PROJECT MANAGER

4
v ! £ S Project Manager is designed to control projects that
: /3, - » have many individual tasks and have the potential for
! significant change. PM provides a process that quickly
_,/"P’/ shows the impacts of new tasks and changes on the

project bottom line.

Put figuratively, PM draws a circle around your project and deals with anything that
crosses that boundary — new work, increases in old work, procedures, and physical
changes.

Five on-line forms are used to identify the new task or problem, resolve,
and document all issues and costs. Coupling the familiar use of
management forms with a powerful totally behind the scenes database
and email notifications provides management with needed information.

Project Manager is designed as a task oriented management tool for use on all
types of projects in all types of industries including construction projects, IT
development projects, municipal renovation projects, and commercial new builds.
Wherever interaction between groups of people occur, Project Manager’s unique
perspective increases communications and ensures that daily problems are identified
and resolved as soon as possible.

No other project management system is easier to use or more cost
effective in terms of both monthly cost and your valuable time!

Project Manager is an online web based system project management system.
This means a lot to the user! Never again will you have information scattered among
many computers or will you have to wait while you find someone who can run the
project management program or unlock a specific computer. With Project
Manager your information is stored in one secure place and is available whenever
you want it.

Nothing is stored on your computer. Additionally, with PM’s ease of operation, no
special training is necessary and information and all data, responses, directions, and
decisions are on-line and available to you 24 x 7 - whenever and wherever it's
needed!
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Project Manager has been designed and built by professionals who have been
there and we recognize that to be successful the program must be simple and logical
in operation. In this regard, we believe we have succeeded. We believe that Project
Manager is very simple to use and will require the average user less than an hour
to be functional.

The attached manual is a good source of information but really the best approach is
to jump right in.

1. First of all, understand the operation — you work on the forms and the
database looks over your shoulder!

2. When a new task or problem is identified, the user fills out an RFI (on-line) —
an email is sent to all project parties. The form presents a situation that a
manager must address; either add the new work task or resolve the problem.

3. If new work is defined or the resolution of the problem will create new work, a
variance exists in the project and a VN form is filled out by clicking a button
on the RFI. Again, the project team is alerted via email that a new variance
exists.

4. Management reviews the RFI/VN documentation and decides on a course of
action. Depending on the type of work identified, the manager can:

0 Authorize new work

0 Process a back charge to recover cost associated with supplier issues

o Process a non-conformance to deviate from plans, methods or
procedures

Project Manager uses five industry standard looking forms to link all project parties
together to identify new scope, changes, communicate issues to project parties,
provide information to make a resolution, communicate resolutions to the project,
and document all results.

The five forms include:

» RFI - identifies questions / problems from contractors

= VN — identifies a project variance from scope or schedule



= BCN - identifies a supplier back charge equipment or services issue
= WA - identifies a work authorization

= NCR - identifies changes in methods, quantities, criteria

The first step in the overview process would be a general run through of the menus
— everything is done with the menus — no programming or setups are necessary.
Start with the Main Menu and see where new RFIs and Variances are created. Next
select the Edit Menu to see how all of the five forms are edited. The Reports Menu
list all reports available — just select a report and it’s there.

Common Data Tables should be the next stop in the overview process. These tables
hold key project information such as company names and addresses, personnel,
problem categories, and cost codes. It is suggested that you input as much
information here as possible. The forms are self explanatory. The Common Data
Tables are the source of the information that shows in pull down menus on all of the
forms.

Basically that’s all there is — go to the Main Menu, select “Add A New RFI” and begin.
Enter all the data you can — you can always edit what you entered — select the
Submit button at the bottom and you've started. You can print the form by selecting
the Print button or go to the Reports Menu and select the RFI Log to see you're
input.

You never saw the powerful data base behind the scenes — we tried to make it very
simple.

About the Project Team....

Project Manager would be of limited use if only the project manager were
involved and hence the next step in the process .... bring the rest of the project into
the system. Once the project is set up with common tables, the manager creates
sub-users from the Main Menu — Edit Profile button. The sub-users are the
contractors, engineers, and architects in the project. The manager’s next step is to
set up the sub-users and their levels of permission — right on the Main Menu.

Notifying the sub-users of names and passwords allows them to enter the system
and start contributing.



About Printing....

Printing reports is simple but different than what you are probably used to. The
difference is that we are printing over the internet. There is no security, hardware,
or programming issues but you have to deal with an internet program like MS
Internet Explorer (IE). Depending upon the IE settings for fonts, etc. your actual
printout may need some tinkering before satisfactory results are achieved.

Project Manager works best with Microsoft Internet Explorer version 8 and above.
If you are not currently using version 8 (or above), we recommend you upgrade for
the additional features it provides. For example with versions of IE below 8, page
breaks in the report are not recognized.

IE Setup — nothing fancy here, just a few suggestions. First IE will add cumbersome
headers and footers that eat up considerable space. We recommend, the user open
IE, select the File Menu Item, then select Page Setup. The headers and footers IE
inserts are displayed — just delete them. On the same Page Setup page, select
Landscape format (all reports are in landscape), and set the top margin at 1” and all
other margins equal to 0.5 inch. Select OK and you are done. You will be returned to
the IE screen — select the print icon to print the report.

It is strongly recommended that the user do a “print preview” and adjust any
margins necessary to obtain the best print. Project Manager believes a print
setting of “Size to Fit” @ 95% will result in the best printing.

About Closing...

Close all forms (RFI, VN, BCN, WA, and NCR) by selecting either of the two options
at the bottom of each form: “Submit” or “Return With No Change”. These buttons
will either save and close the files or not update the data and close the files. Do not
use the windows “X” in the upper right corner of the screen or the IE return button.
Selecting either of these will lose the data entered on the form.

Do not close a form by selecting the MS Windows “X” in the upper right
corner of the screen menu. This will drop you out of the program and
return the user to Internet Explorer.

Close any report by selecting the MS Windows “X” in the upper right corner of the
screen menu. This will return the user to the Reports Menu.

Exit the program from the Opening Screen by selecting the MS Windows “X” in the
upper right corner of the screen menu.
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Project Manager is a powerful task
management and change control
program that provides the user with a
process to identify new tasks, problems,
changes in scope, time or money. It
documents the issues, communicates
the resolutions to all parties and
maintains logs and reports covering all
contractor and internal impacts of the
change.

Section 1: What Does The Program Do?

Uset Harme: [ ] Backcharges [BCN)

Pamord: |

Version: 201

"Manage Project Changes"
RFls (Requests for Informantion)
Varlances (A Change in Scope] (VN)
Fiedd Change Requests [FCR)
LOG ON Non-Conformance Reports (NCR)

y
- Contract Status Reports \ "
Sign On :7

Project Manager addresses the fact that issues comes at the manager from all
directions: both internal and external to the project. Issues arise when:

= designs are incomplete,

= owners [/ architects alter
project scope

= contracts are not definitive

= project conditions change

In order to succeed, the manager
must address all issues from both
inside and outside the project.

OWNERS /
ARCHITECTS
Back Charges Variances

Project
Manager

contractor

contractor

Project Manager addresses any issue that crosses the project boundary.
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You enter Project Manager in one of two paths; changes that result
from internal project issues and external issues. The internal, question (RFI), path
allows all parties to request and receive answers to design, operation,
implementation, or other questions impacting the work. However, the RFI often
identifies additional missed scope and when this happens; the project has
experienced a variance in scope and/or cost.

The second path identifies an external project change and does not generate an RFI.

In this case a project variance in scope and or cost (VN form) is identified from the
outset.

