Delete
Latest Revision View - Froliance W

Basic - Prolisnce

Edit Menu...

0
=

SUMMARY:

Description:

Columns: CILP, Title, Current State, Upload Date, Source File Name
Filtar: on

| Appl\rl | Closel | HeIpI

5. The 2.1 CILP register view should now have a CILP column which identifies the CILP year and
document type. Click on any field of a document to open it and view the source file.

MNew ¥

Move | Delete | Tools v| Sharing | Print v| Expor‘t| Refresh | Help|

view [R11 CilP Documents FY 2021 v| | open As [Document W

[] Type cILP - Title Current State
OB FY21 Cost Benchmark Tool Cost Benchmark Document - RO0 Draft
B FY¥21 Feasibility Study FY21 Program Management Document - R01  Draft
O& FY21 Project Data Sheet Capital Schedule Performance Index - RO1 Draft
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6. To view the file either click the file name or use the download button as shown.

Main | Bevievw Progess | Properies

= SUMMARY
Current State Submitted/1n Revsem Accopted Revisian
&M CILP Assel Bumnssd Plan- Labtest Revision BaePH CILP Ajset Busindds Plan-
. CILP - ROS - ROD CILE - Boa - 800
Humber DOS4R00
Creation Date 20-Apr-2005
Systom Bovision o
Humber
= FELE/URL IRFORMATION
Eename File ®
Source Fils /URL Optsans Dists Attached Vil Sizm
E) Final Assel Busnags Plan.docx al @ 04/20/2015 12 KB
Fravastation Fie /UL Optsons Dats Attached Fiba Serm

=hig Fibs Curnenily Arached -

7. If the file has been revised, click ‘Attach new...” as shown below to override the previous version.

o0)* Submitted/Tn Revew

Currenl State Submitted/Tn Review Accepted Revision
Title &PM CILP Agset Busiress Plan- Latest Revision P CILP Asget Busnesy Plan-
CILP - ROO - RDO CILP - RO - RO

Humibser OOB4R00

Creation Date 20-Apr-2015

System Revizion o

Number 3

= FILE/URL SRFCAMATION *

Bename Fils *
Supiirr e e [ URL Diptaens Date Altsched  File Sice
] Final Asget Busingss Flan.doo B (D) grEOTR =0 04/20/2015 12 KB

—

Presentation Fils/URL Opticns. Date Attached File e
--No File Curmenthy Altachad— 8
= DETAILS *

Current State Submitted/ln Review

Purriber | - [ones « FO0

Hame = it CILP Asget Business Blan- CILP - R0O

R R TS ik

8. Workflow the CILP document to the ‘Final’ state by selecting Workflow and choosing Set to
Revised by CO. The resulting document state will be ‘Final’.

ePM 7.2 36



ePM Quick Reference Guide #129
CILP Foundations

Exit Edit Mode

o Workflow A| 53ve| 4% Options *| '+ Forward

T4 Submit

\e-5 - || cu St to Revised by CO

(4 Cancel Set to Revised by CO (Resulting State > Final)

d Sat to Void

Main | Review Set up to: Submit

= suMMARY | Set up to: Set to Revised by CO

Current St{ Set up to: Cancel

Title Set up to: Set to Void
Number 0004R00
Creation Date 19-Now-2012

=2pr=3 Dioasici

The document has now been workflowed to the Final state.

REFERENCES

Reference the following ePM Quick Reference Guides (QRGs) for additional information. QRGs can be
accessed through the ePM Portal.

¢ QRG 001 - Navigating ePM
QRG 104 - File Manager
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	Figure
	WHAT IS… 
	The Capital Investment and Leasing Program (CILP) is the annual process by which GSA identifies prospectus-level construction and R&A. During the CILP, GSA regional stakeholders propose new construction, R&A, and building purchase projects to the Central Office–based Office of Portfolio Management and Customer Engagement, which evaluates and prioritizes submissions. In order to support the funding requests, GSA submits numerous documents, including feasibility studies, housing plans, and occupancy agreement
	WHO USES… 
	 
	 
	 
	Regional Portfolio Managers 

	 
	 
	Central Office Portfolio Managers 

	
	
	 Project Managers 


	EPM LINKS AND SUPPORT 
	A. LINKS 
	ePM Portal HSPD-12 Clearance Information ePM on PBS InSite 
	ePM Portal HSPD-12 Clearance Information ePM on PBS InSite 

