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Introduction

1 Introduction

The goal of this manual is to assist with the use of RMS 3.0 Contractor Mode for

Contractors and Government personnel. There is a separate manual for Government Mode

3.0 located on our website here.

To install RMS 3.0 Contractor Mode see the "How to Install RMS 3.0 " article.

RMS 3.0 Contractor Mode is a new software package produced by the RMS Support Center

and will replace RMS 2.38 and QCS 2.38 together. This software package is one program

with both the Government and Contractor modes accessible from the main screen. For now,

when one mode has been activated and logged into, a program restart is required to

switch modes from Government Mode to Contractor Mode (and the other way around).

Please note that Contractor Mode is differentiated from Government Mode by gold tiles

while Government Mode has blue tiles.

Clicking the button on the top "Select a District to Login to Government Mode ---- Click

this Tile to Change to Contractor Mode" will change modes. RMS 3 will remember the last

mode it was changed to so next time the program is run, Contractors, for example, will not

have to keep switching to Contractor Mode.

9
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Contractors should select "Use CONTRACTOR Mode" for access to RMS 3.0 Contractor

Mode (replacement for QCS 2.38).

After clicking on Use Contractor Mode
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Make sure to click on "Switch to ID Login" after choosing Contractor Mode from the

previous prompt (Use Contractor Mode). Now, user registration can begin. To see how to

register a user please see the "How to Register a Username " article.

To sign into RMS 3.0, make sure a Government issued CAC card is inserted into the

computer's CAC card reader with the green light (if reader has one) on and then click on

the desired USACE District. Please see "Login Problems " to troubleshoot any possible

problems when logging in. Once a USACE District is clicked, a pin request window will pop

up. Please give RMS 3.0 longer than usual on first login as new contract data is being

cached. After first login, the next login should be significantly faster as the data is already

cached (stored locally).

Here is the estimated RMS 2.38 to RMS 3.0 Government Mode / Contractor Mode transition

schedule. Please note that as RMS 3.0 is in Beta mode that not all modules are completed.

We here at the RMS Support Center are thankful for assistance with perfecting our RMS 3.0

Beta software. If there are any cashes or unexpected behavior to contact us and let us know

either via http://rmssupport.helpserve.com/Tickets/Submit or email at

paul@rmssupport.com.

11

124

http://rmssupport.helpserve.com/Tickets/Submit
mailto:paul@rmssupport.com
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If there are any questions, suggestions, comments, requests please contact us at http://

rmssupport.helpserve.com/Tickets/Submit.

1.1 How to Install RMS 3.0

A contractor does not need to wait for the Government to set up a Prime Contractor for a

contract before installing and registering an account with Contractor Mode in RMS 3.0.

To install Contractor Mode (RMS 3.0) click on the following link: https://rms.usace.army.mil/

datafiles/rms3updates_production/rms3launchersetup.exe and download this to the

computer. The file is around 5.4MB. Please note that once this is downloaded, make sure to

Right Click --> Run As Administrator to install RMS 3.0 to the computer.

 --> 

http://rmssupport.helpserve.com/Tickets/Submit
http://rmssupport.helpserve.com/Tickets/Submit
https://rms.usace.army.mil/datafiles/rms3updates_production/rms3launchersetup.exe
https://rms.usace.army.mil/datafiles/rms3updates_production/rms3launchersetup.exe
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Follow all default installation prompts by hitting next repeatedly. After finishing, an RMS 3

icon will be placed on your desktop. If not please check out the "How to Add a Shortcut to

the Desktop " FAQ article.

Next, we need to set permissions for RMS 3.0 to run without Administrative privileges.

Open Windows Explorer and go to the C:\program files\ folder like this:

Basically, give USERS Modify permissions to the C:\program files\rms3 folder by right clicking

on the RMS3 folder inside of Program Files, go to Properties --> Security tab ---> Edit Button

---> Scroll down to users and check the box for Modify. Then click ok. Then RMS 3.0 Contractor

mode can be run without needing to right click and Run as Administrator.

Once installed and set up, the login screen should look similar to the screenshot below:

124
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If this is the first time using the system, an account will have to be created with the "New

Users - to Create an Account Click Here" button - see article "Register a Username "

1.2 How to Register Username

Creating an account in RMS 3.0 Contractor Mode is easy. Upon a fresh install, RMS looks

like this:

11
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As a Contractor, click on the “If you DO NOT have a DOD issued Smart Card, Click Here” -

this is the bottom most button on the above screen. This will change the login screen to the

below image:
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Please fill in First Name, Last Name, Email Address (this will be your login id), and copy/

paste a password example from the examples into both password fields. It is

recommended to copy/paste this to another secured location for ease of access when

logging into RMS 3.0 in the future. If a password is forgotten or lost, there is a “Forgotten

Password / Change Password” link. Make sure the email address is correct.

Click Create Account.

After creating an account the above popup window will show. Please give RMS a few

minutes to send a registration code email to the email address provided.

An email will arrive looking similar to this:
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Copy paste this registration code into the Registration Code box in the screen above (like

this):

The above image has the registration code from the email copy/pasted into the

Registration Code box. Please note it may help to copy/paste the registration code into

Notepad to ensure it has no leading spaces when copying from email. At this point Click on

Submit Registration Code.
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Please note that until a USACE Representative for the contract adds this email address to a

contract, nothing will be shown or accessible in RMS 3.0 Contractor Mode. Contact the

USACE Representative to get assigned a contract. The first Contractor getting the contract

will be known as the Administrator and have the ability to add additional contractors to

RMS 3.0 Contractor Mode.
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2 Administration

Topics included in this chapter:

1. Contract Description

2. Contract Access Control

3. Correspondence

4. Request for Information

5. Prime Contractor

6. Subcontractors

7. Contractor Insurance

8. Contractor Payroll

2.1 Contract Description

The "Administration | Contract Description" module contains general information related

to the contract that is entered by the USACE Representative for the contract. All of the

information in the Contract Description module is read only so if something needs to be

changed please contact the USACE Representative for the contract.
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The "Administration --> Contract Description" module screen contains a number of data

fields that are all read only and provided to give the Contractor Mode User information

entered by the Government Mode User regarding the contract.

Contract ID

The Contract ID is automatically assigned by Government Mode when the Government

Mode User creates the contract. It cannot be changed. It consists of a LETTER, followed by

seven NUMBERS. The first two characters indicate what USACE District created the contract.

For example if a contract ID starts with L1 it was created in the Los Angeles District; if L2

then it was created in the Sacramento District; and so forth. This number must be provided

to the RMS Support Center when requesting technical support. The Contract ID number is
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also located at the very top of the screen, right next to the Red Castle Icon in the upper left

hand corner.

Contract Number

A number assigned by the USACE to your contract. It is longer than the Contract ID and

contains multiple letters, digits, and dashes.

Delivery Order

The Delivery Order number is entered if the contract is actually a “Delivery Order” (Task

Order). Otherwise, it is entered as “NA”. This permits the same Contract Number to be used

for multiple Delivery or Task Orders.

Fiscal Year

The Fiscal Year (FY) indicates the FY the contract was awarded. In Government Mode, it is

used for such things as tracking potential retiring funds.

Contract Title

The Contract Title is a description of the contract as awarded. The title is limited to forty

(40) characters in length.

Short Title

The Short Title is used in many Contractor Mode reports and calendars and is the

abbreviated name of the contract. The description is limited to twenty (20) characters and

it is meant to easily identify the contract.

Contract Office

The Contract Office refers to the office that will administer the contract as the Contract

Administration Office (CAO). This is usually the office of the Administrative Contracting

Officer, or Contracting Officer Representative.

2.2 Contract Access Control

Often it is import to restrict access to certain modules and features in Contractor Mode. A

good example is with the "Administration --> Progress Payments" module where all of the

pay requests are found. Some users may want to restrict access to this module to certain

people who can see the pay requests. Still other users may want permissions to prepare the

pay request while not being able to complete it. RMS Contractor Mode offers the ability to

restrict access to some 26 different modules and features. These different access controls

may be grouped together and given a name such as "Submittal Clerk" for users who are

responsible for entering and monitoring submittals and transmittals or "QC Supervisor" for

users who are responsible for entering and managing QC related data such as daily reports,

equipment checks, and exposure hours. When various access controls are grouped together

it is called a "Role". Setting User Roles is done outside of the contract at the contract
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selection screen. Users in Contractor Mode may also be given administrator privileges. An

administrator is like a "super-user" in that they have full access to every contract that has

been linked with their employer and they may grant or revoke administrator privilege to

any other Contractor Mode user in their company. It is important to note that only a

Contractor Mode User with administrator privilege may access the "Administration -->

Contract Access Control" module for each contract.

This is the Administration --> Contract Access Control module (above). Remember that

roles are assigned outside of the contract (click back several times to go back to the

contract selection view):

Notice the User Roles button on the top right (circled in red). From here we can assign User

Roles that can later be assigned to staff in specific contracts. Click on User Roles:
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On this screen click Add to add a user role:

Here a very detailed set of permissions can be assigned to a user role (which can then be

assigned to any number of staff). Options for each module include, No Access, Read Only
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Access, and Read & Write Access. Give the user role a title and then go back to a Contract

--> Administration --> Contract Access Control.

Click the blue box (a lookup window) to select a Staff Member and a Contract User Role.

Remember, Staff can be added in the same general location as a User Roles (except

clicking Staff instead of User Roles).

Here we are assigning Submittals to a staff member named Bruce Thomas. Click ok to

assign this user role to Bruce. Then click back to go back to the Contract Access Control

Entries.
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2.3 Correspondence

The "Administration --> Correspondence" module will allow the Contractor and the USACE

to exchange correspondence letters within Government Mode and Contractor Mode. In

addition, they will be able to include file attachments to the letters. The letters that will be

able to be sent will include contractor Home (H-###) and Site (S-####) letters. Basically,

the contractor will be able to designate either a Site or Home using the current check out

scheme. The Government will accept the ’first’ answer to a particular letter from either the

H or S office and will ignore subsequent answers. Also, the Government will be able to

generate both RFP and C letters to send them to the Contractor. The generated letters are

able to be answered by either the Home or the Site office.

Using the "Administration --> Correspondence" module users will be able to maintain a

log of all documents sent or received on a specific contract. The Correspondence module

has sorting options at the top of the window to allow ease of access. For example, one can

sort by drafts (not completed yet), or by letters sent, or specifically, letters received that

require answers or have unresolved issues.
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Correspondence is now all on one selection grid with the ability to sort by letter status

(Draft, Sent, Received). On first load, the Correspondence Module will have all letters

visible (C, H, S, RFP, MEM).

Clicking the Add button will bring up a list of two letter options (Letter from Contractor

Home Office and Letter from Contractor Site Office) shown below:

Once the type of letter has been selected, a window like the one below will show asking

the letter to be numbered:
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After adding a letter, this is the Correspondence Letter View:
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Notice the two column grids on the bottom (side by side). The column on the left are

letters answered by this letter (H-0004) and the column on the right are letters that are

answering this letter (H-0004).

The Document Packages in the middle is RMS 3's new attachment widget allowing any sort

of attachments (pictures, documents, audio files, PDFs, etc) to the correspondence letter.

Any number of Document Packages can be added - think of a document package as a

folder in a filing case, you can put any number of documents inside of a folder and you can

have many folders inside of a cabinet. The Document Package is the cabinet. When clicking

add, it creates a folder that collects documents.