Program Manager Operation

—,| Questions From Project | Changes From Project
i “Extra Work™
Request For Project variance
Infarmation (RED — M Form)
Response Field Change
to Froblem Reguest (FCR Fonm

Back Charge Motice
(BCH Farm)

Change In Scope,
Cost, or Schedule

Mon-Caonformance
Farm (MCR Form)

L 4
Response To Project Contract Status

with Directed Action l Reports
Logs &
Reports -

Comprehensive reporting gives management the visibility to ensure all questions are
answered in a timely manner to minimize claims. Reports document all changes and
the overall impacts to the project for contract management.

The Concept

1. If a project member identifies a problem, he completes an RFI and an
automatic email is generated notifying the entire project team of a
problem.
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For the situation where an issue enters the project from an external
source, an architectural change for example, no RFI (question) is created
but the project has incurred a variance and a VN form is needed.

The manager reviews the RFI (or VN) and if the problem is a simple
answer to a question, the response is provided and the information is
logged to the database — no further work needed. — Issue resolved!

If the manager reviews the RFI and determines extra work results from the
RFI, the manager clicks the “Yes-Open the VN Form” button, and a project
variance is identified - a VN form is opened with all the RFI input
information already entered.

Project management reviews the VN and develops a resolution which could
be:

a) Do nothing — return RFI or VN with comments to do no work

b) Assign new work to a contractor

C) Develop a non-conformance for installed work or equipment not to
specification

d) Create a back charge to recover incurred costs associated with
equipment or services problems

For the issues above:
Fora): Mark the VN form closed — program will notify project
members via email

For b): From the VN create a work authorization form — WA - send to
contractor — parties notified via email

For ¢): From the VN form, create a NCR form detailing acceptance or
rejection of the non-conforming issue. Note: a rejection may involve
sending out a new work authorization or backcharge to resolve

For d): From the VN create a BCN — backcharge form and send to
supplier — email sent to project and supplier if desired

When work is complete, capture actual costs on VN and close the form

10



/./ Section 3: A Sample to Show Operation

The Project: The Old Town Theater project involves the restoration of an old theater
in the center of town. The project manager has hired an architect, engineers, and
contractors to perform the work. Suppliers have started to deliver materials to the
site.

The Problem: One day the carpentry contractor received 50 wooden panel doors for
the project. His scope is to remove old doors and hang the new doors. However,
upon receipt inspection, he noticed the doors are 2” too tall.

Upon receipt of an RFI from the contractor advising of the problem and requesting
direction, the project manager realizes that the doors have to be fixed and it is his
job to ensure the project does not incur additional costs as a result of this supplier
problem.

Project Manager’s process resolves the problem via the following steps:

= The contractor submits an RFI requesting direction — an automatic email is
sent out to all parties

= The manager receives the RFl and recognizes that new work is created by the
need to fix the doors — he creates a variance form (VN) from the RFI form

= The manager discusses the problem with the contractor and arrives at a
solution to repair the doors for $50 each.

= The manager realizes the supplier of the doors has a responsibility to deliver a
satisfactory product and creates a BCN form (back charge) and Letter from the
VN form and issues them to the supplier of the doors notifying him of the
problem.

= The door supplier acknowledges the BCN and returns the letter with his
direction on how to proceed — for this sample, assume the supplier directed
that the doors not be shipped back to him but be repaired at the site — he
accepts the BCN terms to repair the doors on site for $50 per door.

= The manager issues a WA from the VN form authorizing the work.

= When the WA is returned marked complete, the manager closes out the VN
form with the agreed resolution - an agreed WA to perform the work for
$2500 (50 doors @ $50 each), and an agreed BCN accepting the $2500 back
charge. The VN is closed with a net $0 impact to the project.

11



Documentation created by this change:

RFI — identifying the problem

VN — a variance created by the extra work

BCN — issued to collect funds to correct the problem

WA — issued to contractor to authorize extra work

Reports will show a variance with a net to the project of $0, and WA increasing a
contractor’s scope $2500, and a BCN back charging the supplier $2500.

The overall elapsed time to complete and process the change will take a few days to
get the emails returned, but the forms, because data is entered only once, take only
a few minutes.

And, more importantly, a process of change management is established.

The process is simple, quick, and effective.

Email Notifications:

Every time a form is created or edited, an e-mail notification can be sent. This
immediately notifies the project of a change. Often, because of quick notifications,
changes are identified and resolved in the same day thus minimizing project impacts

and reducing risks.

A typical notification — the user adds a distribution and sends to the project

EEiIe Edit View [Insert Format Toocls Table Window Help

S E S Q@] B P98 10% 1@ ] diRead M Ada
fiiSend | J - | 84 7 B | ¥ | ] Options.. v | HTML \

L Te. ..

(L ce....

Subject: BCM 20

BCH 20 was just created or modified. Please Open Project Manager to View Mew Information.

12
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To start Project Manager, use your internet service to access the website:
www.sitemanageinc.com.

Navigation around the menus is performed with a mouse. All selections are single
left mouse clicks. All command buttons are large and rectangular in shape. All pull
down menu selectors are small inverted triangles on the right side of a data entry
location.

Opening Screen

When the website opens, click on the

“Enter Program” button at the top left of | Pﬂ“@j@@ﬁ Mﬁﬂ@g@ﬂ“ @ ,

the website main page, and the opening
screen appears. On the opening screen,

enter your Logon name and password Manage Project Changes’ /| ‘P\
and click the “Sign On” button. The Main R Faquests forormunton ‘
Menu will appear if you have entered a s g o /i /,//
) # Requests a "o
valid name and password. T HorConomceRopos Nl G 7
[T | Batkcharges [BCN) :
oot [ Contract Status Reports \

Sige On

Vershon: 201

After a successful logon, the Main Menu opens.

The Main Menu

PT@@@‘& M@W@@@T | <© The Main Menu form is the starting

point for all program operations.

Add A New RFI / “/ From there, the user can:
Add A New Variance {;":,/ ) Add neW RFIS

[ View/EditForms |

Common Tables ‘ \'f: i
Reports

\ EditProfile |

Add a new Variances (VN)
Edit previously created forms
Maintain common data tables,
Run reports, and

Edit your sub-user’s profiles.

Copyght 902 St Manager inc-

Save Data and Exit

13



http://www.sitemanageinc.com/�

The “Add A New RFI” button opens a new blank RFI form. The “Add A New
Variance” button opens a new blank VN form. The “View/Edit Forms” button opens
the Edit Menu, The “Common Tables” button opens the Common Data Tables Menu.
The “Reports” button opens the Reports Menu, and, the “Edit Profile” opens a special
sub-user form to add/edit sub-users of the program.

The user selects the desired operation by a single mouse click.

The Edit Menu

The Edit Menu has command buttons that
allow editing of any of the previously [P]r@ﬂ@@ﬁ Ma[mag@[f
created forms; Request for Information '
(RFI); Variance (VN); Backcharge (BCN);

Work authorization (WA); and Non- S
conformances (NCR). R —

RFT EdetFR T
To edit a form, click on the pull down B‘"N B—
menu for the desired form under the p—__
“Select Form #”. Highlight the desired Y s

form number with a single left mouse click
and then click the “Select Button” for that
form.

Fetim Lo Maiz Uy

The form will open and any edits can be made. All forms are edited in the same
manner. When all changes to the form are complete, selecting the “Submit” at the
bottom of the form saves the data and closes the form. Forms can be edited as
many times as necessary. The “Return With No Change” button at the bottom of the
form, cancel’s all inputs and returns the user to the Edit Menu.

The Reports Menu

The Reports Menu is accessed from the
Main Menu. The Reports Menu uses
> simple pull down menu selectors to select

Reborts Meny an P specific reports.
RFI Reports & Logs: v {/’/f/
mmEm——— T The Reports Menu is in three parts; the

7 Project Manager —

s e upper part shows all RFI specific reports,
e N the middle section shows all VN, BCN,
AR R e WA, and NCR reports and the lower
el o section contains Contract Change reports.

