NOTE: All updates to Unifier have been visual/layout upgrades to improve user navigation. The core of
how business processes flow and how we conduct business in the system is remaining the same.

1. The login screen has slightly changed

PRIOR:
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Unifier
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2. Home Tab

PRIOR:

(= 27 e W=y PRIMAVERA Unifier Proxy for Cameron Waldron ~ % (2 Sign Out
w I
- Home Fle Edt View Help
# Ta T New G Open Fing
- s Announcements: Items Requiring Your Attention:
- Title: Asbestos Prequalification Tasks: 7 Tokal, 3 Late
o ¥ The MSU asbesios contracior prequakfication application form can be found here: hilps:iehs meu edu’_t

- uMad Notfications: 89 New

Title: Unifier Support Website rafl Racon
5 Mastor Log - Busina. 1© Noad Help? Sea the Unifir Supparl Wabssite Wab Address: hits:Jfus promapp. comiip i Y QA OVOP DL Tl

uMails: 0 New
Tithe: Business Partners URL
@ the Business They here: https Mot meu. himi

Titke: MU Tobacce Policy
R MSU has changad ther Tobacco Ordinanca The new ordinancs prohibits the use of cigaretiss, chewing tobacod, vaparizers and e-cigaraties on campus. Tha policy goss into effect August 15, 2018 For more

Tasks or New uMails:
ProRct Number ~| Name Tasks. ubails Comgany Name.

CPzI0R ANTHONY HALL - INSTALL NEW GR 2 Total, | Wictigan State University

Wichigan State University

Wictgan State University

Wichigan State University

Wichigan State University
WILLIAM A DEMMER ENGINEERING 1 Total, 0 Late Michigan State University

NEW: Dashboard layout with metric driven widgets

ORACLE Primavera Unifier (Development) gl H @ ~ as AdminChris Schut
[ Home
°v= P .
. b A=l Tasks 89 Notifications 21 Mail 1
%= Tasks Active Total Total
%= E-Signatures )
My Active Tasks v Workflow Business Processes
B Drafts
i -
EI Mailbax 5 Business Process Late Not Started In Progress
4 Staging Functional Test Project
Master Log - Busines... » i
Bidding 2 4 10
W L Bidding Documents 2 1 a
Vot Started
W i Progress Change Management 3 1 ]
Construction Waste Management 1 0 (]
49 €
Contract Request [+] 23 1
Contracting "] 1 1
PR Contractor Rating by Owner 2 0 0
Task Distribution
Invoice-Project Specific PO 2 o} [+]
PO-Construction Contract 0 0 1
Company Workspace 18
PO-Project Specific 3 0 (]
FHNESS COLLEGE 8 | 1 Project Rating by Contractor 2 0 )
MUSIC FRACTICE BUILD! I 1 4 Company Workspace
SPECIAL HOUSING |1 > Non - Workflow Business Processes




3. New Location for Announcements

PRIOR: Located on home tab front and center

File Edit View Help

ZANew [arOpen A Find

Announcements:
Title: Asbestos P lification
12 The MSU asbestos confractor prequalification appiication form can be found here: hifps://ehs. msu.edw/ : best -app.pdf

Title: Unifier Support Website
1D Need Help? See the Unifier Support Website Web Address: hitps:/fus promapp. i erm

1hY Qtov0PONk34ma5DroKD#

Title: Business Partners URL
12 the location of the Business Pariners pages has changed. They can now be found here: hitps:Hipf. msu. i i himl

Title: MSU Tobacco Policy

IE MSU has changed their Tobacco Ordinance. The new ordinance prohibits the use of cigareties, chewing tobacoo, vaporizers and e-cigareties on campus. The policy goes info effect August 15, 2016 For more
Tasks or New uMails:

NEW: Located in upper right corner under the megaphone. It will turn red with a number if there are
new announcements. When opened initially, they show up in a list. Double click on one to open full
details.

Announcements
Title Date , Announced By
test 04/29/2022 11:46 AM  Chris Schut

Announcements ? test

this is a test!




4. Hitting ‘+’ to create new project tab has slight visual changes

PRIOR:

PRIMAVERA Unifier [}
+

Cila  CAit Vs Linin

All Locations  Key Locations  Recent Locations X

Type the name, number or path of the location you would fike to go to.. B

Number “ Name Location
20909 ENGINEERING - REPLACE LOW RETAINING ...

CP02033 CONSTRUCTION STANDARDS |
CP05144 Roads - Farm Lane Underpass

CPOB050 ELI AND EDYTHE BROAD ART MUSEUM

CPOB307 COOK-SEEVERS HALL - WINDOW REPLACE..

CP0B320 OLDS HALL - WINDOW REPLACEMENT

CP0B382 HANNAH ADMINISTRATION BUILDING - THIR...

CP0B453 KRESGE ART CENTER - INSTALL DISPLAY C..

CPO7074 BRODY COMPLEX - UTILITY INFRASTRUCTU. ..