When clicking Add on the Document Package, an attachment view will appear (below).

Notice the title is still the Correspondence Letter C-0055. Users can drag/drop as many

documents as they want from Windows Explorer (current file size limit is 50mb) for this

specific package. Once done, clicking back will take users back to the Correspondence C-

0055 letter and the Document Packages will show one folder of attachments (see next

image).
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After attaching documents and clicking back, this is what the Document Packages will look

like:

Remember, a Correspondence Letter may have as many Document Packages (that contain

attachments) as a user wants.
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Checking the "Requires Answer" asks the Government Mode users to respond with an

answer letter.

To complete out a Correspondence Letter after all information has been entered, notice

the Sent Status on the upper right hand corner of the image above. When the dropdown

arrow is clicked, a user will see an image similar to the one below:

In later updates to this help article, information on Generating a Document will be added.

2.4 Request for Information

During the course of the contract it is often necessary to obtain clarification, guidance, or

interpretation on certain aspects of the contract. This can include the written documents

(specifications), plans (contract drawings), or interpretation and application of the contract

as a whole. This is what the Request for Information module was built for. Now with the

new document package manager (allowing any type of attachments, any number under a

50mb/each limit) RFIs are an even better way of communicating with the USACE

Representative for the contract.

RFIs include the following key items:

· Information requested

· Date Requested

· Contractor’s Recommendation

· Will it result in a cost or schedule impact to the contract?

· Attachments such as contract drawings, sketches, or photos 
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Like other modules in RMS, information can be sorted with the buttons on the top - All

RFIs, Prepare RFIs, RFIs Awaiting Response.

Clicking add brings up the following window (below):
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Input a Requested Date. Notice that the Completed - Ready for Government box is greyed

out. This will not ungrey until a Requested date and Information Requested has been

entered.

Any number of Document Packages (discussed in "Correspondence ") can be added to

the specific RFI.

When everything is entered and ready to go to the Government, check the "Completed -

Ready for Government" box on the top right corner of the screen.

24
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2.5 Prime Contractor

The "Administration --> Prime Contractor" module allows for a variety of information that

is related to the prime contractor to be entered such as address, points of contact, bond

information, and more.

The "Administration --> Prime Contractor" module exists in both RMS Government Mode

and Contractor Mode. However in Contractor Mode the Responsibility Code, DUNS No,

Contractor Short Name, and Contractor Name data fields are all read only and may only be

changed in Government Mode except for the responsibility code which is always "PRIM".

When a contract is created in Government Mode by default a contractor with the

responsibility code of "PRIM" is created.
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DUNS Code

The DUNS Code is entered in Government Mode and is read only in Contractor Mode.

The DUNS No. is a nine-digit (or thirteen-digit) Contractor CEC number (DUNS # or DUNS

+4#), as it appears on the Contractor’s proposal or contract award letter. A sample CEC

number is “03-8074381”. (FAR 52.204-4, Contractor Establishment Code (CEC)). The CEC is a

9-digit code assigned to a Contractor that contracts with a Federal executive agency. The

CEC system is a contractor identification coding system that is currently the Dun and

Bradstreet Data Universal Numbering System (DUNS). The CEC system is distinct from the

Federal Identification Numbering (TIN) system. The Government will obtain a CEC for any

awardee that does not have or does not know its CEC. The CEC number should be found on
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the executed SF 1422, in block 14. It is also used in Block 2 of the DD Form 2626,

Performance Evaluation (Construction), form in CCASS.

Responsibility Code

This code should match the Contractor’s scheduling package if one is being used. It must

be unique and cannot be assigned to any other subcontractor for this contract. The

responsibility code for the Prime Contractor is always PRIM and a record for the prime

contractor is create by Government Mode when the contract is created.

NAICS Code

Enter the NAICS code here. A sample NAICS code is “236220”, for “Commercial and

Institutional Building Construction” (most of our Contractors will have this code).

The North American Industry Classification System (NAICS) has replaced the U.S. Standard

Industrial Classification (SIC) system. NAICS was developed jointly by the U.S., Canada, and

Mexico to provide new comparability in statistics about business activity across North

America. To locate your NAICS code for Construction please click https://www.naics.com/.

2.6 Subcontractors

Subcontractor entry is an essential part of the RMS Contractor Mode program. For

example, attaching a subcontractor to each activity will link submittal items to the

subcontractor. With the subcontractor linked to activities, Contractor Mode knows who has

related responsibilities, such as for Preparatory and Initial Inspections. A subcontractor list

is necessary to document Labor Interviews. Without the subcontractor data, daily Labor

Hours cannot be posted in the Daily Quality Control Report. Subcontractor deficiencies are

noted on the Contractor Pay Request worksheet. Subcontract amount and particulars are

required per the Prompt Payment Act.

https://www.naics.com/


35

RMS 3 Contractor Mode                                                                                                                                                                                                                                                                                           © 2017

Administration

Clicking the Add button brings up a window asking for the Responsibility Code.
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This code should match the Contractor’s scheduling package if one is being used. It must

be unique and cannot be assigned to any other subcontractor for this contract. The

responsibility code for the Prime Contractor is always PRIM and a record for the prime

contractor is create by Government Mode when the contract is created. If a subcontractor is

performing more that one type (feature) of work, enter the code for his most ‘significant’

work. An alpha/numeric identifier is almost always used within a commercial scheduling

package and can easily be imported into Contractor Mode. The USACE’s Standard Data

Exchange Format (SDEF) specifies numeric identifiers only, however, Contractor Mode will

accept either/or.

It is best to work with the scheduler (if there is one for the contract) on the responsibility

codes to be used so when a code is entered in Contractor Mode it will match the code

being used by the scheduler. Otherwise the same subcontractor may end up with two

different codes and shown twice in the Data Grid with activities being assigned to one

code while accidents and labor hours are assigned to the second code.

Trade

Use the lookup to select the major trade represented by this Subcontractor.

POC
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Enter the primary Point-Of-Contact at the subcontractor's home office. This name will be

used for reporting Warranty issues at the conclusion of the contract.

Subcontract Amount

This amount should agree with the contractor Activity distribution within the construction

schedule of values. The requirement to provide the amount of the Subcontract is a clear

contract requirement and is used to show compliance to the Prompt Payment Act, among

other things.

Once this information is filled out, click the Back button to see the Subcontractor added to

the list of Subcontractors for the contract.

2.7 Contractor Insurance

The contractor insurance module is designed to track the insurance of both the Prime

contractor as well as the sub contractors. Each and every contractor will have a record that

can be edited to show the correct expiration dates of each contractor.
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Prior to commencement of work, insurance documentation is required to be furnished to

the Government by the Prime Contractor. The Prime Contractor is responsible to provide

documentation of each Subcontractor prior to their commencement of work. The

requirements for such insurance is usually found in specification entitled: “Required

Insurance”. The insurance coverage must amount to at least the limits referred to in the

contract. However, where the Financial Responsibility Compulsory Insurance Law of the

State in which the contract is located requires higher limits, policies should provide

coverage of at least those limits.

Entries here are added from the Subcontractors module. Clicking Edit on a Subcontractor

brings up the following window:
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The three General Insurance, Auto Insurance, and Workman Comp Expires dates remain

from QCS 2.38 but now added is the Document Packages widget that allows an unlimited

number of document packages for the Contractor Insurance. Insurance Documents can be

uploaded by the Contractor throughout the contract as needed.

If an error message appears when clicking edit (above) - go to Administration -->

Subcontractors --> Edit --- and make sure the "Insurance Required?" checkbox is checked

(below):
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2.8 Contractor Payroll

Tracking and documenting of contractor payrolls is required on typical military and civil

construction projects in the United States that fall under the auspices of the Davis-Bacon

Act. In some limited cases, this is also required on contracts performed in overseas

(OConus) locations.

If payrolls are required to be tracked, it is extremely important that it be tracked and the

Prime Contractor keeps all payroll reporting up to date and current.

Some United States Army Corps of Engineers offices elect to enter payroll data themselves,

while other offices require the Contractor to enter the data. If the screen is indicated as

“Read Only”, the Government will enter the data after the Contractor provides

documentation as required.

If a payroll is not shown or current on this screen, it will be listed on the Pay Estimate

Worksheet each time a Pay Request is submitted for payment considerations.
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Payroll in Contractor Mode is very similar to what it was in QCS 2.38. N for Non-Work

Week, S for Payroll Submitted, P for Problem Payroll. Also, First Day on Site, Last Day on

Site are accessible via the bottom left window.

The Contractor Payrolls module contains a Data Grid where each row represents a

subcontractor. Other than the first two columns of the Data Grid, all the columns represents

each week of the contract from start of the contract to the current/final week. Use the

horizontal scroll bar along the bottom of the Data Grid to move between the various

weeks. Below the Data Grid are two panels. The left panel contains the first and last day on

site for the active contractor as well as their SF1413 date. The right panel is the information

that is to be entered into the Data Grid.
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The first week ending date is determined from the contract's actual NTP date. If there is no

actual NTP date then the scheduled NTP date is used. If there is no scheduled NTP date

then the current date is used. Regardless of the date selected it is always incremented to

Saturday.

The last week ending date is determined from the contract's actual physical completion

date. If the contract doesn't have an actual physical completion date then the current date

is used. Regardless of the date selected it is always incremented to a Saturday.

The SF 1413 is used by all executive agencies, including the United States Army Corps of

Engineers. The SF 1413 provides the following information:

· Identifies all of the subcontractors under the prime contractor.

· Identifies each subcontractor's scope of work, award date, and subcontractor number.

The SF 1413 also provides formal notification to subcontractors of the labor laws and

associated clauses they are responsible for complying with. Since the form provides formal

notification it is acknowledged by both parties and becomes a part of the contract.
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3 Finances

Topics included in this chapter:

1. Pay Activities

2. Progress Payment

3.1 Pay Activities

The RMS Government Mode and Contractor Mode can be used to track finances pertaining

to the contract. Finances are tracked by using pay activates that can be either entered

manually or imported through a Standard Data Exchange Format file (SDEF) via a program

like Primavera. These pay activities are associated with financial values that will be paid out

upon completion. Due to the fact that pay activities are used to pay out the contract, it is

critical to enter pay activities correctly. Payments cannot be completed unless the total

amount of pay activities matches the CLINS (Contractor Line Item Numbers) which match

the contract amount. When everything is balanced, the sum of pay activities will balance

out with the contract amount.

Pay Activities are typically imported from the Contractor’s NAS (Scheduling Package) but

can also be entered manually into Contractor Mode. The contractor enters information

related to pay activities linking the activity to a subcontractor, a feature of work, and most

importantly, assigning the activity to a line item and giving the activity a dollar amount.

44
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This is the Pay Activities view in RMS Contractor Mode. Contractor first starting their

contract may not see any activities and will see a variance between the current contract

amount and the sum of all activities.
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Notice the information bar at the bottom giving information on the current selected Pay

Activity on the left and total contract / sum of activities with their variance (difference) on

the right. This totals bar will help identify when activities aren’t matching up with line items.

Clicking the Add button will show a screen like the one below:

If Primavera is not going to be used, manual adding of pay activities is recommended.

Here, an Activity Number must be assigned, then a description to help identify the activity.