14



To run a report, select a report name from the pull down list and press the command
button marked “Run Report”. After answering print range questions on pop-up
boxes, the report should appear.

For restricted users, only the RFI Reports are available.

The Common Data Tables

7/ Project Manager -

The seven (7) Common Data tables

are where frequently used Common Data Tables
information is stored. Data entered in — )

these tables is available for the pull Conpie Decie

down menu selectors that are on PotienConpn] [ Comcote

every form. Adding as much e
information as possible in the R—

Common Data forms will greatly
speed up data entry and accuracy.

Once entered, information such as phone numbers, contact information, names,
addresses, etc. are available to all forms.

The tables are:

Title Block: This table is used to define either a project title or project item.
Companies: This table contains a list of all companies or component information
involved in the project. The information includes name, address and contact
information.

Discipline: Defines the discipline breakdown such as piping, civil, etc.

Cost Codes: This table is a listing of the allowable cost codes (and description) to
charge work.

Personnel: This table provides a list of name and titles to select from.

Problem Category: This table contains listing of type of problems such as shipping
damage, engineering, damaged during construction, etc.

15



Change Orders: This table defines contract identification numbers. Assign a
number here and then, through the VN form, assign specific variances to the contract

number.

The Edit Profile Form

The main user is allowed
to have up to five sub-
users that can have
different use
permissions.

Sub-users are  other
parties or contractors
involved in the project
and they can have
complete or restricted
levels of program
access.

Project Manager

AUTHORIZED USERS | E\
Main User Allemate_ User: > ;
O S User Name: o

i
Pt
e —
Compaiy St [Ermmmmnmmm |
e
O

Password:

User Type: — Please Select — -

% =
| Add User
e
N

Sub b aceword Level
User

Ross [Ross RFland RFIReports  ~ | Edit] [ Delete |

Zip Code:
PhoneNumber [ ]
A ]

Lee Full Access - [Edit] | Delete

To add a sub-user, the main user inputs the data to the required fields, and selects
the user permission type from the pull down menu.

Selecting the “Add User” button, completes the process and adds a new sub-user.
At the bottom of the form is a listing of already assigned sub-users.

The main user may assign any one of the following to a sub-user:

= Full Access — allows all function — editing and updating
= RFI and RFI Reports — lets user create RFIs and read/print RFI reports
= Read Only — allows user to read all forms and reports — does not allow any

changes

= Read Only RFI - allows user to read only RFI forms and reports — does not

allow any changes

16
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Section 5: Completing the Forms

The user completes the form sections by typing in the blank fields. Using the pull
down menus for commonly used names, addresses, and types of problems quickly
speeds up form completion. When data entry is complete, the user can print the form
by selecting the command buttons in the upper right corner of each form. Selecting
the “Submit” button in the bottom center of each form saves the data and closes the
form. Selecting “Return with No Change”, returns control to the menu and does not
update the data.

Each form has email notification. When the “Submit” button is selected, the program
displays a message asking if the user wants to send an e-mail notification. An e-mail
notification should be sent whenever a form is created or edited. Selecting “yes” for
the e-mail question will open the e-mail program with an attached message stating:

This is RFI “XX”. Please open program to view this RFI”.
All forms are completed in the same manner.
The RFI Form:

The first step in creating a new RFI starts with the Main Menu. The user selects
“Add an RFI” and a blank RFI form appears. A unique RFI number is already
inserted into the field provided - this cannot be changed. An RFI form, similar to the
one below, appears. Enter all available data in the blank fields. Use the pull down
menu selectors to assist in input. You can always go back through the Edit Menu to
change or add information.

If the RFI simply asks a question and does not generate new work, it stands alone
and does not have any other form associated with it.

DOES THIS RFI CAUSE
If new work results from the RFI, then a variance in the EXTRA WORK ?

project scope exists and a project variance form needs to
be created. In cases like these, there is a provision in the
upper right corner of the RFI form to select the button
“Yes — Open VN Form”. This links the RFI and the VN form and shares all data
entered for the RFI with the VN form and automatically opens a new VN with the
same number as the RFI.

ez - OpenM Form
WM Mo

17



In cases where a change comes from an external source and no RFI is created, a VN
(variance) is created directly from the Main Menu. WAs, BCNs, and NCRs, if
necessary, can be created from the VN form.

THE RFI FORM

Note:
= All data is entered directly into the fields on each of the forms.
= All data entered on the RFI will automatically be carried over to associated
forms

= REQUEST FOR INFORMATION (RFI) -m
| PRIT |
Project No:  1gg247 - Date:04/15/2008
Project:  Big Town Power Station H
e [ RFINo.: 2| | e Heading

PART A: INITIATING COMPANY:

DOES THIS RFI CAUSE
EXTRA WORK ?

ez - Open ¥MN Form

WM Ma:

Originator:  gj| Boyle « Street: 8 Hudson Street Date Issued:
Babcock Power City:  Worcester 04/05/2008
BP Project Manager State: Mass Resp Req'd By:

E Mail  Bboyle@BP.com Phone: 508 678 9876 04/05/2009

e Part A — initiating

PART B: PROBLEM DESCRIPTION:

c Problom Category: Deme Categery - company
ref erence docs - Structural Steel Services || Problem Description: Demo Description -
| =24z Disc. Reference: o ctwork -
Short Description: Variance: VN#

Field Chg: FCR#
Backcharge: BCH#
Detail Description: MNon Confom: NCR#

detai description = e Part B — Problem
Description

[short description

»

PART C: PROBLEM RESPONSE:

Response By: Bill Boyle ~ BP Project Manager Date:  00/00/0000

response by -

e Part C — Problem

. Response

comments -

e PartD -
Comments

STATUS: RFIClosed -~
Issue Resolved Date 04/15/2009

04415/2009

Awuthorized By gill Boyle h Date
BP Project Manager

e PartE -
Completions /
Authorizations

l Submit ” Return to Menu ]

18



Heading Inputs:

895 REQUEST FOR INFORMATION (RFI) | DELETE |
PRINT
Project No:  ypo247 - Date:04/15/2009
Project:  Big Town Power Station
Location: Hometown, Ma 02726 | RFI No.: 217 |

Project No: use pull down information to fill this and the following two lines.
The second and third lines can be user entered or edited

RFI No: is entered automatically — no editing is allowed
RFI Rev No: (to right of RFI No) — direct entry

Delete Button: deletes the RFI — if a Variance was created with the RFI, the
VN is not deleted and must be deleted separately

Print Button: prints the complete form on 8 %2 x 11 paper. Note: using a color
printer makes forms standout on your desk.

Part A: Initiating Company

E Mail:

Originator: Bill Boyle ~ Street: 8 Hudson Street Date lssued: DOES THIS RFI CAUSE
Babcock Power City:  Worcester 04/05/2009

BP Project Manager State:  Mass Resp Req'd By: Yesz - Open M Form

EXTRA WORK ?

Bboyle@BP.com Phone: 508 678 9876 04/05/2009 YN No:

Part A

has four inputs.

