PROJECT MANAGEMENT SYSTEM

Purchase Order —
Construction Contract

This class will provide training for processing a Purchase Order - Construction Contract
for construction projects on the Campus of Michigan State University.

File Edit View Actions Help

Close Window [$]SOV

PO-Construction Contracts

Construction Purchase Order

Record Num¥yer: [CON-0002

Creator: Doug Peterson

ARY MAYO HALL RENOVATIONS

\

\
Project Number: | \Q5233

Creation Date: 08/01/2008 10:26 AM Local (GMT-5) |

\

Title: [Conl \\tor - Mary Mayo

|
‘ Creator Company: {MSU ]
|
!

Status: |Closed \

— Instructions

To create the purchase order, fill in the purchas

er and vendor information, then add line items with the appropriate WBS Codes and amounts.

— Purchase Order Information

A\
\ %

FAMIS PO Number: iCON400289

8,756,000.00|

\\%l

~ Vendor Information

Vendor Number: !9031523

Vendor Name: [KARES CONSTRUCTION COMPANY |

A\ N\
AN\
/ =~

To see the entire form, click on
"Construction Purchase Order" or use the
scroll-bar on the right side of form.

£} Task Details

Line ltems

Attachments (0)

Linked Records (0)

General Comments Linked uMails (0)

MICHIGAN STATE UNIVERSITY

Physical Plant
Michigan State University
East Lansing, MI 48824-1215

Instructor: Diane Schimizzi

For Assistance, send e-mail to:
unifiersupport@cpa.msu.edu

September 11, 2008
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PO- Construction Contract

1.1

What is a Construction Contract PO?

MSU issues a Purchase Order (PO) to a Contractor based on a
Contract to provide specified services on a construction project. This
type of Purchase Order is issued on minor and major projects.
Construction contract purchase orders are dedicated to one project and
cannot be used across multiple projects.

In the Project Management System, the Construction Contract Purchase
Order is found at the Project Level. It authorizes a scope of work and
commits funds on a specific project.

To create a commitment, a record of the project level purchase order is
created with line items identified by Work Breakdown Structure (WBS)
Code.

The line items are based on the Schedule of Values provided by the
Contractor.

The total of all the line items should amount to the approved purchase
order for the Contractor.

Flowchart

Create Purchase
Qrder End

© 2008 Michigan State University



What is a Construction Contract PO? 3

1.2

1.3

Role Definitions
Project Administrator

The Project Administrator creates a record of the Construction Contract
Purchase Order for the minor or major construction project based on
the Contract.

Terminology

Creation by Project Administrator
The Project Administrator (CPA) begins the process by creating a
record of the Construction Contract PO at the Project level.

Create Purchase Order
This is the only action the Project Administrator can take after they enter
the cost data for the Construction Contract PO at the Project level.

WBS Code

WBS Code means Work Breakdown Structure and refers to the
categorization of project funds within a budget. A WBS Code is an
individual line item in the project budget consisting of a number and a
description.

The number in the WBS code matches the Budget Code number in the
University FAMIS system.

Schedule of Values
The Schedule of Values provided by the Contractor is used to create
the line items for the Purchase Order.

End
The process ends when the Project Administrator selects the action of
"Create Purchase Order".

Cost Sheet
Once the process ends, the Purchase Order amounts appear in the
project Cost Sheet under the column named Original PO Amount.

© 2008 Michigan State University



PO- Construction Contract

Creating a Construction Contract PO

Accessing the Project

Step 1: Logon to the Project Management System

Step 2: Open the Project

£ https: / funifier.msu.edu/

Skire gn M
HE “ Unifier
08/06/2008 - Kendra Schroeder

User Mode « ]

o- B3 Home
=g Tasks
=B Messages

= Drafts

=106 uMail

Click on
Projects

L Sunitier. msu.edul

KITE ¢y pz
rﬂ S Unifier
08/06/2008 - Kendra Schroeder
User Mode - [®] | File Edit View Help 7
o 98 Home EHMew [ Open @ Find Double-click on
2y Tasks : o the Project or
El Projects - Current View: All select and open
=-E1 Messages - .
; 2 ltemis)
= Drafts
E uMail
E‘% c Work Mumber - Project Mame C
E- ompany VWorkspace IMPL-01 LIEIEIER ADRIEISTRATION !
=-[if Projects TCPOR233 MARY MAYD HALL RENDHATIDNSD !
@ MARY MAYO HALL RE
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Creating a Construction Contract PO