	B. SUPPORT 
	The table below lists the ePM Regional System Administrator (RSA) for each region who are available to provide ePM assistance. 
	Region R01
	Region R01
	Region R01
	Name  LaShawn Kendrick 
	Email Address lashawn.kendrick@gsa.gov 
	Phone Number (215) 446-6003 

	R02
	R02
	 Christina Cordero 
	christina.cordero@gsa.gov 
	(212) 577-8664 

	R03
	R03
	 Brandon Bolstad 
	brandon.bolstad@gsa.gov 
	(215) 446-4822 

	R04
	R04
	 Tamara Johnson 
	tamara.renderjohnson@gsa.gov 
	(404) 331-1079 

	R05
	R05
	 Patrick McCarthy 
	patrick.mccarthy@gsa.gov 
	(312) 353-3017 

	R06 
	R06 
	Michael Black 
	michael.black@gsa.gov 
	(816) 926-7491 

	R07
	R07
	 Jodi Harris 
	jodi.harris@gsa.gov 
	(817) 850-8327 

	R08
	R08
	 Okey Okonkwo 
	okey.okonkwo@gsa.gov 
	(303) 236-1631 

	R09 
	R09 
	Annette Nuez 
	annette.nuez@gsa.gov 
	(415) 522-3363 

	R10 
	R10 
	Thomas Baker 
	tom.baker@gsa.gov 
	(253) 931-7205 

	R11
	R11
	 Hassane Drabo 
	hassane.drabo@gsa.gov 
	(202) 440-3403 

	Central Office 
	Central Office 
	Bridget Ziorklui 
	bridget.ziorklui@gsa.gov 
	(703) 280-7943 


	You can also contact the ePM help desk via  or (866) 367-7878. When sending an email, please include the following information: 
	epmsupport@gsa.gov
	epmsupport@gsa.gov


	ePM 7.2 
	ePM 7.2 
	Figure
	ePM Quick Reference Guide #129 CILP Foundations 
	
	
	
	 User Name 

	 
	 
	User Contact Information (email and phone number) 

	
	
	 Project Number/Name 

	 
	 
	Application Area (RFIs, Meeting Minutes, etc.) 

	 
	 
	Related Document Number/Name 

	 
	 
	Detailed Description of Issue/Question 

	 
	 
	Screenshot (when applicable) 


	EPM ACCESS REQUIREMENTS 
	Before using ePM for CILP, please make sure that you have the following items: 
	1. 
	1. 
	1. 
	GSA IT Clearance 

	2. 
	2. 
	A completed ePM Internal Account Request Form and submit it to the ePM Regional System Administrator (RSA) 

	3. 
	3. 
	Regional ePM Sponsorship (RSA to coordinate after receiving ePM Internal Request Form) 

	4. 
	4. 
	4. 
	Project/Program assignment with security category (RSA to assign Program/Project after receiving Project Access Form from PM or Manager) 

	 
	 
	 
	Program Access requires the “ePM 1.3: Read All Project Data” security category 

	 
	 
	Project Access requires “ePM 1.3 - GSA: PM Staff” security category 



	5. 
	5. 
	Internet-based computer with Internet Explorer 11.0 or higher 


	ACCESSING EPM 
	1. 
	1. 
	1. 
	Using Internet Explorer, go to the . 
	ePM Portal


	2. 
	2. 
	The ePM Portal opens once the user has been authenticated. 
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	Figure
	Figure
	Users outside of the GSA firewall or not connected to VPN will need to complete the Multi-Factor Authentication (MFA). 
	3. 
	3. 
	3. 
	Click on the ePM box to launch the application. 

	4. 
	4. 
	Select Programs to enter the Programs workspace. 


	Figure
	5. In the Program window, click ‘Enter Program’ next to the desired Program Name. This will take you to the Program’s home page. 
	Figure
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	Figure
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	Figure
	EPM PROGRAM WORKSPACE 
	The ePM Program workspace is where users are able to view information across all projects within a particular program. For example, in the Region 2 Capital program, users can view information for all capital projects in Region 2. 
	A. NAVIGATION 
	Figure
	Navigation Trail 
	Navigation Trail 
	Use the Navigation Trail to efficiently move between different workspaces in ePM. Click ‘Home’ to select a different workspace and click on the current workspace link (in this case Projects) to move to another project within the program. 
	Figure