Originator: <person creating RFI> selecting the pull down here accesses the
information in a common table and populates all of the fields associated with
the originator

Date Issued: <date RFI created> enter the date the RFI is issued

Resp. Req'd By: <date response is required by> enter the date a response to
the RFI is required

“Yes — Open VN Form”: select this button only when an RFI creates extra
work. Selecting this button opens a new VN form linked to the RFI*

* Note: The user should complete as much of the RFI form as possible before
selecting (clicking) the “Yes — Open VN Form” button. Missing information can be
entered on the VN form. Do not click the “Submit” button on the RFI.
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Part B: Problem Description:

PART B: PROBLEM DESCRIPTION:

Reference/ Impacted Documents: Affected Contractor Problem Category: Demo Category -
ref erence docs - Structural Steel Services ~ Problem Description: pDemg Description -
o 2455 Disc. Reference: oy ctwork
Short Description: VWariance: WN#
[short description - Field Chg: FCR#
- Backcharge: BCN#
Detail Description: Hon Confom: NCR#

detail description -

Part B: This section defines the RFI problem. The fields in this section include:

= Reference documents: <enter the names of applicable reference documents>
enter data directly into box

= Affected Contractor: <contractor impacted by RFI> use pull down to select
from list of predefined contractors — direct entry allowed

= Problem Category: <identify problem type> use pull down to select from list
of categories

= Problem Description: <defines the category of the change> use pull down to
select from list

= Discipline Reference: <a discipline reference> use pull down menus to enter
relevant discipline

= Short Description: <a brief description of problem> enter a short description
of problem

= Detail Description: <enter a detail description of problem>

Part C: Problem Response

PART C: PROBLEM RESPONSE:

Response By: Bill Boyle « BP Project Manager Date: 0o/oo/o000

response by -
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Part C has three inputs

= Response By: <enter the date a response is required by> select from pull

down menu — title is automatically added from Common Table data

= Date: <enter the date a response is given>

= Response: <enter a detail description of problem> enter the directed

response to the problem

Part D: Comments

PART D: COMMENT S: (List all impacted documents and expected release dates here)
comments -

= Comments: enter any special comments associated with the change

Part E: Completions and Authorizations

PART E: COMPLETION / AUTHORIZATIONS:

STATUS:. RFIClosed -~

Bansr2008 lssue Resolved Date 0471572009

Authorized BY: gj| Boyle - Date
BP Project Manager

| Submit H Return to Menu ‘

Part E: has six inputs

= Authorized By: <authorizing project manager> select from pull down menu to

enter the person’s hame authorizing the change.

= Date: <enter authorizing date> the date the authorizing person authorizes the

RFI action

= Status: select from the pull down menu list proving the status of the change —

no direct input allowed

= Resolution Date: <date RFI answered> enter the date the change is resolved

= Submit: <Submit button saves data and closes form> when data entry is

complete saves data and updates the database
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= Return to Menu:
discard all changes made to form. No data is updated to database.

The VN Form (Main Variance Form)

select the Return to Menu button when the user wants to

The VN form is the “parent variance” document for all project scope change
information. The VN form is the repository of all change information, costs incurred,
resolutions arrived at, and directed actions.

To further document costs, resolutions, and assignments of new work, the VN form
can create a work authorization (WA), a back charge notice (BCN) and/or a non-
conformance in design or execution (NCR).

853

Project No.: 100247

VARIANCE NOTIFICATION (VN)

Project:  Big Town Power Station
Location: Hometown, MA 02726

VN No.:215

Date:

To Create & Mew Field Change Request Fram This WH
To Create & Mew Mon-Conformance From This Wi
To Create & Mew Mon-Conformance From This WM

FCR No:215
NCR No:215
BCH No:215

Originator g Boyle

Babcock Power

~ OriginatorTitle BF Project Manager

Origination Date 04/05/200%
Required Response By:04/05/2009

Variance Impact

Budget Vari

Detail Description:

Variance Valid Yos
Backcharge es
Subcontract Change  “ves
Directs es

4 444

Main Contract Change  ‘vas

Vendor Affected

Name Babcock Power
P.O% 100246 Unit #3

Sub Contractor Affected

Babcock Power

100246 Unit #3

Problem Category: piease Select
Class of Problem: pjease Select

Ref: piease Select

detail description

Problem Resolution

COST CATEGORY

ESTIMATE DATA

FINAL COST DATA

COST CODES
20.222.12345.XX
Please Select
Please Select
Please Select
Please Select
Please Select

[AERERERE RE

HOURS COSTS
] [33 ] [333
] |33 | 333
333
333
] [33 | [333
333
| [oa | [1o98

Schedule Impact  pioderate
Schedule Delay [In Days]

Date 04/05/2009

Date 04/05/2009

All information
entered on any form
is transferred to the
database and is

automatically
available to all other
forms.

Each of the children
forms (WA, BCN,
NCR) have places to
enter final cost
impacts. The VN form
has a section that
allows the wuser to
enter the estimated
cost impacts. This is
useful in situations
where the VN is open
and final costs are not
available.

The VN form documents all associated costs and schedule impacts.
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VN Heading: (see RFI — input is same)

853
VARIANCE NOTIFICATION (VN) felain
Print
Project No..  {pqza7 - . i
Project:  Big Town Power Station Date:  04/05/2008
Location: Hometown, WA 02726 VN No.:215

The VN form is used to add new work or address any changes.

VN Part A: Associated Documents:

RFI Moz Open
To Create A Mew Field Change Request From This W | Select for FCR | B FCR No:215 FCR Open
To Create & Mew Mon-Conformance From Thiz YN | elect for NCR | - NCR No:215 NCFR Open
To Create & Mew Mon-Conformance From This YN | Select for BCH | B BCH No:215 BCN Open

Part A: Creates the WA, BCN, and NCR forms. After the VN is created, the user can
create a WA, BCN, or NCR at any time by using the edit process — open a specific VN
through the Edit Menu and selecting one of the create buttons.

= Select for WA: this button creates a new WA from the parent VN form — WA
number will be same as VN number

= Select for NCR: this button creates a new NCR from the parent VN form — NCR
number will be same as VN number

= Select for BCN: this button creates a new BCN from the parent VN form — BCN
number will be same as VN number

VN Part B: Originator Information

Originator  gjj Boyle ~ OriginatorTitle BP Project Manager Origination Date 04/05/2009
Babcock Power Required Response By:04/05/2009

Part B has one text input and two date inputs;
= Originator: <enter name of person originating change> this field is a pull
down menu that selects the user from common table entered data. Direct
entry is not allowed

= Originator Date: <date change was identified> the date in mm/dd/yyyy
format defines the date the change originated
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= Required Response By: <date a response is needed by> this date in
mm/dd/yyyy format is the date when a response to the query is expected.

VN Part C: Problem Description

Variance Impact Vendor Affected Sub Contractor Affected
Variance Vald Yes ¥ Hame Babcock Power - Name Babcock Power -
Backcharge Yes - P.O# 100246 Unit #3 P.O# 100246 Unit #3
Subcontract Change  Ye: « Reference Documents
Problem Category:
Directs ¥ reference documents Please Select -
A Class of Problem: piease Select -
Budget Variance Yes v a Discipline Ref: plzgse Select -
. Short D iption:
Main Contract Change  ves - —

Detail Description: short description

detail description

Problem Resolufion:

Problem Resolution

VN Part C: has four text inputs, six “Yes/No” selectors for change differentiation, and
five pull down menus

= Variance Impacts (Yes/No items)

o \Variance Valid: manager’s opinion if change is warranted

0 Back charge: manager's opinion if change is back chargeable to a
supplier

0 Subcontract Change: manager’s opinion if change results in an increase
in a subcontract

o Directs: manager’s opinion if change impacts direct accounts

0 Budget Variance: manager’s opinion if change is in current budget

o0 Main Contract Change: manager’s opinion if change impacts Main
contract with owner

= Vendor Affected: <enter the name of vendor that will be impacted> select
from pull down menu to input supplier impacted by change

=  Subcontractor Affected: <enter the name of the subcontractor that is

impacted> select from pull down menu to input subcontractor impacted by
change
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= Problem Category: <enter the category of work> select from pull down menu
to input category of change

= C(Classification of Problem: select from pull down menu to input classification of
problem

= Discipline Reference: select the discipline from pull down menu
= Reference Documents: <enter the necessary reference documents that
involve the change> input documents identifying change, drawings /

specifications, etc. impacted

= Short Description: <enter a brief ~10 word — description> enter a short
word description of change

= Detail Description: <enter a detailed description of change> enter a detail
description of change — detail location — existing conditions - safety issues,
etc.