Step 3: Open the Project Log for PO-Construction Contract

B S Y nifier ™

09M11/2008 - Kendra Schroeder

Lser Mode -

E%@ Home
=By Tasks
-1 Messages
= Drafts
E"% ukdail
=-£9 Company Workspace
=-Jif Projects
=& MARY MAYQ HALL RENOW,
=g Summary
=/ Alerts
%l Liail
=-F] Collaboration
- Project Information
w-E] CostManager
=-[& Project Logs
=[] Budget Allocation
=-[=] Budget Changes
Budget Transfers
Invoice-Blanket PO
Invoice-Project Specifi
FO-Blanket PO
PO-Construction Contrs
FO-Froject Specific
FPayment Applications
RFls

#-= Repors

€]

File Edit View Help

=H New (@ Open @ Find
MARY MAYO HALL RENOVATIONS

Click on PO-Construction
Contracts

oject Number: CP0OG233

Project Phase: Construction

Location; FAARY AYD HALL EA

Description:

© 2008 Michigan State University



PO- Construction Contract

Step 4: Create a new PO-Construction Contract record

09/11/2008 - Kendra Schroeder

User Mode @ File Edit View Help

=38 Home BmCopy + [ Open & Find & Import [ Export Template
E|--&E| Tasks PO-Constiyction Contracts - Current Wiew: All Project Records
EE Messages 2 Itemn(s) Page |1 of 1
= Drafts
= umal FAMIS Purchase Ord
E--{ﬁ Company Workspace Record Number . Na urchase Lraer Yendor Name Status PO Amount
E‘@ Projects CON-0001 COMN400227 SMITHGROUP Closed 783,730.00

B MARY MAYQ HALL RENOV, | COM-0002 COMN400289 KARES CONSTRUCTION ¢ Closed 8,756,000.00

=g Summary

=/ Alerts

=g umail

Ll Collaboration

& ProjectInformation
=] CostManager

=& ProjectLogs

Budget Allocation
=@ Budaet Changes
Budget Transfers
E-[&] Invoice-Blanket PO
Invoice-Project Specific
B FO-Blanket PO

=& PO-Construction Contr:
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Creating a Construction Contract PO 7

This form will appear:

File Edit View Actions Help Workflow Actions |-Select- =l

(Zlsend [E]Save & Spelling. gfAddLll ~ %Imponu i Remove LI By CopyLl = Il Add Attachment = Q}Discussion
PO-Construction Contracts

Construction Purchase Order

Creator: TST CPA Project Administrator TST CPA Project Administrat

Record Mumber: | \

h N
Project Name: |BP SETNR TESTING - STAGE ONE | Creator Company: sU
WY
Project Number: |E|ps-|—3-|—_ga\\ | Creation Date: |
AN
Title: | \\ | * Status: |
|

13 Action Details O

Create New PO-Construction Contracts’ \

7o || N\ T Task Notes:

LY
Ce.. | | \
Send For:
El Line items _ﬁ\\ O
To see the entire form, click on
0 ltemis " . ’ " . i |100 'I i
o ( )lwas Code | Construction Purchase Order" or click on Ao | SENE) LIS EERERE
- the box in the top right hand corner or use
the scroll-bar on the right side of the form.
Total Amount: $ 0.00

Attachments (0) Linked Records {0} General Comments Linked ulMails {0}

© 2008 Michigan State University



8 PO- Construction Contract

2.2 Entering the Data

Shaded Fields - Automatically populated with project
information, or contains data previously entered by others.

White Fields - EAS Front Office fills in this information. Fields
with a red asterisk (*) are required fields.

Step 1: Fill in the Title and the FAMIS PO Number.