CPO7077 STEAM AND ROAD RECONSTRUCTICN - CH..

CPO7079 MUSIC BUILDING - REPLACE ELECTRICAL S...

Total: 1338 Page 1 of2 >

NEW: Brings up a screen that looks slightly different but functions the same way as before. If you prefer

the old list style rather than typing in the project name or number, select the branching icon located on
the right side of the search box.

Q Bearch by Name or Number...

Open All Locations

Recent Locations Bookmarks Key Locations
Company Workspace Home - Home Company Workspace
PARKING RAMP 1-SHAW LANE A... Projects

FRIB - Cyclotron - Office Addition 16

Master Agreements

MUNN ICE ARENA - HALL OF ..
F_:E-E‘HAI_.L _—_RENOVATIONS Ok,
DUFFY DAUGHERTY-SAC -..
PATHWAYS - RED CEDAR... _
DUFFY DAUGHERTY-SAAC -..




5. Task Log Updates
5.1. Task Status in Task Log

PRIOR: We didn’t have the check box; tasks were either red (overdue) or black (normal) text.

Tasks - Current View: All

5 Item(s) Page

@ | | Source Name Type Number Title

@ £ BRESLIN- STUDY - GILBERT PAVILION - HALL OF HISTORY DISPLAY Change Management CM-D002 AE Chg Request-CP21
B & ANTHONY HALL - INSTALL NEW GREASE TRAP AT MEAT LAB PO-Construction Contract CON-0002 CP21022-Peter Basso
@ £ PARKING RAMP 2-AUDITORIUM ROAD - ANNUAL MAINTENANCE PO-Construction Contract CON-0002

@ /A ANTHONY HALL - INSTALL NEW GREASE TRAP AT MEAT LAB PO-Construction Contract CON-0001 CP21022-Nielsen Co
B 5 Master Agresments eBidding RFE-0006 CPO9RFP-

NEW: Task Status column added as first column on task list. You can accept or undo accept task by
clicking on the checkmark on the left of the record from the task list screen.

Red = overdue, blue = normal, white fill = not accepted, color fill = accepted

Tasks

Actions ¥

-I— Create

View: All Tasks

s o @~

Q

=q

Business
° U Origin Process Record Number Title Record Due F
Q Staging Functional T...  Contract Request CR-0064 T1-Future Fence Co A
o Staging Functional T... = Pay Apps PAY-0012 Pay App-T1 03/17/201609:... A
o Staging Functional T...  eBidding RFB-0088 T1-Functional St... Al
@ Staging Functional T... = Change Manage... CM-0050 T1-321-1234 tr.
@ Staging Functional T...  Change Manage... CM-0022 T1-321-asdf-BO ... 06/28/201802.... A
@ Staging Functional T... = Bidding Documents BD-0010 T1-Bid Set-testc... 1 05/02/201808:... A
@ Staging Functional T... = Contract Request CR-0038 T1-Chris Schut LLC. Al
o Staging Functional T...  PO-Construction ... CON-0010 Al
o Staging Functional T... = Change Manage... CM-0020 T1-test-asdf 04/06/2018 12:.... A
@ Staging Functional T... = Bidding Documents BD-0009 T1-Bid Set-23-G... 01/25/201807:... A
@) Project Initiation PISR-003030 Initiate CP15293 M




5.2. Views in Task Log
PRIOR: In ‘Classic View’ you didn’t have the option to modify your view.

NEW: Click on the View dropdown to see available views, create new, and manage existing. Default is
set to all tasks, but Unifier will remember what view you are using for a specific BP or section across
sessions and projects.

Tasks
-|— Create Actions ¥ View: All Tasks ~ / @) ﬁ v Q =
Busines: Received in last 7 d

Q0 Origin Process eceived in last / days
o Staging Functional T... Contract Received in last 30 days ture Fence Co

Staging Functional T...  Pay App p-T1 03/1
° Ene v Group by Business Process P /
° Staging Functional T...  eBidding nctional St...
@ Staging Functional T... = Change Group by Origin 1-1234
(@) Staging Functional T... Change Late Tasks 1-asdf-BO ... 06/2
@] Staging Functional T... ' Bidding Hidden Tasks 1Set-testc...  05/0.
® Staging Functional T... = Contract ris Schut LLC.

All Tasks @
[] Staging Functional T...  PO-Con¢
(] Staging Functional T... | Change Create New View... it-asdf 04,/0
@ Staging Functional T...  Bidding 1Set-23-G... 01/2
) Manage Views...

(@) Project Ii 2CP15293

Modifying Views: Click on pencil icon to modify existing view. If a view has been modified but not saved
it will show as (modified) viewName.