= Problem Resolution: <completed by manager — describe problem resolution>
— team’s response to problem — provides directed action.

VN Part D: Cost and Schedule Impacts

COS5T CATEGORY ESTIMATE DATA FINAL COST DATA
COST CODES HOURS COSTS HOURS COsTS
20.222.12345. %X - |55 | 595 33 333
Please Select +~ |55 353 33 333
Please Select - 355
Please Select - 333
Please Select - |55 | [555 33 | [333
Please Select - 335 333
[165 | [3230 | [o9 | [1o98 |

Schedule Impact Maderate - Pre Engr pill Bayle - Cat= 04/05/2009
Schedule Delay [In Days] Author22! By Dowewell -

SDS Engineering Dat= 04,/05/2009

Add cost code (account numbers) for the work through the Common Data tables.
Select a cost code from the pull down menus to provide an account to accumulate
the charges for execution of the variance. Two sections of cost information are
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provided. The first labeled “Estimate Data” can be used to reflect original
information. The second section labeled “Final Cost Data” represents the final cost
impact of the variance.

All cost information entered on the shortened cost section of the WA, BCN, and NCR
forms will update the “Final Cost Data” fields of the VN report.

Part D: contains the cost impacts of change. For six cost categories, input cost
accounts, hours and costs for estimated costs and, when information is final, hours
and costs for final change costs.
= Cost Codes: <project or accounting codes used to summarize work> select
from pull down menus to input the cost code to which this cost category is
assigned

= Hours: <enter work hour estimates for effort> enter the estimated number of
hours the change will take for each cost category

= Costs: <enter dollars> enter costs associated with hours and cost category

= Hours (final): enter the final change costs associated with cost category

= Costs (final): <dollars> enter final costs associated with change cost category
= Schedule Impact: use pull down menu to select level of schedule impact

= Schedule Delay: <In days> enter the number of days this change will make
in the project — elaborate in Comments if necessary

* Proj. Engr: <authorizing engineer> use pull down menu to enter name of
engineer authorizing the change

= Date: <enter engineer/architect’s approval date> in mm/dd/yyy format for
the date of the change

= Authorize: <enter authorizing project manager> use pull down menus to enter
manager’s name authorizing the change

= Date: <enter project manager approval date> date in mm/dd/yyy format of
date manager approves the change.
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VN Part E: (page 2) Comments

PART E: DIRECTION / COMMENT S

camments -

Part E: contains only a “Comment” field. This should be used to document any
unusual issues or schedule impacts

VN Part F: (page 2) Close Out — Contract Change Assignment

PART F: CLOSE OUT Date By
Work Complete 71352007 Bill Boyle E|
Eng/QA Inspection Complete 2/15/2008| |Chriz Sweet E|

|[ZHANEE ORDER /7 INVOICE INFORMATION |

Change Order Number: 456711 Change Order for Foundations

Part F: Close Out (two sections; a “close out” section and a contract assignment
section)

= Work Complete: <enter date work is complete> this date is the date when
the change is complete. The pull down menu assign a name of a person
attesting work is complete

= Eng/QA Inspection Complete: <enter date and person of QA approval
complete> enter date and person from pull down menu of QA inspector who
confirms that the work is complete to acceptable standards

= Change Order Number: <enter the contract change number this change is
associated with> The pull down menu shows a listing of contract numbers to
which the change can be assigned. Selecting a contract number links this
variance to a specific contract change order
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VN Part G: Signature and Status

Status: Open -

Authorize: Submit | | Return to Menu

Part G: provides a place on hard copy form for final authorizing signature.
= Status: use the pull down menu to input a status for the VN form. Default is
“VYN Open”
Deleting Forms:
There is a delete button at the top of each form. Selecting the delete button on any
forms will delete the form. However, there are rules to the deletion process. The user

needs to follow these to avoid deletion of needed information:

Rule 1: RFI form — if the RFI has no associated variance (VN) form, deletion deletes
the RFI — however, if a VN is associated, deleting the RFI does not delete the VN

Rule 2: deleting any child form (BCN, WA, or NCR) deletes that form only and does
not delete the parent VN form

Rule 3: deleting the VN form deletes all associated children forms

Note: Once a VN is deleted, the master record is gone. There is no undelete — be
careful.

BCN /7 WA /7 NCR Forms

All children forms have data entered in the same manner as the RFI and VN forms.
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The Back Charge Form

(BCN) (used to recover costs associated with faulty materials and/or services). To
get to the form below, the user logs onto the program and arrives at the Main Menu.
From the Main Menu, the user selects the “Edit Forms” button. This opens the “Edit

Menu” where the user selects the pull down selector next to the

BCN line. The pull

down selector on the BCN line shows all available BCNs stored in the system. The
user highlights a BCN and selects the “Edit This BCN” and the form appears.

853

BACKCHARGE NOTIFICATION (BCN)

g
3

Project No.: Q247 - Date:  04/05/2009

Project: Big Town Power Station S
Location: Hometown, Ma 02726 | BCN No: 216

PART A: DESCRIPTION OF PROBLEM REFERENCE DOCUMENTS

Short Desc of Eror [short description

| RFI No.:

Detail of Error VhNo: 315
detail description -
HCR No.: 215

FCRNo.: 215

PART B: VENDOR BACKCHARGE INFORMATION Besults of Contact

Create Backcharge Lg

P.O.# 100246 Unit #2 - Babcock Power Wendor Accepts Responsibilty ves -
Co. Hame: EBabcock Power Action By Owner e -
Address: 5 Meporset St Action By Wendor: o
City:  ‘waorcester State: M V¥endor Notification:

Contact:  Eil Boyle Hotify Date: Hotification Type:
Phone:  [508) 852-71. Fax proceed with work =

Zip: 02061 Reply: 1
Originator: gl Boyle ~ Origination Date:  04/05/2009 Bef Doc [ieference documents -

Corrective Action To Be Taken il
Froblem Resolution -

PART D: ESTIMATED COST OF CORRECTIVE ACTION

| d

Backcharge Cat.  Please Select - COST CATAGORIES AND CODES FINAL COST
Recovered Hours: 50
Recovered Costs: 500 COST CODES HOURS COSTS
Complete Date:  04/12/2009 30.777.12345.XX |33 | 333
Complete By: = ; -
;mp & el ¥ Please Select - [ | [333
Omments Please Select - 333
comments - Please Select - 333
Please Select - |33 | 333
Please Select - 333
[o9 | [1o98 ]
= Basis of Compensation: |\nvoice |
BCHN Status: BCM Open -
Date
Project Mar [ Submit I [ Return with No Change ]




Frajeel Ha: 10604 bravise

The only significant difference in data entry on the o
BCN form from all the other forms is the — s

s o ol Parkc Hotitestin Cate
Wedan WS 300800

command button, “Create BCN Letter” in the -
middle of the BCN form.

Bl A,
o s coresectara. T bk bcbus e ot i o or e . o L o o B e
e bedes. Pl oy wobd ]

This button, when selected, will create a form
back charge letter, similar to that to the right. The
letter contains all description information and the
proposed resolution — if available. It's intended

¥ 1
use is to: (1) notify a supplier that a change is = =
being processed, (2) notify the supplier of a i i
proposed solution, and (3) identified estimated
cost. The BCN Letter requests the supplier o e i

Fabrwtodo 0 rray el e by St o whih vt ket covts

complete and return the form and advise the
project on his preferred method of solution of the
problem. The project manager uses the BCN Letter’s response to determine how to
proceed.