After both have been entered, a subcontractor can be assigned (from the Administration --

> Subcontractors area). If there are no subcontractors, exit the activity and go to the

Administration tab à Subcontractors tile to add Subcontractors to the list. The same thing

goes for the Feature lookup. Click the blue <Not Set> to get a lookup for Features of Work.

Features of Work are in the QC Tab à Features of Work Tile in Contractor Mode.

Activity ID

The Activity ID must be unique and less than 11 characters in length. Only letters and

numbers can be used for this (Example: 0001 or AC001).

Duration
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Duration in work days represents the number of actual workdays the activity takes from its

start to its completion. If a scheduling system is used, this information will be imported

from that system via the Standard Data Exchange Format (SDEF) file.

Work Category

Work Category codes catalog activities into broad disciplines for reporting purposes. These

categories come from RMS Government Mode (Government Library --> Work Categories).

For RMS 3.0 Contractor Mode, if a category needs added or removed, please ask the

USACE Rep for the contract to add this. Suggested list of Work Category Codes are:

· A = Architectural

· C = Civil

· E = Electrical

· F = Fire Extinguishing Systems

· H = Family Housing

· M = Mechanical

· P = Plumbing

· R = Roofing

· S = Structural

· T = Safety

· X = Administrative

· Z = Hazardous / Toxic

Also note that on the main screen, when clicking the Delete button, the ability of multiple

deletion is allowed:

Once enabling Multiple Deletion, more than one record can be selected at a time to

delete.

3.2 Progress Payment

The RMS 3.0 Contractor Mode program allows contractors to submit Progress Payments

with the exchange of data electronically with the Government. The Progress Payments

module allows tracking of all aspects of payments on the contract. The Contractor submits

a request for payment by Pay Activities. The request can either be for a specific dollar

amount, or for a percentage of the pay activity amount or quantity. The Contractor and

Government Representative should jointly review the Contractor's request, check for any
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outstanding requirements and determine what the allowed amount will be (again using the

specific dollars or a percentage). Retained percentages are also taken into consideration. 

In accordance with the Contract Clause, "Prompt Payment for Construction Contracts", the

Prompt Payment Act (PPA), payments are required to be made within 14 calendar days of

receipt of a proper invoice. When submitting the pay request, make sure it is accompanied

by a certification as specified in the contract. The office receiving the payment request

ensures that the pay request is correct and, if not, returns it to the Contractor within 7

calendar days, otherwise it will be assumed correct and interest will be paid if a late

payment takes place. The PPA certificate can be printed directly from the RMS program

(both Government and Contractor Modes).

Click the Far Requirements for Prompt Payment  for more information on Progress

Payments.

The Progress Payments are under the Finances Tile --> Progress Payment Module:

56
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This screen shows all the completed Progress Payments in the selection gird. The only

options are to edit those completed payments or, on the bottom right, Prepare the next

Pay Request. The Prepare Pay Request No 32 will not change to No 33 until the

Government completes out the pay request on their end after which Progress Payment No

32 will then be shown in the selection grid and the button will then show Prepare Pay

Request No 33.

Adding a Pay Period

Click on the "Prepare Pay Request No. ##" on the lower right hand corner of the screen.

After pushing this button, RMS Contractor Mode will add a new pay period and come up
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with a new screen with information to complete the current request. Only the current pay

estimate can be edited as past invoices can only be viewed (read only).

Clicking "Prepare Pay Request No. ##" will bring up a screen like the one below:

The Progress Payment Module has 6 tabs: "Requested Activity Earnings, Requested CLIN

Earnings, Subcontractor Earnings, Additional Earnings, Payment POCs, and Document

Package." Below these tabs are tiles that allow sorting of the activities in the selection grid

- "All Activities, Activities not Fully Paid, Activities with Earnings this Period." For ease of

use, clicking "Copy Previous Activity Earnings" allows previous activity percentages from

the previous Progress Payment if one exists. To process the payment, request payment

(total to date) on the activities, enter a Pay Period Thru and Payment Invoice Dates (on the

bottom) and then check the "Requested Earnings Complete" box. Checking the Requested

Earnings Complete Box will send the payment to the Government for processing. Once

checked, the payment becomes read only. If changes need to be made, the Government

can send the payment back for corrections.
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Often times it is common for this information to be imported through a scheduling

program such as Primavera. However, if Primavera is not used on the contract, activity

values can be manually entered for Earnings this Period.

Payments to the contractor and payment frequency are set forth in the “Payments Under

Fixed Price Construction Contracts”, or an equivalent clause of the contract. Frequency of

payment is usually specified as monthly, but the pay period should be mutually agreed

upon by appropriate Government and Contractor person, or as specified in the contract.

Progress payments are based on the value of acceptable work the Contractor has placed

from one pay period to the next. That is, a Contractor is paid according to the percentage

or quantity of work that has been satisfactorily completed, or partially completed as the

case may be. Preferably, mutual agreement is obtained with the Government and

Contractor on progressive earnings through consultation prior to preparing the formal pay

request.

The estimate must be arithmetically correct. The Contractor or authorized representative

should sign the original before forwarding the final request for payment to the

Government. When a NAS is used, it should provide the supporting data for interim pay

estimates. When there is an unreconciled disagreement in the amount of contractor

earnings, the Government advises the Contractor of the differences and makes the

payment.

Subcontractor Earnings and Deductions

In accordance FAR 52.232-5 — “Payments Under Fixed-Price Construction Contracts”, RMS

and QCS has been provided with screens to accommodate the information specified to be

furnished by the Prime Contractor relative to Subcontractors used on the contract.
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Prompt Payment Certification Report
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Additional Earnings

Occasionally, the need may exist to request additional earnings that are not addressed

within the specific pay activities or the need may exist to make deductions in the pay

request for other items as shown below:

Stored Materials

There are two different types of stored materials: Included in Activity Earnings and Not

Included in Activity Earnings.

Stored materials that are included in activity earnings could be such items as “gypsum

board”. The activity could be labeled as “Drywall” and the gypsum board is an item for that

activity and it has been delivered to the jobsite, but not yet incorporated into the work. Any

amount listed here will not reduce or increase earnings. Its primary purpose is to reflect

accurate progress (percentage) of work actually in place. The earning amount will be

reduced by the value of the stored materials prior to computing the actual progress

percentage. The amount should ultimately be reduced to “ZERO” when all material is

incorporated into the work.



55

RMS 3 Contractor Mode                                                                                                                                                                                                                                                                                           © 2017

Finances

Stored materials that are not included in activity earnings could be such items that have

been delivered to the jobsite but not yet incorporated. For example, if you had an activity

called “Fencing”, the item could be “chain link fabric”. The fencing will be paid for by the

lineal feet (LF) of installed fence, but none has yet been installed. The fabric is delivered

but is not addressed in any specific Contract Line Item (CLIN) – sometimes called “Bid

Items”. The amount entered here will be processed IN ADDITION to any activity earnings

requested. It should be reduced to “ZERO” as the material is incorporated into the work.

Other Earnings not included in Activity Earnings

Similar to the stored materials above, there are two other categories of expenses for which

payment is authorized in accordance with the Federal Acquisition Regulations (FAR) -

Preparatory Work and Performance and Payment Bonds.

Preparatory Work

Preparatory work is often encountered on UNIT PRICE contracts, where items such as

“Mobilization” or “Demobilization” are not specifically addressed as a line item for which

payment can be made. Payment may be extended for such costs, but must also be reduced

as the work is placed. This amount should be “ZERO” when the contract is complete.

Performance and Payment Bonds

Not unlike “Preparatory Work” in the previous paragraph, Performance and Payment Bonds

may be reimbursed as “up-front” costs when not specifically part of a contract line item.

This also must be reduced as the work progresses. This amount should also be “ZERO”

when the contract is complete.

Subcontractor Deductions

 When the Prime Contractor withholds earnings from a Subcontractor, the Government

must HOLD the funds on behalf of the Prime Contractor. This is a strict requirement of the

Prompt Payment Act and must be adhered to.

Payment POCs
This screen includes information on any assignment that may have been extended and the

person(s) to contact in the event of a defective invoice.
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Clicking the "Requested Earnings Complete" checkbox makes the invoice read only and

sends the payment to the Government for processing.

3.2.1 FAR Requirements for Prompt Payment

· The “designated billing office” is defined as the office or person designated in the

contract to first receive the contractor’s invoice or request for payment. In most cases, this

will be the Area, Resident or Project Office that is administrating the construction

contract on behalf of the Corps of Engineers.

· A “proper invoice” is defined by FAR clause 52.232-27(a)(2) and must include, among

other items, “substantiation” of the amounts requested and “certification” in accordance

with the requirements of clause 52.232-5. Payment will not be made without contractor

substantiation of the amounts requested and certification that previous amounts were

expended in accordance with the contract, subcontractors and suppliers have been paid

from previous payments and will be paid promptly from the payment requested, and

that the prime contractor’s payment request does not include any amounts to be

withheld or retained from a subcontractor. The certification must appear exactly as

stated in the aforementioned clause and be fully executed by the contractor. The degree
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of substantiation required will depend upon the type of work involved and will be left to

the discretion of the Contracting Officer. In most cases, however, an update of the

approved contract price breakdown indicating itemized completion percentages that

were established by mutual agreement between government and contractor contract

personnel would constitute substantiation of work-inplace.

· If an invoice is found to be improper or defective, as defined by 52.232-27(a) (2), the

contractor must be notified of the defect within 7 days after receipt of the invoice. It is

recommended that the initial notification be placed telephonically (see clause 52.232-

27(a) (2) (vii) and then confirmed in writing. The “clock” is effectively stopped upon

notification of the defect and the whole process starts over with the resubmission of the

corrected invoice. Disagreement between the Government and the Contractor over the

payment amount, issues of contract compliance or retainage does not form the basis for

finding the invoice to be defective and requiring resubmission. However, since clause

52.232-27(a) (4) (iv) states that “Interest penalties are not required on payment delays

due to disagreement….” it is imperative that the ENG Form 93 be annotated to document

the delay and alert the designated payment office not to pay interest during the delay

period.

· If the Government takes longer than 7 days to notify the contractor of an invoice defect,

the subsequent payment period for processing the corrected invoice is shortened by the

number of days that the Government exceeded the 7 day requirement (e.g., if the

specified due date is 14 days after receipt, and the Government takes 10 days to notify

the Contractor of a defect, payment of the corrected invoice is due 11 days after receipt).

· The due date for progress payments shall be 14 days after receipt of a proper payment

request. This requirement is contained in P.L. 100—496 and is not subject to negotiation.

The FAC (Federal Acquisition Circular 84-45) does provide for making a determination as

to a contract or class of contracts and specifying, in the solicitation, “a period longer than

14 days if required to afford the Government a practicable opportunity Quality Control

System Page 6-4 to adequately inspect the work and to determine the adequacy of the

contractor’s performance…” The Office of Management and Budget (OMB) Circular A-

125 states that, “extended payment periods would not be appropriate… for the mere

convenience of government employees, or to avoid any possibility of making late

payment.” In order to carry out the Congressional intent, determinations to specify longer

payment periods shall be made by the Contracting Officer and shall be documented by

written justification in the contract file. Current feedback from the field indicated that

where ENG Form 93’s are transmitted electronically to the payment office, the “50

percent rule” (in the payment office by close of business on the day that represents half

the pay period, or in this case, the 7th day) could usually be met.
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· The release of retained amounts shall be based on the Contracting Officer’s

determination that satisfactory progress has been made. Payment is due within 30 days,

or other specified period, after release is approved.