	Navigation Buttons 
	Navigation Buttons 
	These buttons provide access to frequently used functions. 
	Figure
	Figure
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	User Preferences 
	User Preferences 
	Click on this icon at the top right of the screen to set ePM preferences regarding date formats, number of rows displayed in register views, and changing the ePM password. 
	Figure
	Help ePM Online Help provides a wealth of information regarding how to use every ePM feature. New users to an area of ePM, start with the ‘About <topic>’ section for a general explanation with examples. 
	Figure

	Log Off 
	Log Off 
	Click here to log off from ePM and return to the Login screen. 
	Figure


	Left Menu 
	Left Menu 
	Figure
	ePM Quick Reference Guide #129 CILP Foundations 
	Figure
	Notices Notices are communications that are sent by ePM users to other ePM users from an ePM document. They tell a user to read or act upon the document. At the Program level, the only Notices that are displayed are Unresolved Project Level Notices that are resolved by ePM administrators. 
	Applications Applications are external tools that increase the functionality of ePM. Analytics is a reporting application that creates robust reports at a single project, multiple project, program, multiple program and national levels. 
	Portfolio Portfolio is where all project names in a Program can be viewed and where a user can have direct access to those projects. 
	Project Reporting 
	Project Reporting contains all documents that are created and updated at the project level. 
	Figure
	Resources are not currently being utilized by the GSA. 
	Budget & Reporting contains project Funding and Transfer documents and Financial Reports. 
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	Figure
	CILP Foundations 
	Contract Management is where Contracts, Modifications, Invoices and Potential Change Orders are located. 
	Daily Reports, Issues, and Logs contains GC Daily Reports, GSA Reports, AE Reports, Issues, Design Review Comments, Punchlists and various Construction Logs. 
	Office Management is where RFIs, Design Documents, Submittals, Meeting Minutes and Correspondences are located. 
	Scheduling is where the GSA PM Schedule and GC Construction Schedules are 
	located. 
	File Management contains Catalog Cards of information, including Initiation, Planning, CILP, Execution, Photos and Close-Out documents. 
	File Management 
	File Management 
	File Management contains links to applications and websites related to the program. 

	Reports 
	Reports 
	Reports contains external program level reports. 

	Address Book 
	Address Book 
	Address Book contains all users that have access to a specific program. 
	Administration Administration is where ePM Administrators configure the related program and projects settings. 
	B. FINDING CILP DOCUMENTS AT THE PROGRAM WORKSPACE 
	When locating for project documents at the program level, the documents will be listed in a Register that will include documents from ALL projects in the Program. From the Register view, users can: 
	 
	 
	 
	View a summary list of all documents in that register 

	 
	 
	Open existing documents 

	 
	 
	Perform actions such as exporting data to pdf or Excel. 

	 
	 
	Customize views of data to meet user and reporting needs 

	 
	 
	Produce reports of data shown in register view 

	 
	 
	Search documents within the register 


	Shown below are the functions that can be performed from the Register toolbar. 
	Figure
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	Views 
	Use the current register view or create a new register view 
	Figure
	Views allow users to create and display Register lists of information by defining the columns of data, sorting of information and filtering. 
	Figure
	The first image below is set to Basic, lists 1415 documents, and it has six columns of data. The second image below is set to CILP Documents FY2022. It has nine columns of data, lists two documents, and it is filtered to only display FY22 CILP Document types. There is a View for FY22 CILP Document types that can be used when the documents are loaded into ePM. 
	Basic 
	Figure
	FY22 
	Figure
	Open As 
	This functionality only applies to Design Documents, Submittals and Catalog Cards, as they are the only documents that hold files on their main pages.  
	Figure
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	Figure
	When the below options are applied, clicking on the Register hyperlinks does the following: Document – Opens as a document Source File – Opens as the Source File Presentation File – Opens as the Presentation File Brava! – Source File – Opens in Brava! as the Source File. When done at the Project Level, a user can markup and save their changes. Brava! – Presentation File – Opens in Brava! as the Presentation File. When done at the Project Level, a user can markup and save their changes. 
	Find 
	Use the Find box to search documents by keywords within the register view. This only searches the displayed columns and rows. 
	Figure
	The Find box at the upper right corner of the Register View searches the Items in the Register and their displayed columns of data.  
	Figure
	In the example above, if the keyword “Exhibit” was entered in the box and the Find button was clicked, only Documents with the word Exhibit in one of their columns would be displayed. In this case, Exhibit 300 documents would be displayed, as well as other documents with the word exhibit and exhibits, for all projects in the current Program. 
	C. OPENING CILP DOCUMENTS AT THE PROGRAM WORKSPACE 
	C. OPENING CILP DOCUMENTS AT THE PROGRAM WORKSPACE 
	Project-specific documents are available at the Program Level through the ‘Project Reporting’ section of the left menu. 
	The register displays all documents contained in the 2.1 CILP application area. At this level, documents listed in the register include documents from ALL projects in that Region. 
	All CILP documents will be located in the File Management section under Catalog Cards then under 
	2.1 CILP. 
	1. In the left menu, click the plus sign to expand Project Reporting. 
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	Figure
	Figure
	2. 
	2. 
	2. 
	Next, click to expand File Management and then expand Catalog Cards. 