File Edit View Aclions Help Workflow Actions |-Select- =

(=lsend [E]Save & Spelling. gFAddu ~ &?Imponu i Remove LI B Copyll - () Add Attachment ~ ©3 Discussion
PO-Construction Contracts

@Constmcﬂon Purchase Order ]
Record Mumber: Creator: TST CPA Project Administrater TST CPA Project Administrator
Project Name: |gp SETUP TESTING - STAGE ONE Creator Company: |50
Project Mumber: |BpsTST-001 Creation Date:

Status:

Fillin the Title

Instructions
To create the purchase arder, fill in the purchase order and vendor infermation, then add line items with the a

FPurchase Order Information
FAMIS PO N Amount: 0.00

Vendor Infarmation
Wendor Mumber:

=5 and amounts.

Fill in the FAMIS PO
Number

g Action Details [m]
Line ltems
Attachments (0) Linked Records {0} General Comments Linked ulails (0}
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Creating a Construction Contract PO 9

Step 2: Fill in the Vendor Information.

File Edit View Actions Help Workflow Actions |-Select- [~

(=lsend [E]Save & Spelling. gfAddLl ~ %Imponu i Remove LI B2 CopylLl - (] Add Attachment ~ &3 Discussion
PO-Construction Contracts

&
Creator: TST CPA Project Administrator TST CPA Project Administrator

+# Construction Purchase Order

Record Mumber: |

Project Name: |BP SETUP TESTING - STAGE ONE Creator Company: sy |

* Status: | |

|
|

Project Mumber: |E|p3-|-3-|—_001 | Creation Date: | |
|

Title: [Kares Construction Company

4 N\

— Instructions o
To create the purchase order, fill in the purchase crder and vendaor infermation, th Fillin the Vendor riate WBS Codes and amounts.
Name and Number

— Purchase Order Information ] f

FAMIS PO Mumber: [coM400280 Amount: | 0.00

— Vendaor Infarmati —
Vendor Number: @ @: | L’;:’
e —

£ Action Details mi
Line Items O
Attachments {0) Linked Records {0’ General Comments Linked uMails {0'
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PO- Construction Contract

Step 2: Add line items to create the Purchase Order

File Edit View Actions Help Workflow Actions |-Select- =l
Zlsend [ Save % sSpeling. Cef Add LD~ B§importll f@Remove Ll BnCopyll - (I AddAttachment - &3 Discussion

=¥ Detail Line ltem ction Contracts
+F Construction Purchase Order \—@ [m]

&* Summary Line ltem

(16} " . N .

== Action Details i Click on Add LI and select Detail ] :
Sime fome |_Line ltem

0 Item(s) Egge |1 of 1 Display | 100 = items per page

No.~ |WBS Code 'Nﬁ' Click on Line tems } Description [ Amount |
tab to view the full
Line ltem List

% Spelling... (@ Aftach - ¥ Delete Ling ltem
PO-Construction Contracts Line ltem:

—
WBS Cﬂde:l ! seect i}
WES Description: | /
o

|
Short Description: | ,-,"f | x
|

Arnount; | /J‘}f"

Click on Select to choose the WBS
Code

© 2008 Michigan State University



Creating a Construction Contract PO

Select the line item to assign funds:

- 105-Construction-00-00-00-0:0-100

105-Construction-Susmary-00-00-00-100

click in the white

box next to the ing

305-Campus Panning & Adminiatration-00-00-00-00-300

item to assign funds
to that WBS code.

- MO-EAS inspection-00-00-00-00-200

-+ 81 5-Landscape Services-{0-00-00-00-500

| S20-Tesecommunications-00-00-00-00-500

525-Acadesic Technology (ACNS)-D0-D0-D0-D0-50D
L

an
- 545-Police & Publc Safely (DPPS}-00-00-00-00-500

pius sign to access

MNote: Click on the

the selection box

1

© 2008 Michigan State University




12

PO- Construction Contract

Step 3: Insert the Description and Amount:

v Spelling.. [ Atach ~ 3% Delete Ling ltem
PO-Construction Contracts Line ltem:

WBS Code: |105-Construction-Summary-00-00-00-100 Select.. | *

WBS Description: |Cnnstruc1inn Contract Summary

¢ ShortDescription: | >

{ Amount: __)

Fill in the

line item

Fill in a Short

amount for that

Description

Then, click OK

Attachments (0) L~

' oK |}| Cancel |

© 2008 Michigan State University



Creating a Construction Contract PO 13

Step 4: Repeat adding Line Items to create the total commitment
to the Vendor for the project.