This usually time consuming process is reduced to a few keystrokes.
The BCN form contains the following sections:

BCN: Heading

BCN Part A: Description of Project
BCN Part B: Vendor Information

BCN Part C: Corrective Action

BCN Part D: Estimated Costs

BCN Part E Approvals /Authorizations

Note: The following section described the inputs for each field on the BCN.
However, since the BCN is created from a VN form, most of the fields will already be
filled in.

BCN: Heading
(input is same as for the RFI and VN forms)
853
BACKCHARGE NOTIFICATION (BCN) | Delete |
Print

Project No.: {00247 - Date:  04/05/2009

Project:  Big Town Power Station

Location: Hgmetuwn, M, nzt?'zts BCNNo: 215
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Project No: <project/contract number> use pull down information to fill this
and the following two lines. The second and third lines can be user entered or
edited.

BCN No: is entered automatically <same as VN number> — no editing is
allowed

BCN Rev No: <BCN revision number> (to right of BCN No) — user defined
direct entry

Delete Button: deletes the BCN — if a Variance was created with the BCN, the
VN is not deleted and must be deleted separately.

Print Button: prints the current form on 8% x 11 paper.

BCN Part A: Description of Project

Short Desc of Enmmor (ghort description

i RFI No.:
Detlall of Frrur VNNo: 38
detail description

HCR No.: 215
FCR Ho.: 215

Create Backcharge Lg

Note:

Short Desc of Error: <brief description of problem ~ 10 words> direct entry
of problem — short description — used in report headings

Detail of Error: <detail description of problem> direct entry - complete
description of problem

orange section shows all other related forms — do not enter changes in this

section

BCN Part B: Vendor Information

|
P.O# 100246 Urit #3 - Babcack Power Vendor Accepts Fesponsibiity +ag -
Co. Name: Babcock Power Action By Dwner ygg -
Address: 5 Neporset St &ction By Vendor: Ve -
City:  “Worcester State: Ma Yendor Notification:
Contact:  Bil Boyle Motify D ate: Notification Type:
Phone: [508)852.71, Fax: proceed with wark
Zip: 02061 Reply: -
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= PO#: <supplier of problem material> use pull down menu to fill in all
vendor/supplier fields — direct entry allowed

= Vendor Accepts Responsibility: select yes or no from list
= Action By Owner: select yes or no from list
= Action By Vendor: select yes or no from list

= Notify Date: <date supplier notified> enter date vendor was notified of
problem

= Notification Type: <type of notification> enter text describing form of supplier
notification (mail, email, verbal, etc.)

BCN Part C: Corrective Action

Originator: gl Boyle ~ Origination Date: 04/05/2003 Ref Doc [icizrence documents

Cormective Action To Be Taken v

Problem R esolution

= Originator: <originator of BCN> use pull down menu to select a hame of
person directing the corrective action

= Originator Date: <date BCN created> enter date, mm/dd/yyyy format, of
when back charge was initiated

= Ref Doc: <reference documents contributing to BCN> enter text describing
reference documents impacted by problem

= Corrective Action To Be Taken: <problem resolution> enter text describing
problem resolution
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BCN Part D: Estimated Costs

Backcharge Cat.  Please Select - COST CATAGORIES AND CODES FINAL COST
Recovered Hours: 50
Recovered Costs: 500 COST CODES HOURS COSTS
Complete Date:  (04/12/2009 20.222.12345.XX 33 333
Complete By: —— - -
Emp ® et ¥ Please Select - |33 333
=Ommens Please Select -
comments - Please Selaect -
Please Select -~ [33 | [233
Please Select - 333
[a9 | [1o98 |
L Basis of Compensation: [irvoice |

= Back charge Cat: <back charge reason> select from pull down menu or direct
entry

= Recovered Hours: <work hours supplier is willing to pay for> direct entry of
number of hours

= Recovered Cost: <dollars supplier has agreed to pay in compensation for
problem> direct entry of dollars

= Complete Date: <date BCN negotiations complete> direct entry of date

= Complete By: <name of person responsible for BCN resolution> direct entry
of persons name

= Comments: <special comments related to BCN> direct entry of any
comments pertaining to BCN resolution status

= Cost Table <enter all FINAL costs> select Cost Code from pull down selector
or direct entry — enter hours and dollars into fields

= Basis of Compensation: <how BCN costs are recovered> enter description of
how repayment for faulty work is recovered

BCN Part E: Approvals /Authorizations

PART E: APPROVALS

BCHN Status:  BCM Open -

Date

Project Mar | Submit | Return with No Change |
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Signature: <approver hard copy signature> no entry on form — used for
signature on hard copy of form

Date: <date approver signed form> no direct entry — date entered on hard
copy of form

Submit: - Command Button <submits form data to the database> a single
left mouse click to select — enters all form data and saves all information

Return with No Change: -Command Button <closes form without updating
database> — does not save data

BCN Status: use pull down menu to select from a list of BCN status conditions
— no direct entry allowed
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Work authorization (WA) (used to document assignments of new work)

The WA form contains the following sections:

WA: Heading from Stored Data

WA Part A: Contractor Performing Work

WA Part B: Problem Category

WA Part C: Required Action

WA Part D: Work Activities and Estimated Costs
WA Part E Approvals /Authorizations

Note:

The following section described the inputs for each field on the WA. However,

since the WA is created from a VN form, most of the fields will already be filled in.

WORK AUTHORIZATION (WA) | Daleta
Print
Project Mo 555805 - Diatec 10600 2005

Praject: Town Hal Ramodel

|WAHO.: 22 Rew:

Lo e Big Town Uss

& DCUMENT AUTHORIZE S THE IDENTIFIED CONTRACTOR IN FART A TO PERFORM THE WORE DEFINED BELOAN. FRIOR TO

TART OF ANY WOEK, THE CONTRACTOR MUST RETUEN A BGHRED COEY OF THIS DOCUMENT SIGAFYING AGEEEMENT TO
RFOEM THE VWORK FOR THE COST S DEFIMED BELOW. THE CONTRACTOR SMALL PROVIDED ROTIFICATION IF COSTS ARE TD
CEED BUDGETED T ET.

PART A: CONTRAC TOR PERFORMING WORK AUTHOHZING ENGR REFERERCE DOCUMENT &
Purchase Order.  go29974 - BFO Marufachuring  ~ OFigindler Wr. Bob Schwartz - RFIHG
Caarmgany Kame B Maruiachuing Origralion Dute:  [4,15/2009 VN Mo n
Coantace Persan Hir. Riob Pience Mobfcation Date:  DOVOODO00 NCH Mo
Pran ko B2 ATI? Matifcation Typa:
FAX Mo BCH Mo
PART B: PROBLEM CATEGDRY:
Calegory O Error STATLS OF WORK: wa Clased -
(e — - ST QR W'nrk Complete Deate: DOD0L0000
Balerance Dorgments; Irntascr mall on thad Moo achacend 1o mens mom his malbel damags io ]

it pantieone Fedrarval of desssl iiled delenciabed s, st

Gpec O - M v = | |ared bearers. Dhamage exlerds spoioenately 2 faet

PART C: BECUIRED ACTROR:

Frocied vty senorval of all deteroialed rabisal - prapaie esbimabe fof repal ard Cidt seplacevent ateials. Archiect vl piode
shziches clof ieplacanent

PART [ WORK ACTRATIES AND MATERAL S NECESSARY FOR CORRECTIVE ACTION

COST CATEGDRY FINAL COST DATA COMMENTS

PART E: APPROVALS TO PROCEED

Contracinrs astimabe

CIOST CODES HOURS DOSTS i= $4000 1 repain
14000 - |20 I [2500 damnge. This is out
Plegss Salact = | |1 of scope and is &
Plazse Select - 1] U ble oosl bof
Plagss Salact I (work necassany o

= . 1 b repair unexpecied
Please Select = [ damnge
N

WA Accepled By

Response Nisalily Azouiance Appeoval

DLDILO0m

Recvd:
04 Inspesctor MIP. Bob Schwesnz -
[ERE ]
[ogriums| Hppr sl
Submit || Reburn with Ho Change
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To get to the WA form at
the right, the user logs
onto the program and
arrives at the Main Menu.
From the Main Menu, the

user selects the “Edit
Forms” button.