Tasks

—|— Create Actions ¥ View: AllTasks ¥ / Q I.I[

Business Edit View

Q 0 Oriﬁin Process Record Number




Edit View

ViewName  Aj| Tacks Cancel Apply

Columns Filters Group By Sort By

Available Columns Selected Columns (3 Lock after selected Column

Project Number Origin N v
one

Business Process Number of Records per Page

Record Number 1000 v
Title
»
Record Due
From
Sent for

Task Due

Received

Columns — can change which columns are visible and in what order they appear

Filters — lots of options, restricts which data gets through to the log

Group by — puts a top level on the log (group by vendor name for example) — click on gear icon
to left to add additional

Sort by — changes order in which records appear — use gear for additional layers (ex. Received
descending, due ascending)



6. Preview Pane

NEW: Clicking once on a record in your task list will bring up a task preview alongside your task list. This
preview will show you three different tabs: Record Details, Workflow Progress, and Attachments. To
return to your full task list without the preview, click on ‘Tasks’ in the upper left corner home menu.

6.1 Record Details — shows the form and data

Blocks are collapsible by clicking on triangle arrow next to each block header
6.2 Workflow Progress —see 7.7
6.3 Attachments — see 7.3

Staging Functional Test Project

N
Tasks
+ Create Actions ¥ View: AlTasks ¥ /2 QO @& v Q =
9 "] Origin 3:‘:;::5 Record Number Title Record Du
fol ] Staging Functional ... Contract Request  CR-0064 T1-Future Fence... '
° Staging Functional T... ~ Pay Apps PAY-0012 Pay App-T1 03/17/2016 O
(] Staging Functional T. eBidding RFB-0088 T1-Functional St.
@ Staging Functional T... = Change Manage... CM-0050 T1-321-1234
@ Staging Functional T...  Change Manage... CM-0022 T1-321-asdf-BO ... 06/28/2018 0.
@ Staging Functional T...  Bidding Documents BD-0010 T1-Bid Set-testc... 1 05/02/2018 08
@ Staging Functional T... = Contract Request CR-0038 T1-Chris Schut LLC.
° Staging Functional T... = PO-Construction... CON-0010
0 Staging Functional T...  Change Manage... CM-0020 T1-test-asdf 04/06/2018 12
@ Staging Functional T...  Bidding Documents = BD-0009 T1-Bid Set-23-G... | 01/25/201807
° Staging Functional T. eBidding RFB-0082 T1-Functional St
@ Staging Functional T. Contract Request CR-0037 T1-
@ Staging Functional T...  Contract Request CR-0036 T1-Danielle Turn...
@ Staging Functional T...  eBidding RFB-0077 T1-Functional St..
° Staging Functional T...  eBidding RFB-0076 T1-Functional St..
° Staging Functional T. eBidding RFB-0074 T1-Functional St...
(/] Staging Functional T...  eBidding RFB-0072 T1-Functional St
@ Staging Functional T...  eBidding RFB-0069 T1-RFB
° Staging Functional T...  Bidding RFB-0068 T1-RFB
-

Record Details Workflow Progress Attachments

V' User Instructions

The Contract Request provides a starting point for EAS Reps or Designers to
define a scope of work and request the creation of a PO commitment for their
project. Review the proposal and select one of the following options for the type
of Purchase Order to be issued for the vendor. To ensure a speedy process, verify
that supporting documentation from the vendor that specifies details about the
work and costs have been attached.

Need Help?

https://us.promapp.com/ipfmsu/Process/MiniMode /Permalink /HhYQtovOP

ANLZ A iENaVUn

To view a list of documents that are required to be attached to the Contract
Request, go to:
Contract Request Attachment List

https://unify.gis.msu.edu/cms/?q=contractrequestdocs
V' Project Information
Project Name
Staging Functional Test Project
Project Number

T

Vv General
Record Number Creator

CR-0064 Admin Chris Schut




7. Working on a task in a pop-up window/form
7.1. New Form Layout

PRIOR: Had three stacked panes or folder tabs: ‘TASK AF’, ‘Action Details’, and ‘Line Items’

Fie Edit View Actions Help

Workfiow Actions |-Salect- v| i=Send [dSave 3 Speling. @ AddAtiachment « @ Discussion [H]CashFlow @ Review [B Closa Window
2 PO Update Auditor AF PO-Construction Contract .
User Instructions

Auditor updates the FAMIS purchase order numbar and tha FAMIS work order number. Gheck tha detail ines and ensure that all SOV lines are using the same budget code, and that the budget code used in Unifier matches
the budget code used on the FAMIS WOIPO.

Need Help?: hitgs:lh

QuovOPONKMmESDIOKD
Project Infarmation

3 Action Details o
(Glick here to view latest content
i " Task Notes:
e | 2L Workflow Prograss
Send For:
(=] Line ltems
(=]
Cuarront View: All Show Currency In: | Transaction Currency ~
8 lemis) Paga 1 of 1 Display [ 100 v | hems Per Page
No. = WBS Code WBS Dasaription ‘Short Dascription Amaunt
005 105 y mir GM Paint & Repairs Alowar $1,000.00 1
005 105-Constnuction-Summary- Construction Contract Summ CM Band & Insurance 5226400
004 105-Construction-Summary- Gonstruction Contract Summ CM Fes $5,806.00
| efrcd | BaCopys |[ o import |[ @ Remove || o | & Fnd | () St Filtored Total Amount - Total Amount: $125,196.00
Attachments (1) Linked Records (0) General Gomments © Linked Mall (0}

NEW: Two pane view with tabs across the top - form on left and details on the right. Details has different
sections depending on the task / business process type but for general purposes, layout is the same.