· On final payments, we don’t have the latitude of specifying a longer payment period.

Payment is due either the 30th day after receipt of the invoice or the 30th day after

Government acceptance of the work, whichever is later. Where final payment is subject to

settlement actions (e.g., release of claims), acceptance is deemed to have occurred the

effective date of settlement.

· If a contractor is overpaid (his performance is later found not in conformance with the

contract specifications or he has held retainage from a subcontractor and was paid the

full amount), the Government is entitled to interest, and the interest must be deducted

from the next available payment to the contractor. Although Clause 52.232-5(d)

predicates such action upon the contractor’s discovery of the “unearned amount”, there

may be instances where it is necessary for the Government to provide information for

discovery.

· Another major revision is the addition of some very detailed provisions applying to the

payment of subcontractors. The highlights are:

a. The provisions flow down to subcontractors and suppliers at all tiers. The prime

contractor must include a contract clause requiring each of its subcontractors to flow

down these same requirements t each of their subcontractors.

b. Contractors and subcontractors must pay their subcontractors within 7 days of receipt

of their respective payment. They may not specify longer payment periods in their

subcontracts.

c. Contractors and subcontractors must pay interest to their subcontractors for

payments made after the due date (7th day).

d. Interest that the contractor pays a subcontractor cannot be charged to the

Government.

e. The Contracting Officer must be provided copies of retainage and withholding

notices issued to subcontractors.

· While the sections on payments to subcontractors constitute a large portion of Clause

52.232-27, the Congress did not indicate it intended to place the Government in an

enforcement role between the prime and subcontractor on payment issues. Although the

requirements to provide the Contracting Officer with copies of correspondence to

Quality Control System Page 6-5 subcontractors may indicate deeper involvement, the

Office of the Chief Counsel has confirmed that neither OMB Circular A-125 nor the FAR

requires the Government to monitor and enforce activities between the prime and

subcontractor as identified in subparagraphs (d) (e) (f) and (g) of Clause 52.232.27.

Compliance with subparagraph (c) will be implemented through a mechanism similar to

the Statement and Acknowledgment Form used in the labor provisions.
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4 QA/QC

Topics included in this chapter:

1. QC Summary

2. QC Daily Report

3. Features of Work

4. 3 Phase Inspections

5. Hazard Analysis

6. QC Requirements

7. Equipment Checks

8. Exposure Hours

4.1 QC Summary

The QC Summary module gives an overview of the daily reports. This module is a major

design change from QCS 2.38. Instead of viewing each and every daily report, tiles at the

top allow for data to be grouped by a status type. For example, if QC Deficiencies needed

to be corrected, clicking the “Not Corrected” box in the QC Deficiencies would show every

Deficiency not corrected. The QC Summary window allows data to be organized for

Weather, QA/QC Deficiencies, QC Narratives, Activities Started/Finished, QC Requirements,

and Accidents reported by QC.
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For example, if the focus is on the Activities and Activities Not Started was clicked (see red

circle below in image) – then only activities without a Start Date will show. See the image

below:
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4.2 QC Daily Report

As a contract progresses, both QC (Contractor) and QA (Government) daily reports will be

created as soon as the Notice to Proceed (NTP) date and construction completed date are

entered into the schedule. QC daily reports are normally created by the contractor using

the Contractor Mode program while QA reports are created by a USACE employee using

the Government Mode program. These reports include activities started and completed,

inspections made, weather information, accidents, QC requirements met, problems

encountered and a variety of other information.  If the contract is a dredging contract then

daily dredging reports are to be created for each dredge on the contract. Dredging reports

are very similar to daily reports in many ways.
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Obtaining quality construction is a combined responsibility of the construction contractor

and the USACE. Their mutual goal is a quality product conforming to the contract

requirements. The contract documents establish the quality required in a project to be

constructed.

The USACE requires the Contractor to create a Contractor Quality Control Plan, tailored for

their contract, to outline how Quality Control will be managed on this particular contract.

While Quality Assurance (QA) in Government Mode provides the vehicle by which the

USACE can create a daily report and monitor the Contractor’s actions and records, it is

Quality Control (QC) within Contractor Mode that provides the Contractor a means to

create daily reports and to maintain contract records.

Much of the data entered by the Contractor is interdependent with other options

throughout Government Mode. Special attention should be placed on Prep/Initial Dates,

Activity Start/Finish, User Schools, QC Testing, Transfer Property, Installed Property, Punch

List Items and Contractor’s On-Site options as they are linked to other modules.
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The QC Daily Reports module consists of a Data Grid where each row in the Data Grid

represents a single day on the life of the contract starting with the Notice to Proceed (NTP)

date and ending with the construction complete date. Above the Data Grid is a Local

Toolbar with buttons to perform certain actions such as adding, viewing, and deleting daily

reports as well as switch between QC daily reports and dredging reports.

Column Description

Report Date Contains the date of the daily report.

Weather Contains one of the following categorizations

of weather for the report date:

· Weather Caused No Delay

· Weather Caused Critical Delay

· Weather Caused Non-Critical Delay

· Previous weather - Critical Delay

· Previous weather - Non-Critial Delay

· Non Work Day

· Other - Explain

When showing dredging reports the Data Grid has the following columns:

Column Description

Report Date Contains the date of the dredging report.

Equipment Name Contains the name of the dredge that is the

subject of the report.

Weather Contains one of the following categorizations

of weather for the report date:

· Weather Caused No Delay

· Weather Caused Critical Delay

· Weather Caused Non-Critical Delay

· Previous weather - Critical Delay

· Previous weather - Non-Critial Delay

· Non Work Day

· Other - Explain

Using the Add Button

Use the [Add] button to add a new QC daily report to RMS. When clicking [Add] RMS will

first look back through the daily reports to find any reports that have not been marked as

completed and display the following window as a reminder to complete that day's daily

report. After acknowledging incomplete daily reports by clicking [OK], RMS will then open

a calendar lookup to select the date to create a daily report for.

All of the submodules are shown in the white panel along the left side of the daily report.

To the right of the list of submodules is a large gray area that serves as the workspace for
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each of the submodules. Once a submodule is selected the workspace area will be

populated with related data entry fields.

Below the list of submodules is a checkbox labeled Report Completed. Once completed,

check this box to mark the report as completed so that on the next export the report will

be sent to the USACE. To print the QC daily report click the [Print Now] button on the Local

Toolbar. A sample QC Daily Report is displayed below:

Weather
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Allows an RMS user to record key weather attributes such as general weather condition,

temperature, precipitation, and wind speed for the day of the daily report.

QC Narratives

Allows an RMS user to comment on a variety of subjects that are of interest to the USACE

for the day of the daily report. These comments are called narratives.

Deficiency Items

Provides a RMS user the means to communicate to the Government comments resulting

from an inspection, site visit, or various other reviews.

QC Requirements

Contract documents may require the Contractor to conduct training for the Customer on

systems or equipment (User Schools), perform various test on materials, equipment,

systems, etc., (QC Tests), account for property that is Government Furnished or will be

turned-over to the Government as unincorporated property (Transfer Property), or provide

information for maintenance or repair on equipment installed as part of the contract

(Installed Property). Here record when these activities took place.

Prep/Initial Inspections

Allows an RMS user to document the dates and times of these required Inspections for the

numerous Features of Work addressed in the Contract and in the CQC Plan.

Activities Started/Finished

Allows an RMS user to record the start and finish dates of an activity takes place. The dates

will not be overwritten by the Contractor’s NAS import as these dates are considered the

“official” dates that the activity started and finished.

Contractors on Site

Allows an RMS user to enter a subcontractor's first and last dates on the job site.

Labor/Equipment Hours

Allows an RMS user to record the number of employees and hours of work by each

subcontractor and labor classification for the day of the daily report.

Accident Reporting

Allows an RMS user to record any accidents that may have occurred on the day of the daily

report.

4.3 Features of Work

Features of Work represent one of the most important aspects of successful Quality

Control. This module represents a definable feature of work and is the basis for the 3-Phase
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Inspection’s module. It is important that the QC and QA staff have a common

understanding of exactly what type of work is intended to be represented by the feature

listed. For example, the Contractor can have a Feature of Work called “Electrical” but does

this mean Underground Electrical, Exterior Electrical, Interior Electrical, or Electrical

Switchgoer? This understanding is necessary for the 3 Phase Checks.

A Feature of Work, defined by the USACE is: “A Definable Feature of Work (DFOW) is a task

that is separate and distinct from other tasks and has control requirements and work crews

unique to that task. A DFOW is identified by different trades or disciplines and is an item or

activity on the construction schedule. Include in the list of DFOWs, but not be limited to, all

critical path activities on the NAS. Include all activities for which this specification requires

QC Specialists or specialty inspection personnel. Provide separate DFOWs in the Network

Analysis Schedule for each design development stage and submittal package. (Unified

Facilities Guide Specifications (UFGS) 01 45 02)”

Below is a picture of the Features of Work screen in RMS 3.0 Contractor Mode:
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Adding a Feature of Work brings up a screen like this one:

A title can be manually entered or one can be selected from the Government Library by

clicking the “Select feature title from Library” button.
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Days after predatory to hold initial indicates the number of days after the Preparatory

Phase meeting the Initial Phase meeting is to be held. Both of these meetings are to be

held with a view towards obtaining quality construction by planning ahead and identifying

potential problems for each feature.

The Initial Inspection always takes place following the Preparatory Inspection, but after a

representative sample of the work has been placed. This is to ensure that the quality and

workmanship reflect the agreements reached and discussions that took place during the

Preparatory Inspection meeting.

Once a Feature of Work has been added into Contractor Mode, tracking Pay Activities, 3

Phase Inspections, Hazard Analysis, and the Feature Schedule is simplified as Contractor

Mode maintains the links between each of these modules.

4.4 3 Phase Inspections

Guide Specifications, such as "Quality Control", UFGS 01 45 00.00.10 (USACE), require an

effective quality control (QC) system in compliance with the Contract Clause titled

"Inspection of Construction" (FAR 52.246-12).This QC consists of plans, procedures and an

organization necessary to produce an end product which complies with the contract

requirements. Contractor Quality Control (CQC) is the means by which the Contractor

ensures that the construction, to include that of subcontractors and suppliers, complies with

the requirements of the contract. 3-Phase Inspections within Contractor Mode utilize checks

that are numbered, generally following the CSI (Construction Specification Institute)

specification format. For more information you may visit the CSI website by clicking here.

The CSI-based numbering system is used in such references as Sweets Catalogs, MEANS

Estimating Books, Military Specifications, and so forth. This is done in Contractor Mode to

categorize various comments and items where they can easily be remembered and found

and to minimize duplication of comments in various areas.

At least three phases of control must be conducted by the CQC System Manager for each

definable feature of the construction work, as described in the following sections:

Preparatory

Items listed under the heading “Preparatory” are discussed prior to work taking place,

during a meeting with the appropriate foremen, subcontractors, key workers, etc. This is

performed prior to beginning work on each definable feature of work, after all required

plans/documents/materials are approved/accepted, and after copies are at the work site.