This opens the “Edit
Menu” where the user
selects the pull down
selector next to the WA
line. The pull down

selector on the WA line
shows the available WAs
stored in the system. The
user highlights a WA and
selects the “Edit This WA”
button and the form
appears.



WA: Heading from Stored Data

WORK AUTHORIZATION (WA) | Delete |
Print
Project No.: 3334 02 - Date: 10/01/2009
Project: Town Hall Remodel
Location: Big Town Usa WA No: 22 Rew

THIS POCUMENT AUTHORLZES THE IDENTIFIED CONTRACTOR IN PART A TO PERFORM THE WORK DEFINED BELOW. PRIOR TO
START OF ANY WORK, THE CONTRACTOR MUST RETURN A SIGNED COPY OF THIS DOCUMENT SIGHIFYING AGREEMENT TO
PERFORM THE WORK FOR THE COSTS DEFINED BELOW. THE CONTRACTOR SHALL PROVIDED NOTIFICATION IF COSTS ARE TO
EXCEED BUDGETED COST.

= See VN form for Heading description

WA Part A: Contractor Performing Work

Purchase Order: 100246 Unit #3 - Babcock Powe »  Originator: Bill Boyle - RFI No.:

Company Mame: Babeock Power Origination Date:  04,/05/2009 VN No.: 215
: i Motification Date:

Contact Person: Bill Boyle otmcation Late: 04/05/2003 NCR No.: 215

Phone Mo.: [B03) 8827122 Notification Type: e-mail

FAX No.- BCHN No.: 215

= Purchase Order: <contractor being assigned new work> use pull down menu
to select subcontractor — all other fields are filled in from database — direct
entry allowed

= Originator: <person authorizing new work> use pull down selector to enter
the name of person responsible for new work

= Originator Date: <date this change was identified> direct enter data when
change was identified

= Notification Date: <date contractor notified of new work> enter date when
WA is authorized

= Notification Type: <form of notification> email, regular mail, verbal, etc.

Note orange section to right shows all other related forms — do not make changes in
this area
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WA Part B: Problem Category

PART B: PROBLEM CATEGORY:

CATEGORY OF ERROR STATUS OF WORK: FCR Open -
DESCRIPTION Work Complete Date: 04/12/2003
Flease Select
REFERENCE DOCUMENTS detail description i
reference documents -

= Category of Error: <type of problem WA written to fix> use pull down selector
or direct entry

= Reference Documents: <note any special reference documents that address
the scope of the WA> direct entry into form

= Status of Work: <WA status> use pull down selector to define condition — no
new entry allowed

=  Work Complete Date: <date work is approved as complete> direct enter date

WA Part C: Required Action

PART C: REQUIRED ACTION:

Froblem Resolution

= Required Action: <description of work to be performed> direct entry onto
form

WA Part D: Work Activities and Estimated Costs

PART D: WORK ACTIVITIES AND MATERIALS NECESSARY FOR CORRECTIVE ACTION

COST CATEGORY FINAL COST DATA COMMENTS
COST CODES HOURS  COSTS comments It
20.222.12345.XX =~ |33 333
Please Select * |[33 333
Please Select -
Please Select -
Please Select N NEE | 333
Please Select - 333
99 | [1o98 | i
.8 |
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= Cost Table <enter all FINAL costs> select Cost Code from pull down selector

or direct entry — enter hours and dollars into fields

= Comments: <enter any special comments>

WA Part E: Approvals /Authorizations

Field Change Accepted By:

Date: 04,/05/2009

[zigniture]

Quality Azsurance Approval

[ Inspectar: - Harry Smith

Approval Date:

04/05/2009

-

Submit | ‘ Return with No Change

Signature: <approver hard copy signature> no entry on form — used for
signature on hard copy of form

Date: <date approver signed form> direct entry — date entered on hard
copy of form

Submit Button: <submits form data to the database> a single left mouse
click to select — enters all form data and saves all information

Return with No Change Button: <closes form without updating database>
selecting button closes form without updating database — does not save data

QA Inspector: <quality inspector verifying acceptable work> use pull down
menu to select from a list of names - direct entry allowed

Approval Date: <date QA Inspector approved work> direct entry of date onto
form
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The Non-Conformance Report (NCR)
(used to document impact of design or work conditions changes)

The NCR form contains the following sections:

= NCR: Heading from Stored Data

= NCR Part A: Contractor Performing Work

= NCR Part B: Problem Category

= NCR Part C: Required Action

= NCR Part D: Work Activities and Estimated Costs
= NCR Part E Approvals /Authorizations

Note: The following section described the inputs for each field on the NCR.
However, since the NCR is created from a VN form, most of the fields will already be

filled in.

To get to the NCR form
at the right, the user
logs onto the program
and arrives at the Main
Menu. From the Main
Menu, the user selects
the “Edit Forms” button.

This opens the “Edit
Menu” where the user
selects the pull down
selector next to the NCR
line. The pull down
selector on the NCR line
shows all the available
NCRs stored in the
system. The user
highlights an NCR and
selects the “Edit This
NCR” and the form
appears.

NON-CONFORMANCE REPORT (NCR) Delote

THIS IS A REQUEST FOR APPROVAL OF A NONCONFORMANCE Print

D ate: 04/05/2009
| NCRNo: 215 |

Project No: 100247 -

Project:  Big Town Power Station
Location: Hometown, MA 02726

PART A: ASSOCIATED VARIANCE DOCUMENTS:

Originator:  Please Select +  BReference Documents: VN No: 215
Origination Date: [4/05/2009 reference documents - RF1 Ho:
BCN No: 215

~| FCRHNo: 215

PART B: PROBLEM DESCRIPTION:

NCR Status: NCR Open ~

CATEGORY OF NONCONFORMANCE DETAIL OF NONCOHFORMAMNCE

Please Select ~  Shoit Desc short description -
Material Description: Detail
caibon steel - ipti o
detail description -
Item No: |A23E |
System No: [Main steam | -

PART C: PROBLEM RESOLUTION:

Responsible Party Information COST CATAGORIES AND CODES FINAL COST

P.O# 100245 Unit #3 - COST CODES HOURS COSTS
Co. Name: Babcock Power 20.222.123453¢ - |33 ] [233
Contact  Bill Bayle Please Select v [z | [z33
Phone: [508) B52-7122 Please Select - 333

Faw: Please Select - 333
Notification Date: [04,/05/2009 Please Select - [3 | [333
Notification Type: Please Select - 333

[oa | 1998
DISPOSITION:
Problem Resolution -

‘

PART D: COMMENT S

nct comments -

‘ u

PART E: APPROVALS

QA Inspection Work Complete:  04/12/20039

W Gallagher - 04/06/2009
Piof:r::ililzed By T Eng/0Q4A Inspection Complete Date
Bill Boyls -
Enar Authorized By Submit ] [ Return with No Change




NCR: Heading

NON-CONFORMANCE REPORT (NCR) | Delete |
THIS 15 A REQUEST FOR APPROVAL OF A NONCONFORMAMCE | Print |
Project No: 4247 - D ate: 04./05/2009
Project:  Big Town Power Station .
Location: Hometown, MA 02728 NCR No: 215
See VN form section for input to this section
NCR Part A: Contractor Performing Work
|
Originator:  Plegse Select + Reference Documents: VH Ho: 215
Origination Date: 04/05/2003 reference documents RFI No:
BCH No: 215
=| FCRMo: 215