The line items will be shown in the lower portion of the main form.

El Line items (]
1 ltem(s) Page |1 of 1 Display |1UU 'l iterns per page
No.- |WBS Code WBS Description Short Description Amount
001 105-Construction-Summal Construction Contract Surr Training Materials 1,000.00
All line items will appear here and the total should
add up to the Criginal Approved PO amaunt.
Total Amount: § 1,000.00

Step 5: Select an Action

In the upper right-hand corner of the form, click on the drop-
down menu

Creat - 0] %]

Purchase
Order

Step 6: Finalize the PO

In the Upper left-hand corner of the form, click "Send"

/"~ https://cpa-ustage.qual.ais.

File Edit ‘View Actions | Help

| ——

(, Seng) Save ¥ Spelling.. EFAd

@ Construction Purchase Order

Record Mumber:

ProjectMame: |Rp SFTLIP TESTING -

© 2008 Michigan State University
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PO- Construction Contract

2.3

An alert will describe any missing information.

A message will indicate the PO - Project Specific PO has been
submitted successfully. The information will appear in the Cost
Sheet for the project.

Effect on the Cost Sheet
Step 1: Open the Project Cost Sheet

e
B 5K ynifier ™
09/11/2008 - Kendra Schroeder
LUser Mode @ File Edit View Help
=38 Home EH New [ Open S, Find
-0 Tasks MARY MAYO HALL RENOVATIONS - Home
=1 Messages
= Drafts
=i uMail
E--{ﬁ] Company Workspace
=-Jif Projects
=& MARY MAYO HALL REMOV!
=g Summary
=\ Alerts
=-Lyn) ubdail
=-F1 Collaboration
F-L ProjectInformation
N W Angger
#- = Schedule of Values
=-[& ProjectLogs
== Repors

In the Navigation Panel, below the
project name, click on Cost
Manager, then click on Cost
Sheet

Project Number: CPOG233

Project Phase: Construction

© 2008 Michigan State University



Creating a Construction Contract PO 15

re =g ™
“ Unifier
09/M11/2008 - Kendra Schroeder

(]

User Mode -

File Edit View Help

=38 Home
=-0g Tasks
=1 Messages
=-7# Drafts
=-biy uMail
E--ﬂ] Company Warkspace
=i Projects
=[5 MARY MAYD HALL RENOV
=-g5 Summary
=/ Alerts
=-h) umail
®-5] Collaboration
-4 Project Information
=-E3 CostManager
=} (Cost Sheet
=-=] Schedule of Values
=-[& ProjectlLogs
H-i= Repors

=E New v@ IC:I|::ne_ml Properties [ Permission 24 Delete @& Fi

Cost Sheet - Current View: All

1 ltemis)

|Reference Ma. |Date Created |

Project Cost Sheet 07812008

Double-click on the words Project
Cost Sheet or select the words
and click Open.

Cost Sheet Tips and Tricks:

unifier.msu.edu/?budgetid=3 - Project Cost Sheet - Windows Internet Explorer |=/[=i | 1

File  Edit View
Save As  [& Export - @Impor’[ - Rows Columns @ Find [ Split  &)fFund Assignment Order
Project Cost Sheet \7/
o
7
P - ncy. United States Dollar (USD;
Maximize the window to o {uso
WES Code view the Cost Sheet WES tem
5
. 4
1 | E-105-Construction-00-00-00-00-100 ion Contract ﬂ
3 |[H-110-Pre Purchase Equipment-00-00-00-00-100 Pre-purchase Equipment =
5 |E205-Design (AE/Consultant}-00-00-00-00-200 Design (AE/Consutiant) |
7 |E-210-EAS Design-00-00-00-00-200 EAS Dezign
ifier.msu.e budgetid=3 - Project Cost Sheet - Windows Internet Explorer
File Edit View
B savers B Export - 8§ import - Rows Columns & Flm{@ Spm@ Freeze &lfFund Assignment Order
Project Cost Sheet
/ Currency. United States Dollar (USD)
‘WBS Code / WBES tem \ WBS Code
1 | Bl-105-Construction-00-00-00-00-100 / Construction Contract 1] |#-105-Construction-00-00-00-00-100 ﬂ
3 | E-110-Pre Purchase Equipment-00-00-00-00-100 / Pre-purchase Equipment / 3 ~110-Pre Purchase Equipment-00-00-00-00-100 =
5 205-Design (AF/Consultant}-00-00-00-00-200 Kr_ X he Cost Sh | | # 5 2015-Design (AF/Consultant}-00-00-00-00-200
7 |E-210-EAS Design-00-00-00-00-200 0 view the Cost eet columns .more easlly, 7| |E-210-EAS Design-00-00-00-00-200
: click on Split, then click the vertical double :
9 |Bl-220-Telecommunications-00-00-00-00-200 line and move it ta the left [#-220-Telecommunications-00-00-00-00-200
11 | El-295-Other Designs-00-00-00-00-200 \_k i \ /1 [#-295_Other Designs-00-00-00-00-200