This phase includes:
a) A review of each paragraph of applicable specifications, reference codes, and standards. Make

available during the preparatory inspection a copy of those sections of referenced codes and

standards applicable to that portion of the work to be accomplished in the field. Maintain and make

available in the field for use by Government personnel until final acceptance of the work.

http://www.csinet.org/
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b) Review of the contract drawings.

c) Check to assure that all materials and/or equipment have been tested, submitted, and approved.

d) Review of provisions that have been made to provide required control inspection and testing.

e) Examination of the work area to assure that all required preliminary work has been completed and

is in compliance with the contract.

f) Examination of required materials, equipment, and sample work to assure that they are on hand,

conform to approved shop drawings or submitted data, and are properly stored.

g) Review of the appropriate activity hazard analysis to assure safety requirements are met.

h) Discussion of procedures for controlling quality of the work including repetitive deficiencies.

Document construction tolerances and workmanship standards for that feature of work.

i) Check to ensure that the portion of the plan for the work to be performed has been accepted by

the Contracting Officer.

j) Discussion of the initial control phase.

k) The Government must be notified at least [_____] hours in advance of beginning the preparatory

control phase. Include a meeting conducted by the CQC System Manager and attended by the

superintendent, other CQC personnel (as applicable), and the foreman responsible for the definable

feature. Document the results of the preparatory phase actions by separate minutes prepared by

the CQC System Manager and attach to the daily CQC report. Instruct applicable workers as to the

acceptable level of workmanship required in order to meet contract specifications.

Initial

Items listed under the heading “Initial” are relevant after work has proceeded and a

representative sample of the work is in place and can be observed. This phase is

accomplished,after a representative portion if the work is in place, at the beginning of a

definable feature of work.

This phase includes:
a) Check work to ensure that it is in full compliance with contract requirements. Review minutes of the

preparatory meeting.

b) Verify adequacy of controls to ensure full contract compliance. Verify required control inspection

and testing.

c) Establish level of workmanship and verify that it meets minimum acceptable workmanship

standards. Compare with required sample panels as appropriate.

d) Resolve all differences.

e) Check safety to include compliance with and upgrading of the safety plan and activity hazard

analysis. Review the activity analysis with each worker.

f) The Government must be notified at least [_____] hours in advance of beginning the initial phase.

Prepare separate minutes of this phase by the CQC System Manager and attach to the daily CQC

report. Indicate the exact location of initial phase for future reference and comparison with follow-

up phases.

g) The initial phase should be repeated for each new crew to work onsite, or any time acceptable

specified quality standards are not being met.

Final Followup

The items under “Final Follow-up” become important after the work is completed and

should verify that the end product complies with the terms of the contract and that the

items discussed at the preparatory and initial meetings were adhered to.
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Perform daily checks to assure control activities, including control testing, are providing

continued compliance with contract requirements, until completion of the particular

feature of work. Record the checks in the CQC documentation. Conduct final follow-up

checks and correct all deficiencies prior to the start of additional features of work which

may be affected by the deficient work. Do not build upon nor conceal non-conforming

work.

Additional Preparatory and Initial Phases

Conduct additional preparatory and initial phases on the same definable features of work

if: the quality of on-going work is unacceptable; if there are changes in the applicable CQC

staff, onsite production supervision or work crew; if work on a definable feature is resumed

after a substantial period of inactivity; or if other problems develop.



72

RMS 3 Contractor Mode                                                                                                                                                                                                                                                                                           © 2017

QA/QC

The data included in this grid is from the Features of Work module (QC tab --> Features of

Work module). Editing a feature of work will open a window like the one below:
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This is the 3 Phase Inspection view for the specific feature of work, in this case the Asphalt

pave, base, underdrain feature of work. Notice the three main checks: Preparatory, Initial,

and Final Follow-up. Inside of each of these checks are additional groupings for specific

checks like Inspections, Job Site Safety, QA Evaluation, and others.

Clicking the add button will bring up a menu like the one below:
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This gives users the ability to either manually add an inspection check, copy inspections

from a different contract, or add from the Government Library.

3 Phase Inspection Reports

To open reports for the 3 Phase Inspections, exit out of this check and click the back button

until we have the Contract Menu opened. From there go to the right and click Contract

Reports:

Then select the 3 Phase Inspection reports.

4.5 Hazard Analysis

The contract “Safety and Health Requirements Manual” (EM 385-1-1), includes the

following requirement for developing an Activity Hazard Analysis (AHA):

01.1.13. Before beginning each work activity involving a type of work presenting hazards not

experienced in previous project operations or where a new work crew or sub-contractor is to perform

the work, the Contractor(s) performing that work activity shall prepare an Activity Hazard Analysis.

In Contractor Mode the AHAs are keyed around the activities required to accomplish a

certain Feature of Work and address any hazards, or potential hazards, that may be

associated with work anticipated to be required while doing the actual work.

The Contractor should prepare a Hazard Analysis for each Feature of Work. After the

Hazard Analysis are created in Contractor Mode, they will be available in Government

Mode for review, comments, acceptance or rejection. The Activity Hazard Analysis is really

centralized around the activities required to accomplish a certain feature of work and

addresses any hazards, or potential hazards, that may be associated with work anticipated

to be required while doing the actual work.

Tips on Creating Activity Hazard Analysis
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a) AHA’s will define the activities being performed and identify the sequences of work, the

specific hazards anticipated, site conditions, equipment, materials, and the control

measures to be implemented to eliminate or reduce each hazard to an acceptable level

of risk.

b) Work will not begin until the AHA for the work activity has been accepted by the GDA

(Government Designated Authority) and discussed with all engaged in the activity,

including the Contractor, subcontractor(s), and Government on-site representatives at

preparatory and initial control phase meetings

c) The names of the competent/qualified person(s) required for a particular activity (i.e.,

excavations, scaffolding, fall protections, other activities as specified by OSHA and this

manual) will be identified and included in the AHA. Proof of their competency/

qualification must be submitted to the GDA for acceptance prior to the start of that

work activity.

d) The AHA will be reviewed and modified as necessary to address changing site

conditions, operations, or change of competent/qualified person(s).

i. If more than one competent/qualified person will be used on the AHA activity, a list

of names shall be submitted as an attachment to the AHA. Those listed shall be

competent/ qualified for the type of work involved in the AHA and familiar with

current site safety issues.

ii. If a new competent/qualified person (not on the original list) is added, the list shall

be updated (an administrative action not requiring an updated AHA). The new

person shall acknowledge in writing that he/she has reviewed the AHA and is familiar

with current site safety issues.

The QC --> Hazard Analysis module contains a toolbar with the ability to add, edit, or

delete AHAs for the contract. Unlike QCS 2.38, features of work will be linked to the AHA in

the edit screen. RMS 3.0 Contractor Mode also includes the new Package Manager widget

for attachments in the edit screen as well.

Adding or Editing an AHA will bring a screen like the one below:
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Here, all that is required is a feature of work to be set (by clicking on the blue lookup box

to the right). Then, fill out a detailed description. New in RMS 3.0 Contractor Mode is a

Document Package Manager allowing any type of attachments to be assigned to this

specific Hazard Analysis. Each package can have an unlimited number of attachments (limit

of 50mb per attachment). Each package can be sent to the Government for approval (and

more than one package if desired). For a detailed explanation of the Package Manager see

"Correspondence " and scroll down to the Document Package area.

4.6 QC Requirements

There are areas that must be addressed in the Planning of a contract before a Contractor

can adequately prepare a Daily Quality Control Report. The Government or the Designer

accomplishes some of this preliminary planning, long before the Contractor is aware that a

potential contract even exists. This includes, among many other things, what RMS refers to

a QC Requirements. Each of these requirements is tracked by specific number and is

assigned (linked) to a Contractor pay activity by the construction Contractor.

Contract documents may require the Contractor to conduct training for the Customer on

systems or equipment (User Schools), perform various test on materials, equipment,

systems, etc. (QC Tests), account for property that is Government Furnished or will be

turned-over to the Government as unincorporated property (Transfer Property), or provide

information for maintenance or repair on equipment installed as part of the contract

(Installed Property). Contractor Mode titles this group of actions or contract requirements

as QC Requirements.

24
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The QC Requirements module is comprised of a Local Toolbar that contains buttons to

manage the QC requirements, a set of tiles to show each of the QC Requirements or to

separate the four types of QC requirements (QC Tests, User Schools, Installed Properties,

and Transfer Properties) with each tiles showing a Data Grid listing the QC requirements for

that tile, and finally a panel along the bottom that contains the description of whatever QC

requirement that is currently highlighted.

QC Tests

Quality Control Tests are defined in the Contract and are based on engineering and

construction judgment as to the type and number of tests to be accomplished. After the

award of the contract, the Contractor will further define the method and quantity of tests
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based on the material quantity and/or equipment options he has chosen to incorporate

into the work. These tests are given the prefix “CT” (Control Test) and take the form of “CT-

####” for numbering and tracking purposes contained in various reports. The Contractor is

responsible for performing the tests and reporting the results of the tests to the

Government. If a test fails, the Contractor must correct the problem and report that it is

corrected. This reporting is accomplished within the Contractor’s Daily Quality Control

Report (QCR).

User Schools

User Schools represents the Training or Instruction the Contractor must provide the

Customer on equipment or systems provided and installed as part of the contract. They

have the prefix “US” and take the form of “US-####” for numbering and tracking purposes.

As each session of the Training or Instruction is completed, it is reported on the

Contractor’s Daily QCR. A Government representative should ensure that it was

accomplished appropriately and if not, have it repeated to comply with the contract

documents. The Customer (User) will often neglect attending the training and then

complain that none was offered. Our records can protect our staff and the contractor from

that situation.

Installed Property

Installed Property is those items of equipment that are incorporated into the design of a

facility. These are typically acknowledged as those pieces of equipment that may require

maintenance, have serial numbers and can be accounted for individually. It is the Designer

that specifies the equipment, based upon Design guidance provided by the Government

Design or Using Agency. These items are given the prefix “IP” by RMS and take the form of

“IP-####” for numbering and tracking purposes. As the Installed Property arrives at the

jobsite, it is compared to approved Shop Drawings for conformance to the contract; the

serial number and other information is recorded and reported within the Daily QCR.

Transfer Property

Transfer Property is that property that “changes hands” during the construction process.

Examples would include Government Furnished Property (GFP) that the Contractor would

install or consume during the contract performance. It would include spare parts and

supplies that are furnished by the contractor as part of the contract requirements. It could

also include equipment or materials that were deleted as part of a contract modification

and that were beneficial for the Government to retain rather than get some minimum token

credit for the deletion. These items are given the prefix “TP” by RMS and take the form of

“TP-####” for numbering and tracking purposes. As the Contractor receives or provides the

Transfer Property it is reported within his Daily QCR. The Government should also track the

property on DD Form 1149 and include it with the contract Closeout documents.

Editing one of these requirements brings up a view like below:
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Section

The specification section that this QC Requirement is associated with. This comes from the

Submittals Tab --> Specification Sections Module.

Paragraph

The paragraph within the section that this QC Requirement applies to.

Location

The physical location of the QC Requirement. A pre-set location can be chosen with the

lookup (blue "Select location from Lookup").

Performed By

The name of the contact that is responsible for this QC Requirement.

Required for Activity

This lookup is used to choose a Pay Activity (in the Finances Tab --> Pay Activities Module).

For more information see the "Pay Activities " article.

The Activity Start Date will be pulled from the Pay Activity selected, if there is a date.

Lag/Lead Days

Indicates the number of days before or after the activity begins for the test required to be

performed.