= Originator: <person authorizing new work> use pull down selector to enter
the name of person responsible for new work

= Originator Date: <date this change was identified> direct enter data when

change was identified

= Reference Documents:

the scope of the NCR> direct entry into form

NCR Part B: Problem Category

<note any special reference documents that address

CATEGORY OF NONCONFORMANCE
Flease Select

M aterial Description:

k4

carbon steel

DETAIL OF NONCONFORMANCE

Short Desc

Detail
D escription

NCR 5tatus: MCR Open

*

short description

Item No: |,&235

System No: |Main steam

detail description

= Category of Non-Conformance: <category of problem> use pull down selector

or direct entry

= Material Description:
issues> direct form entry

<a text field that allows user to define specific material
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Item No: <a text field that allows the user to identify a specific item number
from a drawing, report, etc.> direct form entry

System No.: <a text field that allows the user to identify a system identifier
from a drawing, report, etc.> direct form entry

Short Desc: <a brief description of the out of conformance issue> direct form
entry

Detail Description: <a detailed description of the non-conformance> direct
form entry

NCR Part C: Work Activities and Estimated Costs

Responsible Party Information COST CATAGORIES AND CODES FINAL COST
PO#® 100246 Unit #3 - COST CODES HOURS C0STS
Co. Name: Babcock Power 20.222.12345.XX ~ |[33 333
Contact: Bill Eoyle Please Select - |33 333
Phone:  [508) 8527122 Please Select -
Please Select -
Motification Date: [04,05,/2009 Please Select N EE! | [332
Motification Type: [z-mail Please Select - 333
[o9 | [1908 |
DISPOSITION: 1
Problem Resalution

Responsible Party Information: <enter the company responsible for the non-
conformance> use pull down selector to select a company — selector fills in
lower fields — direct entry is available

Notify Date: <date supplier notified> enter date vendor was notified of
problem

Notification Type: <type of notification> enter text describing form of supplier
notification (mail, email, verbal, etc.)

Disposition: <enter problem resolution> direct form entry

Cost Table <enter all FINAL costs> select Cost Code from pull down selector
or direct entry — enter hours and dollars into fields
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NCR Part D: Comments

PART D: COMMENT S

ncr comments -

= Comments: <a text field that allows the user to enter any relevant
comments> direct form entry

NCR Part E: Approvals /ZAuthorizations

PART E: APPROVALS

QA Inspection Work Complete: 04/12/2003

W Gallagher - 04/05/2003
Praoﬁjrlfrililzed By T Eng/0QA Inspection Complete Date
Bill Eayle -
Engr Authorized By Submit ] l Return with No Change

= Signature: <approver hard copy signature> no entry on form — used for
signature on hard copy of form

= PM Authorized By: <enter authorized manager’'s name> use pull down menu
selector or direct entry

= Engr Authorized By: <enter authorized engineer's name> use pull down
menu selector or direct entry

= Date: <date approver signed form> direct entry — date entered on hard
copy of form

= Submit: - Command Button <submits form data to the database> a single
left mouse click to select — enters all form data and saves all information

= Return with No Change: - Command Button <closes form without updating

database> selecting button closes form without updating database — does not
save data
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EA/QA Inspection Complete: <quality inspector verifying acceptable work>
use pull down menu to select from a list of names - direct entry allowed

Date: <enter date EA/QA inspection is accepted> direct form entry

Work Complete: <date worked complete> direct form entry
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"~ Section 6: Overview of Reports

/E/_.

The following
IPW@J].@@& mgﬁﬂ@g@ﬂ' - process  produces
all reports.

Reports Meny

RFI Reports & Logs: @ From the Main
SaloctaRmnmemePuIIDownLlst: then Select ‘ :‘/-' Menu, Select the

Button I ’
R, //‘(/ o button “Reports” —

. -
: & e
Variance Reports & Logs . / the Reports Menu
Se[et:laReponFromﬂlePuIIannLIst: then ;zlm - <4 Sh uld p r. A II

Contract Status Reports: reports, except the
Selecta Report From the Pull Down List  then  3elect B C N Iette r y are
i created from the
Stz it Reports Menu to
the right.

On this menu are three categories of reports. The RFI reports are accessible by all
project parties. Variance and Contract reports, due to the sensitive nature of some
information, are available only to people authorized by the manager.

The second group of reports, Variance Reports and Logs contain cost and status
reports for variances, work authorizations, back charges, and non-conformances.
This group is accessed only with high level permissions. The third group of reports is
contract summarization reports and again is visible only with high levels of
permission.

Adding An Alternate User

Project Manager allows the Main User to create alternate users so that
subcontractors, engineers, other managers, etc. can actively participate and access
the program. Each alternate user can be assigned a different level of access
consistent with his project responsibility (full access, RFlI and RFI Reports, Read Only,
Read Only RFI).

The levels of permission or authorization are set by the main user from the Main
Menu -> Edit Profile button. The Authorized User screen provides main user
information (which can be updated) and a set of fields on the right of the screen that
allows identification of Alternate Users.
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Selecting this button opens the Authorized Users screen where the manager sets the
level of permissions for each user. The process of assigning an alternate user is as
follows; (1) assign and enter in the field a user name, (2) assign and enter a new
password, (3) select from the pull down menu the permission desired for the
alternate user and (4) click on the ‘Add User” button. The table below the Alternate

Users section shows all alternate users identified.

Edit and Delete buttons are available to Edit or Delete Alternate Users. When

complete, click on the “Submit” button.

7 Project Manager.—

AUTHORIZED USERS
Main User Alternate Users
First D User Name: | ]

Last — -
?\';al::: [Frankenbeta ]

S — L. ;
Company e o
Name: ———

User Type: |- Please Select - -

Company e
Streat:

e
City:

State: [Massachuseits ]

Version: 2.01

Email ~
[supporti@eerowet net
Address:

Submit I
Raturn to Main Menu

Running a Report

To run a report, the user selects

one of the three report lists (RFI, Reports Menu

Variance, and Contract)  pull RFI Reports & Logs:

down menu selectors and a Select a Report From the Pull Down List then \"’-Selectauir/
listing of available reports will be .
displayed — similar to that at i —

nght V RFI Aging Detail -

Select a report from the list by highlighting it with a mouse click and the report will

be highlighted.

The next step in running the report is selecting the “Run Report” button.
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After the “Run Report” button is selected, two pop up forms appear where the user
defines the range (i.e. start point to end point). In the first pop up form, the user
enters the beginning RFI number (or VN, BCN, WA, or NCR number depending on
report). The second pop up form is where the upper limit RFI (or VN, BCN, WA, or
NCR number depending on report) is entered. This sets the range of printing for the
report.

After pressing OK on the last range pop up, | e29€fremwebpage ()

another popp up forms appears where the user

tells the program to print all records or just the ,:9:, Filter for open records only?

open records. Selecting “OK” restricts the

report to only open records. Selecting “Cancel”

prints all records in the database that meet the
P [ QK l | Cancel

range restriction.

After this, the report should appear. To obtain the best print quality, however, the
user should go to the Internet Explorer menu and select File — Page Setup.

The user should then select landscape format with the top margin set at 1” and all
others at 0.5” — select OK and report will appear — ready for printing — select File
Print to final print the report.

All reports are run in this fashion.

Selecting the “X” in the upper right corner closes the report and returns the user to
the Report Menu.

Important Printing Notes:

Eliminate Internet headers and footers: Internet Explored uses default headers

: . o= v
and footers that take up valuable space. Select the printer icon and select
Page Setup to find and delete the headers and footers

Page Breaks: The user should upgrade to Internet Explored 8 (or later) to see the
page break capabilities.
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