© 2008 Michigan State University



16

PO- Construction Contract

37 510-Custodial-00-00-00-00-500 kg 0-Custodial-00-00-00-00-500 Custodial J
The scroll bar at the bottom of the window % |B-S1cLanserape Seronss-L001-00-00:500 Landscapo Servicos
then can be used to eliminate the repeating 41| > 220 Tekecommunicat er 0200000830 Tecommunications
description column. 43 525 Academic Technology (ACNS)-00-00-00-00-500 Academic Technolgy
4 45 | #-530-Furnishings-00-00-00-00-500 Furniture Fixtures and Equipment (FFE} _I
47 E—Regclmg & Waste I.|ﬂnﬂgemar|t—ﬂﬂ-ﬂﬂ- 2 47 |#-535 Recycling & Waste Management-00-00-00-00-500 Recycling & Water Management i‘
== e 2
-
Close |
. . .=
After Scrolling to the right, the columns are now visible...
Project Cost Sheet

Currency: Un
WBS Code Original Authorized Budget Budget Transfer Budget Change Current Budget o

105-Consiruction-00-00-00-00-100 €,756,000.00 0.00 0.00 €,756,000.00

110-Pre Purchase Equipment-00-00-00-00-100 0.00 0.00 0.00 0.00

205-Design (AE/Consultant}-00-00-00-00-200 772,700.00 0.00 0.00 772,700.00

210-EAS Design-00-00-00-00-200 218,900.00 0.00 0.00 218,900.00

220-Telecommunications-00-00-00-00-200 20,000.00 0.00 0.00 20,000.00

295-Other Designs-00-00-00-00-200 50,000.00 0.00 0.00 50,000.00

13 |[-305-Campus Planning & Administration-00-00-00-00-300 76,500.00 0.00 0.00 76,500.00

File  Edit View

Step 2: View the Construction Contract PO data in the

Cost Sheet

B save As E]" Export - %Impon = Rows Columns & Find | @ Split| @ Freeze 21Fund Assignment Order

Project Cost Sheet
WHS Code WES ttem I 0r|;|nal PO Amount >
1 E"'aDE_Cungtructign_ﬂﬂ_ﬂﬂ_ﬂﬂ_ﬂﬂ_1UD Construction Contract e 5 388.100.00
2 c_Construction-Summary-00-00-00-100 Construction Centract Summary C 9.388.100.06:
3 |E-110-r _|Brepurchase Founment——= = D00
5 |E-205-Design suttant]-00-00-00-00-200 [ The Original PO Amount 4 o.00
7 |E-210-E column reflects the A/ 0.00
i [erman Click on the plus sign tu_see \CUHStructmn Contract PO 0.00
= what type of fund allocation H o
agc
305-C; makes up the WBS Code 300 ampus Planning miniztration 1
13 [E-310-EA) _ EAS Inspection If the amount here is a hyper-_\\ 0.00
15 |B-325 Hazardous Materials-00-00-00-00-300 Hazardous Materiald link, click on it to see what line 26,000.00
17 | E230-Commissioning-00-00-00-00-300 Commissioning |temls‘rcompr|se the amount for 0.00
S s : —\,_the WBS Code /
18 | [H--20E Mthar Draicrt Adminictratinn A0 A0 AN AR 200 Other Proiert nrlmlnéh-_ nnn