FO-Cansiruction Contract - Project No. T1 - Goaghe Chrame

- (u] x

@ unifier-staging.test.itservices.msu. edu/bp/ mac rd/op: p 0 i T6&moded -upc 1 &fromcostiog = 1&project id=5795&nfl=08& _uref-uuud 9937961612 a
PO-Construction Contract Send Sae | = <
Construction PO Vendor AF  Line ltems

~ - Attachments @ Comments Linked Records Linked Mail Workflow Progress. Audit Log Reference Records ol

User Instructions L

“The vendor must create the SOV. To add detail line items, click the Add button. The w -

line item amount total will accumulate in the amount field and must be equal to the o

contract cost. USE THE SAME BUDGET CODE NUMBER FOR EVERY LINE. For MW7 Mame . 2 Tive Pub.No.  Rev. Mo |ssueDate  Size Loc
example, if 105 is the budget code specified below. all SOV lines should use that N

R R ra SR Ae 4 Unpublished Attachments

Need Help? <] v Ralelig 1970 KB

https:/fus. fipfmsu/Proce /FotAXNtEdp. & Dais2ipg 3087 KB

~ Project Information
Project Name

Staging Functional Test Project

Project Number i

T
~ General Total: 2
Record Number Creator

CON-0010 Admin Chris Schut
Title Creatar Company

Msu

Status. Creation Date

Pending 02/16/2018 10:13 AM




7.2. Toolbar options (File, Edit, View, Actions, Help) have relocated

PRIOR: Located only in the pop-up task window/form under the File, Edit, View, Actions, and Help drop-

down menus.

© PO-Construction Contract - CP21032-Nielsen Coml Co

& unifier.msu.edu

XY Edit View Actions

Save

- Send

Terminate

Print Preview

s

Export Line ltem Template

Send uMail...

Auto-create

Cash Flow
Review

Close Window

Help

B HTML ..
PDF ...

Custom ...

General

NEW: Can now access from your main task list as well as the actual task pop-up window/form in a new
location. Hover over record on your task list to show gear icon and then click the gear, which allows you
to Open, Accept, Decline, Undo or Print in various formats, or go to the project associated with that task
(Go to Origin). In the task pop-up window/form itself, click the menu options button in upper right to

find similar options.

@ o Staging Fu
Open u
Accept u
Decline u
Undo Accept u
Print-HTML.. U
Print - PDF.. u
Print - Custom... U

Go to Origin .

A

Ciominag Ly

Send Save =

Auto-create
Export Line Item Template

Print >

Reload
Review »

Terminate Record

Transfer Ownership...

Undo Accept Task

PO-Construction Contract Help

Close

VT"'J

L




7.3. Attachments — New Location to view and add attachments

PRIOR: Located on the bottom left corner of the task pop-up window/form.

[ Eend || @ Find |

Aftachments (8)

NEW: Located on the upper right side of the task pop-up window/form. Appears as a tab. Shows a
paperclip if there are attachments linked to the task. Double-click to open an attachment — OR — Use the
gear to the left of the document to open or download.

r
Record Details Workflow Progress Attachments Li’:‘

Title Pub. No. Ta

File Name -

L3 O ajatjpg




Clicking on the ‘maximize’ button in the upper right hand corner switches to full screen attachments
section with a revisions and preview pane.

Contract Request AF

Attachments @  Comments

QO -

Linked Records  Linked Mail ~ Workflow Progress  AuditLog  Reference Records

B Y Name I N Pub.No.  Rev.No. R—
4 Unpubiished Attschments
& & Dsetioe ajal.jpg
Total: 1
Revisions
Publ..  Name .. Ret.  Pub.No. Upload Date  Size Uplo:
Total:0

7.4. Comments — view and add attachments

PRIOR: Was located at bottom of screen as a link.