	3. 
	3. 
	Click on 2.1 CILP. 

	4. 
	4. 
	Click on a document title hyperlink, document number hyperlink, or any other document field hyperlink to open a CILP document. 


	Figure
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	Figure
	Figure
	This opens the Catalog Card. Title includes the Document Type (Catalog Card) and the user defined Title. Source File is the primary location to upload a Catalog Card document. Current State is the document’s workflow state or label. Name and Title fields are typically the same on Catalog Cards. ePM has the ability to track 
	Revisions using the R00, R01…R04 format. CILP is a Lookup List that identified the document’s FY and CILP document type. 
	5. Open a file by clicking on the Source File name hyperlink. Then click Save or Open. 
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	Figure
	Figure
	6. Alternatively, open a file by clicking on the Brava! Viewer button, to view files in a Brava! Window. 
	Figure
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	Figure

	D. VIEWING PROJECT PROPERTIES 
	D. VIEWING PROJECT PROPERTIES 
	To view project data such as rentable square footage, parking spaces, or occupants in the program workspace: 
	1. 
	1. 
	1. 
	Click Portfolio in the left menu and click Projects. 

	2. 
	2. 
	Click on the Project Name or Number to open the Project Properties window. 


	Figure
	Figure
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	Figure
	EPM PROJECT WORKSPACE 
	The Project workspace is where teams manage their projects by creating documents, collaborating and updating project information. There are two ways to access ePM projects: from the Program Workspace or the Project Workspace. 

	A. ACCESSING EPM PROJECTS FROM THE PROGRAM WORKSPACE 
	A. ACCESSING EPM PROJECTS FROM THE PROGRAM WORKSPACE 
	From the Program Workspace, users with project access and security can create, upload, and edit documents. 
	1. 
	1. 
	1. 
	Once logged in to ePM, in the left menu, click the Portfolio menu. Then click ‘Projects’. A Project Register will appear within the Program. 

	2. 
	2. 
	Find the desired Project and click the ‘Enter Project’ hyperlink to open the project. If anywhere else is clicked, the Project Properties document will open. 


	Figure
	Figure
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	Figure

	B. ACCESSING EPM PROJECTS FROM THE PROJECT WORKSPACE 
	B. ACCESSING EPM PROJECTS FROM THE PROJECT WORKSPACE 
	After logging in to ePM, users with project access and security can access projects through the Projects Workspace. 
	1. 
	1. 
	1. 
	Click the Projects workspace in the ePM Workspaces matrix. 

	2. 
	2. 
	The Project Workspace Register opens with all of the Projects that the user has access to. Find the desired project and click ‘Enter Project’ in the Project Workspace column. If Project Name, Number, or anything other than Enter Project is clicked, then the Project Properties document will open. 


	Figure
	Figure
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	C. NAVIGATION 
	C. NAVIGATION 
	In ePM information is organized into registers. In the register, users can: 
	 
	 
	 
	View a summary list of all documents in that register 

	 
	 
	Open existing documents 

	 
	 
	Create new documents 

	 
	 
	Perform actions such as exporting data to pdf or Excel 

	 
	 
	Customize views of data to meet a user’s needs 

	 
	 
	Produce reports of data shown in register view 

	 
	 