© 2008 Michigan State University



Creating a Construction Contract PO 17

Step 3: Click on the Hyper-link in the Cost Sheet to view the Line

Items:

File  Edit

View  Help

| M Attach ~ <& AddMotes P AddLineltern T Remave Line ltem Bz Copy Line Item Close Window

v Cell Details =
WBS Code: [105-Construction-Summary-00-00-00-100 | Currency: |United States Dallar (USD) |
WBS Itern’ |Canstruction Contract Summary | Cell Total Amount: 5 | 9,388,100.00|
Status: |Open |
Column Name: [Original PO Amaount (formula) | SNotes (0) Attachments (0)
%I Transactions o
28 Itemis) Page of 1 Display |1UU 'I items per page Group By: |-All- [=] viewBy: [-All Types- =
Mo - Title Work Pkg Description Amount
PC-0002 PORO1QS AR A S P RS 7.100.00 -
< -0004 Kares Construction Com Training Materials 100000 =%
COMN-0003 R Cometrtetier—har Elactrical gA7.000.00 |
COMN-0003 Kares Construction - Mar Mechanical 1,807.000.00
COMN-0003 Kares Construction - Mar Fire Protection 228497.00
COMN-0003 Kares Construction - Mar Conveying Systems 277,000.00
COMN-0003 Kares Construction - Mar Furnishings 16,682.00 —
COMN-0003 Kares Construction - Mar Specialties 110,400.00
COMN-0003 Kares Construction - Mar Painting 123,973.00
COM-0003 Kares Construction - Mar Floaring 924,900.00
COMN-0003 Kares Construction - Mar Drywall and Plaster 715,000.00
COMN-0003 Kares Construction - Mar Doors and Windows 1,297 012.00
CON-0003 Kares Construction - Mar Thermal and Moisture Protection 213,580.00 -
Total Amount: $| 9,388,100.00

© 2008 Michigan State University



18 PO- Construction Contract

2.4 Schedule of Values
Step 1: Open the Schedule of Values (SOV) for the Project

"
09M11/2008 - Kendra Schroeder
Lser Mode - @ File Edit View Help
=38 Home EH Mew L@k Open S, Find
E"%I Tasks MARY MAYO HALL RENOVATIONS - Home
=B Messages
= Drafts
=5 ulMail
E--{ﬁ] Company Workspace
=i Projects
E@ MARY MAYD HALL REMO,
=g Summary
=/ Alerts
=i uMail
m-51 Collaboration
@4 Project Information
=3 CostManager
=-HY CostSheet
LT schedule of Valles
=-[& FrojeciCogs
H-f=4 Repors

In the Nawvigation Panel,
below the project name,
click on Cost Manager, then
click on Schedule of Values

Project Number: CP0OG233

Project Phase: Construction

=-F3 CostManager Click on
Payrment

Applications

Project Humber: CFO

#-f= Repors Project Phase: Con

© 2008 Michigan State University



Creating a Construction Contract PO 19

Open the Construction Contract to view the Schedule of Values:

User Mode - [ | File Edit View Help
o B Home ZH New | (= Open Update Structure [ Properties &5 Permissic
=0y Tasks Schedule of Values: Payment Applications - Current View: All
=1 Messages - .
N 5 ltemis) Page |1
=- Drafts g |:
- ukdail
E‘E C:Jm anv Workspace 2Ci-BaseRecord S0V Description
= it i CON-000 General Contractor
=-{E Projects o004 Kares Construction Company
=& BP SETUP TESTING - STA COM-0003 . Kares Construction - Mary Mayo
E|-- sSummary COM-0002 General Contractor
= A\ Alerts COMN-0001 ares Construction Company
m-Gin umail

Double-click an Construction
Contract PO to open

File Edit View

Rows @ Split 2l Fund Assignment Order

Schedule of Values
Currency: United States Dollar (USD)
- p! )
Ref. Description WBS Code Breakdown Scheduled Value Completed & Stored From | .\ 0o ieted This Period
Previous Application
1 1 General Contractor 105-Construction-Summary-00-00-00-100 80,000.00 0.00 S
Use Scroll-bar to view entire
Schedule of Values
=
| ‘ | \ Totals ‘ 80,000.00 0.00 0.00
4l ~ ] I

© 2008 Michigan State University
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