O General Comments - Google Chrome
unifier.msu.edu

Close Window

Draft Comments

Text Comments Attachments Hidden Comment

| Add. || woaiy. || Remove |

Comments

View Comments:

® a1y O Hidden (0)

¥ ‘ Date ‘ Name Company
« [ 0914/2021 11:18 AM (UTC-5) | Kevin Durkin [ Msu
Text Comments: Reviewed and Approved. Durkin
Attachments: None
Graphic Markup: None

General Com%nts a= I




NEW: New location in the tabs (speech bubble icon if comments are present)

Attachments © Comments B Linked Records Linked Mail Workflow Progress Audit Log Reference Records

0 -

Posted by: Show All ¥

Admin Chris Schut Michigan State University #04/29/2022 12:05 PM
this is an example of a comment

7.5. Linked Records — not used

7.6. Linked Mail — not used

7.7. Workflow Progress — shows what has been done so far and who did it. Same content as before,
just new location.

PRIOR:

% Action Details

(Click here to view latest content

To [ J CTask Notes:

Cc [ ] £i Workflow Progress

Send For: 8

Workflow Prograss
Tie: CP20031-Granger Comsmuction o Fincond No.- GOM-4002 8P Soup usad: PO Comsarueson Contraet v20150903 a
Filar By: Vistad Staps 3

St M At Conpany Ss etion Caomplaon Dae
AucCreoiod by Conira MSU ivgratin Mg Stafo in: Gomploier Sers or Roviow OBCVGCZ1 11:23 A0 (UTC5)
Creain PO Hsq n FAM Camaran Wisdron Michigar Ststa Uit Complatd Sora or SOV Dkl DITHX21 11:21 A UTE-S)
it SO Lite by \ T Varwtors) Geargor ot Gorrpled S o R CUUAG021 0320 PM (UTG5)
Fuion SO Do Vo Zen o Sore or Roviow  000X21 G757 AM (UTG-6)
Apra SOV by EAS | Rain Otk Mctigan Stata Uni Compiessd ogrcin CORZ1 11:17 M UTCS)
pdaia PO Unfer & Kalay Dulanay Mictigan Siaca Uni Losked

e PO o Ui & Taana Carar Mictigae Siam Uni Losked

Ui PO 2 U b Mallory Ko Mictign Sisie Uni Locked

e PO Uniio & Mogan Clem Mctvgan Sista Uni Locked

Update PO i Unfle . Camaran Vikdron Mickigar,Stata Ut In




NEW: Click view graphic to see workflow progress — graphic (same graphic as before).

CRVF Line ltems
Attachments Comments Linked Records Linked Mail Workflow Progress Audit Log Reference Records
Title Record Number Current Step

T1-8888888-123

&, View Graphic...

Step Name

Create Contractor...

. Deduct Approval ...

Assignee
Admin Chris Schut

Admin Chris Schut

CM-0053
Filter By:  Visited Steps ~
Company Status Action
Michigan State U...  Completed
Michigan State U...  Not Started

Send for Review

Deduct Approval by Management

Completion Date
04/29,/2022 12:08 PM (UTC-5)

BP Setup Used

1- Contractor Change Order

7.8. Audit Log — new location in the tabs. Same information as prior.

PRIOR:

. View
a Received...
0
ru

Audit Log...
itr

Audits - Current View: All

Actions  Help

Reference Records...

22 liem(s) Page |1 of 1 Displ
Date = Event Action Field Old Value New Value User Name Praxy User
05/11/2018 03:47 PM Create AutoCreated thru i Anthony Rhedes: Mic
05/11/2018 03:47 PM Workflow>AutoCre: Send for Review [EAS Front Office, Laura

05(18/2018 07:49AM  Attachments Remove 'Olds Hall Cameron Waldron: M
05/22/2018 06:58 AM Workflow=Form  Modify FAMIS Work Order W18048495 Cameron Waldron: M
05/22/2018 08:59 AM Workflow=Form  Modify Estimated Cost 0.00 5,000.00 Cameron Waldron: M
05/22/2018 06:59AM  Workflow=Form  Modify Contract Cost 0.00 5,000.00 Cameron Waldron: M
05/22/2018 08:59 AM  Attachments Add 'Olds 1st Unior Send to Dan Walcutt: Nielsen, P Cameron Waldron: M
05/22/2018 06:58 AM Workflow>Create F Send for SOV Deta Send to Dan Waleutt: Nielsen, P Cameron Waldron: M
05/22/2018 07:21 AM Line ltems: Workflo Add 'Pre-Construct Pete Niglsen: Nielser
05/22/201807:21AM  Line ltems: Workflo Amount: 5,000.00 Pete Niglsen: Nielser
06/22/201807:22AM  Aftachments Add 'Olds 105 & 10 Send to Anthony Rhodes: MSU  Pete Nielsen: Nielser
056/22/2018 07:22 AM Workflow=Update £ Send for Review  Send to Anthony Rhodes: MSU  Pete Nielsen: Nielser
06/23/2018 08:11AM  Workflow>Form  Modify Contract Gost 5,000.00 5,000.00 Anthony Rhodes: Mic
05/23/2018 08:11 AM  Workflow>Review ¢ If Project is NOT M Send to Jeff Bonk: MSU Anthony Rhodes: Mic
05232018 01:22 PM  WorkflowsApprove Approve Send 1o [EAS Front Office, Laura Jeff Bonk: Michigan £
05/30/2018 08:35 AM Workflow=Form  Modify Contract Cost 5,000.00 5,000.00 Cameron Waldron: M
05/30/2018 08:35AM  Workflow=Form  Modify FAMIS PO Number 426555 Cameron Waldron: M
05/30/2018 08:35 AM Workflow>Form  Modify Work Type Contractor Cameron Waldron: M
05/30/2018 08:35AM  WorkflowsUpdate | If Construction PO Cameron Waldron: M
05/30/2018 08:35 AM Workflow>Update F If Construction PO Copy to: Project Rep, Al Cameron Waldron: M