Requirement Needed By

This is a calculated field that will take the date in the Activity Start Date field and add it to

the value in Requirement Lag/Lead field. If the value in the Requirement Lag/Lead field is

negative then the calculated date will come before the Activity Start Date. If the value in

44



80

RMS 3 Contractor Mode                                                                                                                                                                                                                                                                                           © 2017

QA/QC

the Requirement Lag/Lead field is positive then the calculated date will come after the

Activity Start Date.

4.7 Equipment Checks

All equipment that requires a mechanic's inspection should be entered here. Usually hand

tools are not included. Equipment entered here will be available to report use and standby

time on the Contractor Daily Quality Control Report (QCR).

To add a new equipment to the contract click the Add button on the top left corner of the

module. Clicking add will bring up a screen like the one below:
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The boxes with a red outline require data before saving this equipment to the contract.

Clicking back does allow users to cancel and not save changes if needed.

4.8 Exposure Hours

The Safety and Health Requirements Manual, EM 385-1-1, at section 01 (Program

Management), Paragraph 01.D (Accident Reporting and Recordkeeping), sub-paragraph

01.D.05, requires the Prime Contractor to provide a monthly record of all exposure and

accident experience of the Prime Contractor and all subcontractors relative to the work.

The paragraph is quoted below and the full manual may be downloaded at the USACE

Publications Website.

01.D.05 In addition to any other applicable requirements within this section on contract

operations, the Prime Contractor shall:

a) Maintain records of all exposure and accident experience incidental to the work (this includes

exposure and accident experience of the Prime Contractor and subcontractors and, at a minimum,

these records shall include exposure work hours and a log of occupational injuries and illnesses -

OSHA Form 300 or equivalent as prescribed by 29 CFR 1904); provide a current copy of OSHA Form

300 or equivalent to the GDA upon request;

b) Maintain health hazard assessment documentation and employee exposure monitoring to chemical,

biological, and physical agents as required by Section 06. Provide this information to employees

who are characterized by these assessments and exposure monitoring in accordance with OSHA

requirements. Immediately notify the GDA of any exposure in excess of the limits specified in

Section 06 and the hazard control measures that have been taken to reduce or eliminate such

exposures;

c) Submit project work hours to the COR monthly in the format provided by the COR. Work hours

include all hours on the project where an employee is in an on-duty pay status.

Below is the Exposure Hours module in Contractor Mode:
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The information reported in this module will satisfy this requirement and produce the

required exposure report to be provided to the Government. Below is a screen shot of the

Exposure Hours module.

The "QC --> Exposure Hours" module contains a Data Grid where each row represents a

month. The months range from the start of the contract until the end. The start of the

contract is determined by the actual Notice to Proceed (NTP) date whereas the end of the

contract is determined by the actual completion date. On the first of each month RMS

Contractor Mode will automatically add a row for the prior month with zero exposure

hours as long as the contract has no actual completion date. As as example if today was

the first of August then Contractor Mode will add a row for the month of July. Until the first

of August you cannot edit exposure hours for the month of July. If the contract has an

actual completion date then Contractor Mode will not add any rows for the months

following the completion month.

Month

Month and year for this exposure hour entry.

Exposure Hours Total to Date

Total amount of exposure hours since the inception of the contract.

Exposure Hours for the Year
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Total amount of exposure hours since the start of the year.

Status

The status of the entry for the month. It may be one of the following: Not Completed,

Completed - Ready to Send to Gov't, Completed - Sent to Gov't, In Review by Gov't, Gov't

Accepted and Return for Corrections.

When using QCS the Status column is the most significant for two reasons. First by looking

at the Status column you can determine if the hours for that is editable or not. Second you

can determine if the hours you have entered have been accepted by your USACE

Representative or not. The following table describes each of the values you may see in the

Status column.

Status Editable Description

Not Completed Yes The exposure hours for this month have not been

marked as completed.

Completed - Ready

to Send to Gov't

Yes The exposure hours have been marked as completed

but not yet exported to RMS. They may still be

marked as uncompleted and then edited by QCS.

Completed - Sent to

Gov't

No The exposure hours have been sent to RMS. They are

no longer editable.

In Review by Gov't No The exposure hours have been received by RMS but

not yet approved.

Gov't Accepted No The exposure hours have been accepted by RMS.

Additional information may be found in the

Government Remarks.

Return for

Corrections

Yes The exposure hours have been returned by RMS for

corrections. Please see the Government Remarks for

additional information.

Clicking Edit on one of the months, in this case, August 2012, brings up a screen like the

one below:
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In most cases the labor hours entered into the QC Daily Reports will be the same hours that

are wanted for the exposure hours. However, it is time consuming to go back through all of

the daily reports and total up each hour for each subcontractor. Contractor Mode provides

the Copy button (top left hand corner) to simplify the process of copying the labor hours

entered in each QC Daily Report to the monthly exposure hours report.

When clicking the Copy button, Contractor Mode will first scan all of the QC Daily Reports

to verify that they all have been marked as completed. If any daily reports were found that

are not marked as completed, Contractor Mode will show a warning. Complete the

incomplete daily reports listed in the QC --> QC Daily Reports module and then return

back to this Exposure Hours screen to click the Copy button. Note that Contractor Mode

does not require that a QC Daily Report be completed for each day of the month, only

those days that a report has been created.
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If all of the QC Daily Reports for the month have been completed, Contractor Mode will

total the hours for each of the contractors and then enter those hours in the Exposure Hours

screen (above).



This  page i s  intentional ly left blank.
Remove this  text from the manual
template i f you want i t completely blank.



Submittals



88

RMS 3 Contractor Mode                                                                                                                                                                                                                                                                                           © 2017

Submittals

5 Submittals

Topics in this section include:

1. Specification Sections

2. Submittal Register

3. Transmittal Log

4. Submittal Reviewers

5.1 Specification Sections

The MasterFormat 1995 and 2004 come from the Government Library --> Specification

Sections . For more general information on MasterFormat visit their website at

www.MasterFormat.com or look them up on Wikipedia. MasterFormat is a standard for

organizing specifications and other written information for building projects managed by

the USACE. MasterFormat is a product of the Construction Specifications Institute (CSI) and

it provides a master list of Divisions, and Section numbers with associated titles within each

Division, to organize information about a facility’s construction requirements and

associated activities.

If using the import feature from SpecsIntact, the Specification Sections module is not

required to be used. However, this module may be used if needed to change or modify a

title of a specification section, or if needed to manually enter a section that is not

otherwise included. Revisions to this area will affect the current contract only and will not

alter the specification sections listed in the Government Library --> Specification Sections

module. Contractors are only able to [Add], [Edit], or [Delete], a section from within a

contract - not from the Library. Sections added to the Specification Sections here will not

conflict with sections in the Government Library.

RMS include both the older MasterFormat 1995 and the newer MasterFormat 2004

specification section listing . The older version includes 16 Specification Divisions and the

new format includes about 50 Divisions (some are ‘reserved’ for future use). Eventually, the

1995 version will be removed from RMS.
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Clicking the Add button will bring up a menu option like the one below:

Options include manually adding a section or selecting from the Government Library

(MasterFormat 1995 and 2004 libraries) via lookup windows.

Manually adding a new specification section will bring up a window like this one:

Allowable
Formats

Examples from the
MasterFormat Libraries

XXXXX 12350, 12350, and 16799

XXXXXX No examples were found
in the MasterFormat
Libraries but this format
is allowed.

XX XX XX 09 67 01, 01 74 19, and
10 44 16.

XX XX XX.XX 00 21 25.23, 41 22 23.23,
and 23 51 13.19
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Allowable
Formats

Examples from the
MasterFormat Libraries

XX XX XX.XX XX 13 48 00.00 10, 23 09
23.13 20, and 33 70
02.00 10.

A maximum of forty-five (45) characters to describe the contents of the section. The title

does not have to match a title in the Libraries and may consist of alpha, numeric, or special

characters.

5.2 Submittal Register

The Submittal Register module is heavily influenced by particular settings in the RMS

Government Mode's Administration --> Contract Setup module, Submittals/Schedule tab.

On that tab the Government Mode User may create multiple submittal registers, setup

review periods, number of copies, default government reviewers, and link submittals to the

activity schedule. If anything needs changed please contact the USACE Representative for

the contract.

The following table contains a list of USACE documents that may be useful regarding

submittals and the submittal process:

Reference Title Download

Engineering Regulation ER 415-
1-10

Contractor Submittal
Procedures

ER 415-1-10

Engineering Regulation ER 1180-
1-6

Construction Quality
Management

ER 1180-1-6

Guide Specification 01 33 00
(UFGS)

Submittal Procedures UFGS 01 33 00

Guide Specification 01 78 00
(UFGS)

Closeout Submittals UFGS 01 78 00

Click on the Submittals are a Contract Requirement  to bring up the sub-topic of

Submittals and Contract Requirements.

Click on the Contractor Post-Award Responsibilities  to bring up a sub-topic on the FAR

clause 52.236-21 (Specifications and Drawings for Construction).

The contractor is responsible for maintaining and updating the submittal register during

the contract duration. The contractor will use RMS 3.0 Contractor Mode to track the status

of the submittal process on the appropriate Submittal Register (ENG Form 4288-R or 4288-

E from Contractor Mode) and ensure coordination of procurement lead times with related

construction activities with the Network Analysis Schedule (NAS).
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First off, notice the Register 01 - Main Register blue button on the top left hand corner of

the module. Contracts can have more than one submittal register. To add additional

registers, contact the USACE Representative for the contract (Government Mode). Clicking

this tile allows the user to switch between different submittal registers if there is more than

one register.

Clicking the Add button (or Edit button) will bring up a screen like the one below:
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Section

When editing an existing submittal this field is read only. When adding a new submittal this

field will contain the Section No. of the submittal that was highlighted in the Data Grid

when clicking on the Add button. Clicking on the blue tile will bring up a Specification

Sections lookup from the Specification Sections  module.

Item No.

A number that when used with Section No. uniquely identifies the submittal. When adding

a new submittal to a register that has existing submittals, RMS will fill this data field with a

value that is one higher than the highest Item No. for the Section No. A decimal is allowed

in the item number allowing Item Numbers such as 2.4 or 5.1 as opposed to just 2 or 5. A

submittal's Item No. may only be changed when the submittal is added. This field is read

only when editing a submittal.

Item Description

Enter a description for the submittal here. The description entered will be used in reports

and elsewhere when describing the submittal and may be more useful in identifying

submittals than the Section No. and Item No. fields.

Paragraph

The eleven character data field that locates the item described to the relevant paragraph in

the specification section. It is highly recommended that the paragraph number be taken

from within the body of the specification section that gives the detailed requirements of

88
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the item. The paragraph number from the front of the section that simply requires the item

to be submitted is actually of little use for our purposes of administering the contract.

Drawing

The Drawing number is the sheet number from the Contract Drawings where the item

being submitted may be located (e.g., Sheet E-9).

Start Date

This is the start date of the Activity assigned to the Submittal Item via the Required for

Activity lookup on this same window.

Lag(+)/Lead(-) Days

Indicate any lead (-) or lag (+) time needed for delivery of this submittal item. For

example, if the item needs to be delivered fourteen (14) calendar days AFTER the linked

Activity Start Date, enter "14" in this data field. If item needs seven (7) days BEFORE the

linked Activity Start Date, enter "-7" in this data field. This entry will add (or subtract) the

entered days to/from the Activity Start Date shown above the data field.