	Search documents within the register 


	Register Tools 
	Figure
	Shown below are the functions that can be performed from the Register Toolbar. 
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	Figure
	Create a new document using the default subtype Create a new document by choosing a specific subtype Change the current register view or create a new register view Perform actions specific to each register view Refresh the register view information Print the current register view Search for key words within the register information 
	Reset the register information to clear the last search 
	Document Structure 
	Every document has a toolbar, tabs, pages, and sections. Some tabs will appear in every document but some tabs are unique to a particular document. Most tabs will not appear until the document has been saved. Each document type has an attachments tab allowing users to attach external documents, links or other ePM documents to a document in ePM. 
	The pages of the document provide different fields for entering document data. Each page contains data that is organized in different areas. 
	ePM Quick Reference Guide #129 CILP Foundations 
	Figure
	Figure
	Figure
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	Document Toolbar 
	Figure
	Every document has a variety of actions can be taken using functions available on the toolbar. 
	The Edit button changes the document from read only mode to edit mode 
	The Exit Edit Mode button changes the document from edit mode back to read only mode at which time the user will be prompted to save any changes. This button is only displayed when the document is in edit mode. 
	The Workflow button will display the workflow states that the document can 
	be transitioned to. Once the desired workflow state is selected from the 
	drop down menu an Execute Workflow dialog box will appear to complete 
	the workflow process. 
	Save all changes made to the document. This button is only displayed when the document is in edit mode. 
	The Options button will vary depending on the document.  
	The Forward button allows users to send the document to another ePM user without changing the workflow state. A dialog box appears to select the notice recipients. 
	The double down arrows expands all sections on the current page. 
	The double up arrows collapses all sections on the current page. 
	The Print button displays a dialog box presenting print options for the current document. 
	The Refresh button refreshes all document data; any unsaved changes will 
	be lost. This button is only displayed when the document is not in edit 
	mode. 
	The Delete button deletes the current document. 
	Figure
	Figure
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	D. MANUALLY CREATING CILP CATALOG CARD DOCUMENTS 
	D. MANUALLY CREATING CILP CATALOG CARD DOCUMENTS 
	1. 
	1. 
	1. 
	Within the project in the left menu, click to expand the File Management section and then click Catalog Cards. 

	2. 
	2. 
	Click on the arrow to the right of the ‘New’ button, and then click 2.1 CILP to open the Catalog Card window. 


	Figure
	Figure
	Note: Clicking ‘New’ and selecting 2.1 CILP is critical to the functionality of CILP documents. If you only click ‘New’ without choosing 2.1 CILP, the document will be uploaded as a photo and will then need to be deleted and reuploaded. 
	3. 
	3. 
	3. 
	In the File/URL Information section of the Catalog Card window, click the arrow to upload the Source File/URL. 

	4. 
	4. 
	Enter the document’s Name. 
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	Figure
	5. The CILP field is populated through a lookup list. First click the looking glass icon, then open the appropriate Fiscal Year to display a list of CILP document types and select the appropriate entry. 
	Figure
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	Figure
	6. Select the CILP Lookup value by first selecting the FY that the document applies to and then select the FY Code with the appropriate CILP document type. 
	Figure
	Note: Selecting the correct CILP label is critical to the functionality of CILP documents. This lookup list standardizes the Fiscal Year and CILP document type to facilitate searching, gathering and packaging CILP documents. 
	7. Click ‘Save’. Once the document has been saved, it should look like the image below. 
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	Figure
	8. 
	8. 
	8. 
	The final step is to workflow the document to the Submitted/In Review workflow state. This signifies that the region is finished drafting the document and it is ready for Portfolio to review. Select Submit in the Workflow menu. 

	9. 
	9. 
	Select Execute in the Submit dialog box. 


	Figure
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	Figure
	10. Return to the register view or the document to complete the process of manually creating the CILP document in ePM. To do this, click either the ‘Return to Document’ or ‘Return to Register’. 
	Figure
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	E. CREATING CILP CATALOG CARDS THROUGH FILE MANAGER 
	E. CREATING CILP CATALOG CARDS THROUGH FILE MANAGER 
	Another way to create a Catalog Card in a project is through the File Manager application in PM Tools. 
	Important: File Manager requires Microsoft Silverlight to be installed on your computer. This software is downloaded from BigFix. Your local ePM RSA can help you install this file. 
	Note: The workflowing of CILP documents must be done in ePM. This functionality is not included with File Manager. 
	Accessing File Manager 
	1. 
	1. 
	1. 
	From within an ePM project, click the File Manager link in the left menu to open the tool in a new window. Alternatively, you can access File Manager from the ePM Portal by clicking File Management Tool. 

	2. 
	2. 
	A new window, returning you to the ePM Portal will open. In the Portal, select File Management Tool. 