1210272020 11:08 AM
12/02/2020 11:08 AM

Workflow=Form  Modify
Workflow>Form  Modify

Estimated Cost  5,000.00
Contract Cost 5,000.00

5,000.00 Taylor Smith: Michige
5,000.00 Taylor Smith: Michigz




NEW:

CRVF  Lineltems

Attachments Comments. Linked Records Linked Mail Workflow Progress Audit Log
Audit Log: CM-0053
Date . Event Action Field Old Value

04/29/2022 12208 PM  Workflow>Create Contract...  MSU Creates and LTE 0 Send to

Tatal: 1

7.9. Reference Records — shows all records referencing or referenced by this record (same

functionality as before).

PRIOR:

CUN Actions  Help

a Received.
)

| Reference Records...
Audit Log...

Pert 36t =3 Colarse dpfeae b Toanerfecun [ Ciow Wi

Reference Records

Audit Details
Date

04/29/2022 12:08 PM

Project Name

Event

Workflow=Create
Contractor Change

Action

MSU Creates and LTE 0

gryyyeeeey

i

Crange
RO P06 batsse Com Carsiucin Compoc Reuest

Field
Send to

Old Value

Mew Value

Admin Chris Schut: MSU

User Name

Admin Chris Schut:
Michigan State University

Proxy User




NEW: New location in tabs that first shows the list. Select ‘View Graphic...” to get the graphic version.

CRVF  Line ltems

Attachments  Comments  LinkedRecords  Linked Mail ~ Workflow Progress  AuditLog  Reference Records 3

Reference Records Lo

Tie  Retto Tile/UserMame  BusinessProcess  Status Description Creatior Eacord Datalle
CMD0S3  T1-B088898-125  Change Mansgem... Pendng 04/2920221
=] RF1.0001 AFI Test AFls Closed o06/11/2018¢ ~ Usar Informution
B conoom  TICvsShWLLC  PO.ComstructionC.  Approve CONI 0418720081 Is this your task? f 50, dstalled instructions are available after you sccept the
task
Needelp?

{/E312Ccoj

HEEED

: ~ Project Information
Project Name
Staging Functional Test Project

Froect Humber
m
™ General
Recard Number Creatar
CM-0053 Admin Chris Schut
Title Creator Company

Tetal: 3

T1-8585838-123 M5U

Reference Records - Graphic
Business Process  A]| ~ Display ReferenceandLinkedRe ¥ Transfer Focus Reset & Display 20 *  PerNode
T.. RefHo. Title/User Name  Business Process  Status
+ PO-Construc. E 4 Change Management ; CM-D0S3

CON-0011 g . § —

T4-Chris Schut LLC, 0053 -8888888-123  Change Managem... Pending

Appreve_CON1 B rrocor RFITest FFis Closed
B conoon TI.CrisSchut LLC PO-Construction €. App




7.10. Action Form Tab ‘Task Name AF’ (as before, the tab is named by the type of task you are
working on followed by the letters ‘AF’, short for Action Form) — this is where you fill in the
form with information.

PRIOR:

+Z PO Update Auditor AF PO Cortract
User Instructions
Auditor updates the FAMIS purchase order number and the FAMIS work order number. Check the detail lines and ensure that all SOV lines are using the same budget code, and that the budget code used in Unifier matches the budget code used on the

FAMIS WO/PO
Need Help?: hitps /us promapp.commsu/Proc P hY QHovOPOMNKI4AMB5DrokD

Project Information

Project Name. |VEFEF!INARY MEDICAL CENTER - SANITARY DRAIN REPLACEMENT
Project Number: [CP20051

General
IRecord Number. |CON-0002 Creator: MSU Integration
Title: |CP20051-Granger Construction Co Creator Gompany: [MSU
Status: |Pgndim] Creation Date: 08/30:2021 1123 AM (UTG-5)
Project Type: | PO v
Work Scope and Estimate
Data within this block is copied from the Contract Request business process and cannot be edited. This should specify details about the work that is to be completed, including import mil and delr . and that supports the cost
and scope of work to be completed.

Work Scope: Replacement of plumbing under the Orthopedic and NCU area in accordance with the Bulletin 8 drawings sheets MD5.2 & M5.2. Includes concrete slab on grade
demolition, disposal, removal of sanitary piping, new sanitary piping, slip lining as shown and the placement of new concrete. Concrete testing is considered as not
required and is not included in pricing.

Coniract Cost: |

NEW: Located as a tab in the left pane of the task window. Same format as before depending upon the
task being performed. Fill out the fields as usual.