Procurement Period

If you have a submittal item that has a delivery period beyond about seven (7) days, enter

the total days here. This entry will subtract the procurement period (days) from the Material

Needed by date.

Days to Review

This date defaults to 30 days to review from the Activity Start Date. This may default to a

different number of days for individual USACE Districts if changed by the USACE

Representative in RMS 3.0 Government Mode.

Classification

These selections describe who and how the submittal item will be processed for approval

and/or review.

SpecsIntact Code

RMS3/CM Code

Description

F FIO For Information Only

G GA Government Approval

D DA Designer of Record Approval

C CR Government Conformance
Review of Design

R DA / CR Designer of Record Approval
/ Government Conformance
Review of Design
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SpecsIntact Code

RMS3/CM Code

Description

A DA / GA Designer of Record Approval
/ Government Approval

Submittal Types

The submittal types contains one of the types found in the Government Library --> 

Submittal Types  module.

Primary Reviewer

This is the Government Reviewer for the submittal item. In order to save the Government

some time, Contractors now have the ability to assign a Government Representative to the

submittal item if they already know who will review the item. If not known, leave blank or

ask the USACE Representative for the contract.

Required for Activity

In order to calculate the dates, an activity with a start date needs to be assigned to the

Submittal Item. Once an activity with a start date is added, the Start Date, Lag Lead Dates,

Procurement Period, and Days to Review will populate.

Secondary Reviewers

Secondary Reviewers are selected from an identical staff lookup as the Primary Reviewer

above. Examples of Secondary Reviewers may be electrical or mechanical staff members

that will review specific submittal items or provide a technical review of entire specification

sections. There can be as many Secondary Reviewers as needed. To add a secondary

reviewer click the [Select] button to open the Staff Lookup window so as to pick a reviewer

from the list. To remove a reviewer first highlight the reviewer to be remove and then click

the [Remove] button.

Submittal History

Submittal History will show Transmittals that include this item along with other information

on said Transmittal. If adding a Submittal Item for the first time, this box will be empty.

5.2.1 Submittals are a Contract Requirement

Submittals include all preconstruction documentation, shop drawings, product data,

samples, letters of certification, tests, plans, and other engineering information that may be

required for quality control and quality assurance.

The Contractor is required to furnish a specified quality of construction, including materials

and equipment to be incorporated in the work. Control of the quality of materials and

equipment require timely review, testing, or other evaluation. All required submittals must
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be made in time to allow for evaluation, approval, procurement, and delivery prior to the

preparatory control phase and before the item is needed in the construction process. The

primary responsibility for the overall management and control of contractor submittals lies

with the Prime Contractor. Monitoring of the Contractor’s quality management control to

assure that submittals are timely, appropriately certified, and in compliance with the

contract is the responsibility of the Government.

While the submittal process can be time consuming for both Contractor and Government

technical and administrative personnel and can significantly affect the construction

schedule, procurement, placement, testing, and transfer procedures, it is critical to the

success of both the quality control and quality assurance processes. As such, its scope must

be carefully thought out during the design process and submittal requirements tailored to

trim-fit the specific job. Because submittal approval must be timely to allow procurement

and delivery of materials or equipment prior to the preparatory inspection (P/I) phase of

the 3-step inspection process, the number and type of submittals required by the contract

should be kept to the minimum amount sufficient to assure the specified construction

quality is achieved.

Government approval is required for submittals that are critical to ensure that the

government receives the quality specified in the contract. On contracts using the Design-

Bid (D-B), or Design-Bid-Build (D-B-B) delivery method, submittals that always require

government approval are those submittals that comprise core government requirements,

alteration or variations to the stated contract requirements, and items or concepts where

the contract places responsibility for detailed development on the contractor. Submittals

that should always require Government Approval are: (Examples provided are not all

inclusive and are used only for illustration purposes.)

Require Government Approval (GA) Examples

Critical Materials (Materials that must meet
specific quality performance standards required by
design parameters.)

1. Coatings for Cathodic protection of storage tanks
 
2. High-pressure piping and controls 
3. Acid and Hazardous Waste Systems 
4. Architectural Finishes for Customer Approval

Variations Any submittal by the Contractor that deviates from
the construction contract requirements (e.g.,
drawings, specifications, or other contract
documents).

Extensions of Design - these are items in the
contract that are required to be developed by the
contractor. The parameters for designing these
items are site specific variables that the contractor
must investigate during the construction process.

1. Fire Alarm Systems 

2. Fire Suppression Systems 

3. Prefabricated Buildings 

4. Structural Steel Drawings 

5. Standing Seam Metal Roof Drawings 

6. HVAC commissioning
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Require Government Approval (GA) Examples

7. Coordination Studies such as short circuit

analysis

Plans Government-required plans, such as safety plans,
environmental protection plans, or Quality Control
Plans.

Schedules -- Most contracts require a preliminary,
initial (Baseline) Progress Schedule and monthly
progress updates. Schedules are continuously
updated each month to help control the flow of
work and demonstrate the contractor's progress for
payment purposes.

The government will review and approve the
preliminary, initial, and each monthly update of the
schedule.

O&M Manuals or those involving equipment that
must be checked for compatibility with an entire
system. Contract requirements for O&M manuals
are typically stated at the end of a specification or
in a separate O&M Manual section (e.g., UFGS 01
78 00).

1. Sewage Treatment Systems
2. Water Purification Plants 
3. Energy Management Control Systems 
4. Intrusion Detection Systems 
5. Power Generation and Distribution Systems

As-Built Drawings. As-built drawings include the
"red-line" drawings that are maintained during
construction as well as Computer Aided Design
(CAD) or Building Information Modeling (BIM) final
drawings and files turned over at the end of each
contract. As-built drawings should be maintained
on a continuous basis and submitted at end of
each logical feature of work or periodically such as
monthly or quarterly in addition to the final
drawings and files.

The government QA process should regularly verify
the contractor's maintenance of accurate as-built
drawings during the construction process.

5.2.2 Contractor Post-Award Responsibilities

FAR clause 52.236-21 (Specifications and Drawings for Construction) makes the contractor

primarily responsible to review and approve "shop drawings" prior to their submission to

the government. "Shop drawings", as defined by the FAR, are drawings showing fabrication,

assembly, or installation, as well as diagrams, layouts, schematics, descriptive literature,

illustrations, schedules, performance and test data. Submittals are important to the

government and the contractor for a variety of reasons, including scheduling of work after

preparatory requirements are met, quality management during construction, and turnover

of accurate documentation to the facility user after completion. The contractor must assure

that jobsite managers (and the Designer of Record for D-B contracts) effectively manage

submittals throughout the contract duration. Submittal processes must be actively

managed by the contractor as a key component of the contractor's Quality Control (QC)

Plan.

a. Establishing Contractor's Responsibilities. The contractor is responsible for the

processes, conduct, and completion of its own work. The submittal responsibility

shall be covered in detail as a standard topic during pre-construction meetings. This
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contractor responsibility includes the timely and proper preparation, quality control,

and processing of all submittals. The contractor's responsibilities for managing

submittals will be established by including in the contract the most recent and

properly edited version of technical provisions entitled "SUBMITTAL PROCEDURES"

for contracts using the D-B-B method and , for contracts using the D-B method,

"DESIGN AFTER AWARD" technical provisions.

b. Submittal Procedures. The contractor will establish procedures for timely

preparation, review, certification and transmission of contract submittals. The

contractor's Quality Control (QC) Plan will include written procedures that describe

guidelines for scheduling when submittals are needed, how the submittals will be

reviewed within the contractor's organization, and how submittals will be transmitted

to the government and tracked to ensure all necessary reviews and approvals are

received prior to the start of work covered by the required submittals. The

contractor's QC Plan will reflect the use of RMS3/CM / RMS3/GM to track and review

submittals. The contractor's QC Plan for contracts using the D-B method of delivery

will reflect use of DrChecks for review of design submittals.

c. Submittal Quality Control. The contractor is responsible to ensure that all materials,

documentation, and drawings intended for submission comply with the applicable

contract specifications and drawings, including compliance with all applicable Buy-

American Act and Trade Agreement Act clauses. Submittals will be prepared in time

to allow the contractor's Quality Control organization to review and certify or, as

required, order corrections of submittal materials prior to providing the submittal to

the government.

d. Submittal Register Management. The contractor shall review the contract submittal

register for accuracy and duplication. Each item will be listed under the applicable

specification section. The contractor will ensure that items listed on the submittal

register are described in the contract documents or shown on the drawings. When

necessary, the contractor shall also add items to the submittal register that have not

been previously identified by the designers, but are data or information that could

be used for facility operation and maintenance activities or QA/QC activities.

Submittal register dates must be consistent with the project schedule.

5.3 Transmittal Log

When processing submittals you can save time by grouping like submittals together. That

way a group of submittals will have the same review period, default reviewers,

classification code, and remarks. When you group a set of submittals together it is called a

transmittal. A transmittal must contain at least one submittal. However, to reduce the

amount of time spent processing submittals RMS supports the creation of a transmittal that

contains many submittals that are all processed together. After a transmittal has been



98

RMS 3 Contractor Mode                                                                                                                                                                                                                                                                                           © 2017

Submittals

created users can print a report, called ENG 4025, that shows all of the information related

to the transmittal.

The form provided by the Contractor to track submittal items is referred to as the

Transmittal log. The form is actually titled ENG Form 4025, Transmittal of Shop Drawings,

Equipment Data, Material Samples, or Manufacturer's Certificates of Compliance. This log

will include one or more submittal items for one (and only one) technical specification

section that will be provided by the contractor to the government. Contractor Mode can

print this form for the contractor as part of the Submittal Control Process.

Three tabs are: Imported Transmittals, Transmittals - In Review, and Transmittals - Review

Completed. Imported Transmittals contain Transmittals that have been sent to Government

Mode but not yet date stamped Received By Government. Once a Date Received by

Government is entered, the Transmittal will make its way over to the Transmittals - In

Review tab.
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On the Imported Transmittals Tab the bottom section of this module includes the

Submittal Item(s) assigned to the Transmittal. The radio button on the left allows users to

switch between Remarks or Items linked to the selected Transmittal in the selection grid.

To add a Transmittal click the Add button. When clicking the Add button, a list of

Specification Sections will show like the image below:

Note that only Specification Sections with outstanding Submittal Items assigned will show

here. After selecting a Specification Section, the next screen will prompt for the Submittal

Item(s):
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5.4 Submittal Reviewers

Enter topic text here.
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6 Schedules

Topics in this section include:

1. Activity Schedule

2. Feature Schedule

6.1 Activity Schedule

The Activity Schedule module is used to keep track of the actual and scheduled start/finish

dates of contract activities. Activity start/finish dates may be entered directly into RMS

manually or by importing a SDEF file created by a scheduling program such as Primavera.

By default when a contract is created in RMS the actual and scheduled start/finish dates are

to be imported from an SDEF file without requiring that the actual start/finish dates in the

SDEF match the actual start/finish dates entered in the QC Daily Reports. These default

settings may be changed in the Government Mode via the Administration --> Contract

Setup module. Contact the USACE Representative for the contract to change this on the

Government's side of RMS.

A network schedule requires first a logic diagram graphically depicting the sequence and

interdependence of the work. It is required to be drawn in the precedence format, and it

must accurately represent the intended work sequence and indicate actual constraints.

Once the logic diagram is made, an analysis is required which calculates early and late start

and finish dates for the activities as well as the spare time or float available to accomplish

the activity. Resource data such as cost and responsibility may be entered for activities also.