	Figure
	ePM Quick Reference Guide #129 CILP Foundations 
	Figure
	Figure
	3. 
	3. 
	3. 
	In the new window, projects can be added to the sidebar by selecting the ‘Add’. Screenshot of F 

	4. 
	4. 
	Locate a project. There are two ways to do this: 


	Figure
	 Page Feature: 
	o If using page feature, drag the scroll bar up or down to find the project. 
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	Figure
	Figure
	o 
	o 
	o 
	Select project by clicking in the selection box on the left hand side of the window 

	o 
	o 
	Click the blue button this will add the project to the project list. 


	
	
	
	
	 Search Feature: 

	o 
	o 
	o 
	Click on the Search icon on any field in the right corner to Search function.  

	o 
	o 
	Fill out the criteria to search for. 



	 
	 
	Select project by clicking in the row 

	 
	 
	Click the selection button. This adds the project to the project navigation list. Open the project by clicking on the project name. 


	Figure
	5. Once the project opens, expand the project document menu by clicking the plus sign next to the project name. 
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	Creating File Manager Folders 
	Next, you can create a folder to store all of the CILP documents. 
	1. 
	1. 
	1. 
	Select the CILP 2.1 Folder 

	2. 
	2. 
	Select the Add Folder icon on the right hand side of the 2.1 CILP folder 


	Figure
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	3. Type in “FY22 CILP” in the Create Folder window and click ‘Create’. 
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	Adding Files 
	Now you can begin uploading documents. 
	Note: Workflowing CILP documents must be done in ePM. This functionality is not available in File Manager. To workflow the document or assign the appropriate CILP document type, click ‘Open in ePM’, which opens the Catalog Card. 
	1. Select the 2.1 CILP folder. 
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	2. Click ‘Add’ in the document folders toolbar. 
	Figure
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	3. On your computer, find the file to be uploaded. Select the file and drag into the File Manager window on the right side of the screen. Select ‘Open’ to add the file. 
	Figure
	4. Next select the Fiscal Year for the CILP document from the Fiscal Year column. The selection will be made from a pull down menu. 
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	Deleting Documents in File Manager 
	1. 
	1. 
	1. 
	Select document(s) by placing a checkmark in document row. 

	2. 
	2. 
	Click the Delete icon in the document toolbar to delete the document. 

	3. 
	3. 
	Click ‘OK’. 

	4. 
	4. 
	The document is workflowed to the Void state and moved into the recycle bin. 

	5. 
	5. 
	Click Yes in the Delete Documents confirmation window. 


	Figure
	Note: It is necessary to have appropriate security permissions to delete documents. If delete rights are not assigned, then files cannot be deleted from the Recycle Bin. In this case, contact the ePM Regional System Administrator for assistance. Users cannot delete any documents that are part of a package unless they are deleted from the package first. 
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	F. REVIEWING AND FINALIZING CILP FILES IN EPM FOR CENTRAL OFFICE PORTFOLIO 
	F. REVIEWING AND FINALIZING CILP FILES IN EPM FOR CENTRAL OFFICE PORTFOLIO 
	To edit and workflow CILP documents to the ‘Final’ state in ePM, a user must have project-level access. To request project level access to a list of CILP projects, find and coordinate with the appropriate ePM RSA. 
	1. 
	1. 
	1. 
	Once logged in to ePM, navigate to a project. 

	2. 
	2. 
	Using the left menu, navigate to the 2.1 CILP folder. 

	3. 
	3. 
	Using the View dropdown list from within the 2.1 CILP register, select the CILP Documents FY2022 document view or a view more compatible with locating the correct document. If a CILP view is not visible, select ‘Manage Views’ from the dropdown list. 
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	4. 
	4. 
	4. 
	Select the view of choice and then click ‘Apply’. 

	5. 
	5. 
	The 2.1 CILP register view should now have a CILP column which identifies the CILP year and document type. Click on any field of a document to open it and view the source file. 
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	6. 
	6. 
	6. 
	To view the file either click the file name or use the download button as shown. 

	7. 
	7. 
	If the file has been revised, click ‘Attach new…’ as shown below to override the previous version. 

	8. 
	8. 
	Workflow the CILP document to the ‘Final’ state by selecting Workflow and choosing Set to Revised by CO. The resulting document state will be ‘Final’. 
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	The document has now been workflowed to the Final state. 
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