Change Management

CR EAS Quote Review Rep AF Line ltems

™~ User Instructions

Please review the attached quote to determine if it is reasonable, allowable, and its impact to the project budget. Utilize
General Comments to note any concerns. You may ask the contractor to revise the quote. If the vendor was directed to
provide a Quote Only, you may cancel the change request using the workflow action. If the vendor was directed to
proceed with the work, do nat cancel the request.

Need Help?

http://us promapp.com fipfmsu/Process/Minimode/Permalink /E312CeojNz5tpb34PIHr 35

“~ Project Information
Project Name

Staging Functional Test Project
Project Number

T

~ General

The project number, purchase order, and directive number are concatenated together to make the title field. If the title
field exceeds 50 characters, Unifier will deliver an error message. You will need to shorten the length of the directive
number so the length of the title field is 50 characters or less.

Record Number Creator
CM-0053 Admin Chris Schut
Title Creator Company
T1-8888888-123 MsuU
Status Creation Date



Blocks are collapsible/expandable by clicking the arrow n the upper left of each block

CR EAS Quote Review Rep AF Line ltems

V¥ User Instructions

Please review the attached quote to determine if it is reasonable, allowable, and its impact to the project budget. Utilize
General Comments to note any concerns. You may ask the contractor to revise the quote. If the vendor was directed to
provide a Quote Only, you may cancel the change request using the workflow action. If the vendor was directed to
proceed with the work, do not cancel the request.

Need Help?

http://us.promapp.com/ipfmsu/Process/Minimode/Permalink/E312CcojNz5tpb34PIHr3s

> Project Information
> General

" Purchase Order Reference
Reference
CON-0011
PO Number
8888888
Vendor Name

Chris Schut LLC.

Work Type

@ Contractor O Consultant

Pick lists such as vendor ref support smart text so you can start typing the field shown in the empty field

if you know the format being asked for:

¥ Purchase Order Reference
Reference *

Type a Record Number... - =
CON-001| Q)

CON-0011

CON-0013

CON-0014

Vendor Contact *




You can also use the picker icon on far-right side of the field to bring up a picker list as before. You still
highlight the item you want on the list and then click the ‘Select’ button in the bottom right corner.

PO-Construction Contract x
Q=
FAMIS
Project Record Vendor Purchase PO Budget Project Creation
Number Number _ Name Order Amount Code Type Status Date Creator Work Scop:
T CON-0014 200 105-Contr... Major Approve_CON1 07/13/20... training1 acco...
T CON-0013  Howard Steel test 20,000.00 105-Contr... Major Approve_CON1  06/25/20... Jeff Smith Testing
T CON-0011  Chris Schut LLC. 8888888 10,000.00 205-Desi... Major Approve_CON1  04/18/20... Jeff Smith sadfasdf
T1 CON-0009 0.00 Major Approve_CON1  10/16/20... Allison Peterson
T CON-0008  Chris Schut L... 321 10,000.00 105-Cont... Major Approve_CON1 07/19/2... Admin Chris... thing
T1 CON-0007  Chris Schut LLC. | test 52,200.00 105-Contr... | Major Approve_CON1 07/18/20... Admin ChrisS... test
T CON-0006  Chris Schut LLC. testing 24,00000 105-Contr... Major Approve_CON1 06/20/20... Shawn Pohl-5... scope of thi
T CON-0005  Chris Schut LLC. 1 10,000,00... 105-Contr... Major Approve_CON1 02/17/20... AdminChrisS... test
T CON-0004  TestBidderCo... 1,000.00 180-Cons... Major Approve_CON1  10/07/20... RohiniShriva... scope
m CON-0003 1,000.00 105-Contr... Major Approve_CON1  10/07/20... RohiniShriva... R
T1 CON-0001 Mid Michigan ... 1 1,000,000... 105-Contr... Major Approve_CON1 07/02/20... CJWinger Contract wc

Total: 11

7.11. ‘Line Items’ tab — same concept as before, new look and location.

PRIOR:

File ESU View Actions Help

‘Workfiow Actions | -Select- v: (= Send [B] Save 4 Spelling.. @ Add Attachment - {3 Discussion [H]CashFlow @ Revew [B Close Window
i PO-Canstruction Contract
+Z PO Update Auitor AF 5
7 Action Details -
Lina ltoms
& &
Current View: Al Show Currsncy in: | Transaction Currency +
& ltem(s) Page |1 of 1 Dispiay 100 | Hems Per Paga
No. = WBS Code WBS Description Shari Deserglion Ameurt
006 105-Construction-Summary- Construction Contract Sumir CM Paint & Repairs Allowan $1,000.00
[ 105-Construction-Summary- Censtruction Confract Sum GM Bend & Insurance $2,264.00
034 105-Consirucion-Summry- Gonstruction Corract Sumn €M Fee $5,808.00
000 105-Construction-Summary- Comsiruciion Coniract Sum CM Stafing 5531200
002 105-Canstrucion-Summary- Comsinuction Coriract Sumi Granger General Trades $23.184.00
001 105-COnStuCton-SUMMary- ConsILENon COMMTact SUMT Myers Pumbing SE7.630.00

|t nes ][ @ncopys || (8 impon || mRemoe |[ Geid | A Fed |

(1) L

Goneral Comments {1

] ‘Show Filered Total Aount Total Amount:

Linked Mail (0}

§125,196.00/

Cancel




NEW: Now located as the second tab in the upper left. New ‘View’ options. Two methods — Form View
(3 lines icon, default) and Grid View (spreadsheet icon). Grid View eliminates the ‘Line Item Details’ pane
on the right, however it allows you to type data directly into the spreadsheet and use the gear to copy

or delete line items. DON’T CLOSE FROM LINE ITEMS FORM IF EDITING! Make sure you click the ‘Save’
button before moving away from the Line Items tab.

[ s e crange armgement et . 11 -G chrome

- o =
. — a
Create New Change Management Sond S| =
CRAF Lineltems
B E w aem - O G- QF Line ltem Details.  Amachnents  Linked Recards
. e femontode  Coange
stim. e niode  Change. =
Moy B . WESCode ‘Shart Description Amount  Amount  (Legay) (Legocy) Modify EXISTING SOV Line
s ppe—— — o] $m I B i
@ m 105-Consiruction-Su... _tew 2 SWR00 §H800
o1 105 Canstrucion Suem..._text 1000 §1o000 AT o T e e all L
Reterence PO
Type & Reterence No. - e
~ Create NEW SOV Line
To CREATE a NEW line ftem on the schedule of v 85 code to select
the praper bucget detail. THE EUDGET CODE i EW LINES MLST BE THE
AND SHOULD MATCH THE BUDGET CODE USED ON EXISTING LINES (e ¢ &
lines use 105). Then complete the shart descrigtion with the desired schedule:
values descriptian that the vendor wil use to bil for the change.
was Cone *
:  105-Comstruction-Sumemary-00-00-00- 100 - Q@
~ General |nf-rmni=n
Ca
yNI
mumufmwmnm on m. el vl The
mibar o days the schedula will be agusted,
test2
Tatal Amsunt v 525000
Current Cost Adiustrent

Create New Change Management

Send Save =
CRAF Line ltems
L
EH =~ ¢ 8- Q=
Current Time Origiral
Shert Current Cost Adjustment Estimated Source of
o No.. @ & ReterencePo WES Cade * Deseription * Adjustment * Days) * Cost®  RassonCode Change. Work Type
008 2 108-Lonsiruction-Summary...  testing sz000 ) $2000 Contractor
a2 108 Construsticn Surmmary... test2 s10000 ' s1000 Contater

01 0% Conzaructicn Summary... | ezt $10000 1 10000 Conrastar




7.12. Workflow Actions

PRIOR: Was located in upper left of window. The ‘To’ field was in the ‘Action Details’ section.

File Edit View Actions Help ) Action Details

-Select- :

Close
Send to CPA for Revision
User Instructio, seng 1o EAS for Revision

Send to CPA for Revision (Click here to view latest content

To Jack Mumma,Contract Administrator

Ce

Workflow Actions
»Z PO Update Al

=Send [ Save

Send For: Approve SOV by Contract Administrator

NEW: New location in upper right of window. Select ‘Save’ to save a draft or select ‘Send’ to open the
workflow action details to pass the task onto the next user. Use the drop-down menu to select your
action.

Workflow Action Details *x

Send Save = v  ActionDetse
‘Workflow Actions *
Send for Review B -

Seleet

t
Send for Review

The ‘To’ field will now appear. Start typing a name of a user or select the icon on the right to open the
‘User and Group Picker.” Highlight the user(s) you want to send the record to and then use the ‘>’ (add
selection) button to move the user(s) to the ‘Selected Items’ section. Then select ‘Done’ in the bottom
right.

Workflow Actions *

Send for Review v

Send For

Review CR by Designer of Record
To

Start typing for suggestions... ‘ %

sch [.]

ﬂ Admin Chris Schut



User and Group Picker

View: Users/Groups - Q =
Available Items Selected Items
Name Company Name Company
n training® account? Michigan State Unive... I . > 4 AUsers
n trainingB account8 Michigan State Unive... g n training? account9  Michigan State Univ...
nlraimng"f account? Michigan State Unive... »
nuammgb accounté Michigan State Unive...
ntrammgs account5 Michigan State Unive... 4
n training4 account4 Michigan State Unive... «
nlraininES account3 Michigan State Unive...
Total: 43

This will populate the user back into the original ‘Workflow Action Details’ screen. Select ‘Send’ in the
bottom right to send the record forward. Hitting this final ‘Send’ without filling in the required fields will
highlight those required fields in red and give a list of errors and warnings showing unfilled fields.