Once calculated, these results can be ordered in different arrangements or sorts and

compiled into specific reports for management purposes. Actual progress must be entered

once work commences. Based on this progress, revised start and finish dates, and progress

payment can be calculated.

NOTE: It is CRITICAL that the QC Manager convey the actual Start/Finish Dates to the

Project Scheduler to ensure the same dates are being used in Primavera (or other

scheduling software) and the QC Reports. Otherwise, adjustments may be needed to make

them match the QC Report prior to payments being processed.

The Activity Schedule module will display differently if the scheduled start/finish dates are

to be manually entered or imported from the SDEF file. If the scheduled dates are to be

manually entered the "Schedules | Activity Schedule" module will appear as follows:

102
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If the scheduled dates are to be imported from an SDEF file the module will appear like

the one below:
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Column Description

Activity Number

This number is typically created within the scheduling software (i.e.,

Primavera), but may also be created manually if a manual schedule is setup

in RMS. (The 'manual schedule' feature is mostly used for small contracts or

with contracts with just a few activities.) The ID of an activity must be unique,

no longer than 10 characters in length, and is limited to just numbers and
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Column Description

letters. Do not use spaces or other special characters such as ':~$%#^&*(_

+=.

Activity Description The description field can be up to fifty (50) characters in length. However, the
SDEF field will truncate this description to only thirty (30) characters.
Therefore, it is recommended that to only use thirty (30) characters, or
ensure that the first thirty characters adequately describe the activity.

Early Start

This date represents the earliest possible time that the activity will start,

based on prior links or restraints by previous activities.

Early Finish

This is the earliest date an activity can be completed based on prior

restraints, duration, and the actual Start date of the activity.

Late Start

This date represents the latest an activity can begin without extending the

duration of the schedule or follow-on activities.

Late Finish This is the date an activity must finish without extending the schedule or
impacting the start date of a follow-on activity.

Actual Start The actual start date as recorded in the "Contract Reports | QA/QC Reports"
module.

Actual Finish The actual finish date as recorded in the "Contract Reports | QA/QC Reports"
module.

Status

The status will indicate if an activity has not been started (Not Started), has

been started but not completed (In Progress), or it has been completed

(Finished). The statuses are determined as follows:

Status Set when ...

Not Started the activity has no dates
or only scheduled dates.

In Progress the activity has an actual
start date.

Finished the activity has both an
actual start and actual
finish date.
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Column Description

 

Activity Number

This number is typically created within the scheduling software (i.e., Primavera), but may

also be created manually if a manual schedule is setup in RMS. (The 'manual schedule'

feature is mostly used for small contracts or with contracts with just a few activities.) The ID

of an activity must be unique, no longer than 10 characters in length, and is limited to just

numbers and letters. Do not use spaces or other special characters such as ':~$%#^&*(_+=.

Activity Description

The description field can be up to fifty (50) characters in length. However, the SDEF field

will truncate this description to only thirty (30) characters. Therefore, it is recommended

that to only use thirty (30) characters, or ensure that the first thirty characters adequately

describe the activity.

Actual Start, Actual Finish, Scheduled Start, Scheduled Finish

If manually entering dates, double click this field to enter in a date. Clicking the icon on the

left will bring up a calendar window. Note that manually entering dates only allows the

Scheduled Start and Finish dates to be entered in this module. The actual start/finish dates

will be entered in the QA/QC --> QC Daily Reports area.
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6.2 Feature Schedule

RMS3/CM maintains two types of schedules:

1. A detailed NAS of the contractor’s work activities. This is the Activity Schedule used

at the jobsite to forecast projected need dates for submittals, materials, equipment,

work crews, testing schedules, 3-Phase inspections, etc. This level of schedule detail

(i.e., form footings, set re-bar, place concrete) is not very useful for the customer or

those not tasked with the day-to-day scheduling operations at the jobsite.

2. Feature Schedule. As part of the contractor’s QC Plan, Defineable Features of Work

for a construction contract are identified by the contractor to plan Preparatory,

Initial and Follow-Up inspections of the work. RMS generates a Feature Schedule by

finding the first activity scheduled to start under a feature and the last activity

scheduled to be finished under a feature. Actual progress is determined by

computing earnings to date on the activities for a feature. Many construction

contracts (even those with 1000’s to tens of 1000’s of work activities) have fewer

than 30 features of work. This rolled-up Feature Schedule makes an excellent

schedule for easily monitoring the progress on a contract. The customers find this

schedule very easy to understand. Typical features include items like Site Utilities,

Concrete, Structural Steel, Interior Electrical, Roofing, etc, which allow our Customer

a succinct picture of the progress of such features that make up the contract.

The Contractor’s Quality Control Plan requires that the contract be organized according to

Definable Features of Work (DFOW). The Definable Features of Work are assigned to

specific activities in the schedule so that preparatory, initial and follow-up inspections may

be scheduled. The contractor is also responsible to ensure that the features selected

represent the actual work required by the specific contract.

As Definable Features of Work are required to be identified by the Contractor as part of

the Quality Control program, this Feature Schedule of RMS is used to track and report when

the Preparatory and Initial three phase Inspection Control Meetings are scheduled and

actually conducted. Pay special attention to the following criteria:

· All Contractor Activities must be assigned to one and only one Definable Feature

of Work.

· The Definable Feature of Work may have MANY Activities linked to it.

· The Definable Features of Work in the Quality Control Plan must match those in the

Scheduling program.
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Features of Work can be considered as a general category of construction work that is

referenced in the contract specifications. A feature can also be thought of as any phase of

work requiring a preparatory inspection. In RMS3/CM they are linked to three phase

inspection checks. As such, they are an integral part to the power of RMS to print inspection

worksheets (Reports) and should be thought through very carefully. The dates are captured

from the QC Daily Report or may be entered directly here.

A screen shot of the Feature Schedule module is shown below:
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These are Features of Work and come from the QA/QC --> Features of Work  module.

Editing a Feature of Work will bring up a screen like the one below:

Column Description

Feature of Work This description of the Feature of Work (FOW) is
automatically populated from the separately

Features of Work.

Start Date If RMS has designated that the Contractors
Schedule is to be "Manually Entered" the these
dates are captured from either the Contractor Daily
QC Report (Activities Started/Finished). If RMS has
designated that the Schedule will come from a
software scheduling program, such as Primavera,
then the dates are computed from such Activity
Schedule. The dates are anticipated (scheduled)
dates unless an Actual Start date has been entered
-- it will then show an "A" following the date. For
example: 03/10/14A. If RMS captures the date from
the Contractor Daily QC Report, it will look at the
"Activities Started/Finished" and will use the date
entered because the Activity itself must be linked
to a FOW -- the date will be the date that the
EARLIEST Activity for that FOW is scheduled or
actually started.

Finish Date The Finish Dates are captured and entered the
same as the Start Date explained above.

Preparatory Inspection These dates must be manually entered and
updated from the Contractor Daily QC Report. The
Preparatory Inspection should always be conducted
prior to any linked Activity having a scheduled or
actual date entered.

Initial Inspection These dates are also manually entered and
updated and should typically follow the Preparatory
Inspection date. The exception would be if both the
Inspections were conducted on the same date.
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7 Closeout

Topics included in this section:

1. Warranty Tracking

7.1 Warranty Tracking

Warranty items are those actions to be taken by the Contractor after the contract is

complete. This period of time is typically specified to be a twelve month period beginning

from acceptance of the facility.

Warranty items are entered into the Government System (RMS) as they are reported by the

facility occupant or are discovered during various Post-Completion Inspections by the

Government. The comments/actions are then exported to the Contractor as a normal

export.

The contractor will be tasked to investigate the warranty item and correct it if required.

QCS is used to document the process and to track the item to completion. The Government

will also track the completion and enter comments into RMS as to the effectiveness of the

Contractor response to warranty calls.

Adding a Warranty Item will ask for a title then open a screen like the one below:
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Unchecking the inspection required checkboxes will make the Document Packages for the

respective month inspection disappear. Once packages are added, the contractor can

complete an inspection via the "Four/Nine Month Inspection Complete" checkbox.

Remember, as many document packages as desired can be added to the attachments

widget. Each attachment is, however, limited to 50mb.



This  page i s  intentional ly left blank.
Remove this  text from the manual
template i f you want i t completely blank.



Import/Export



116

RMS 3 Contractor Mode                                                                                                                                                                                                                                                                                           © 2017

Import/Export

8 Import/Export

Topics included in this section:

1. NAS (SDEF)

8.1 NAS (SDEF)

The Standard Data Exchange Format or SDEF import is the easiest way to enter the

contractor's construction activities. These activities include the items on which a contractor

is paid. The sum of those activities must equal the current contract amount and each

activity must be associated with a particular CLIN. The pay activities module is critical so

payment is not allowed when either the total amount of activities assigned to a CLIN does

not match the CLIN amount, or when the sum of all the activities does not match the total

contract amount.

This screen will show all the past SDEF files imported into the contract. Each SDEF

Imported will show here and be editable for future records.

Clicking Add will ask for the location of the SDEF File and bring up a screen like the one

below:
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If the cost to date and the total activity cost look correct either Contract Data or Earnings

Data can be imported (or both) by clicking on the respective buttons: "Import Data into

Contract" and "Import Earnings into Payment"

If information does not look correct, do not import the data, correct data in Primavera,

export another SDEF.txt file, and import it again into RMS Contractor Mode.

Import Data into Contract
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Import Earnings into Payment
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Clicking Import into Invoice 23 will import the SDEF information to the Progress Payment

area "Prepare Invoice 23" will be ready to be date stamped and then sent to the

Government.
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9 Contract Reports

9.1 Overview_2_4

Enter topic text here.
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10 FAQ

Enter topic text here.

10.1 Overview_2_2_2_2_2_2

Enter topic text here.

10.2 AddingShortcut

Enter topic text here.

10.3 LoginProblems

Enter topic text here.

10.4 Run As Administrator

Enter topic text here.
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11 Government Library

Topics in this section include:

1. Work Category Codes

2. Specification Sections

3. Submittal Types

4. Contractor Trades

5. Labor Classifications

11.1 Work Category Codes

Work Category Codes catalog activities into very broad disciplines for reporting and

sorting purposes. For example, one may want to query all outstanding items for activities

related to Electrical (E). These Work Category Codes come from RMS 3.0 Government

Mode. Contact the USACE Representative for the contract to add additional Category

Codes if desired.

The Contractor will enter Work Category Codes for every activity in the progress schedule.

This is a one (1) character field and is included in the Standard Data Exchange Form (SDEF)

information that the contractor will set up in the Primavera Schedule (if used). The

contractor can then provide reports based on this category code. Work Category Codes are

linked to pay activities in the Finances --> Pay Activities screen.

In both Government and Contractor Mode the Work Category Code is used on the

Deficiency Items report by both the QA and QC Staff. Because every deficient item should

be linked to the pay activity it is associated with, RMS will use that link to sort reports by

the Work Category Code. The report in question is the QA/QC Reports --> Deficiency Items

report.

11.2 Specification Sections

MasterFormat is used throughout the construction industry to format specifications for

construction contract documents. The purpose of this format is to assist the user in

organizing information into distinct groups when creating contract documents and to assist

in searching for specific information in consistent locations. Information contained in
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MasterFormat is organized in a standardized outline format within about 50 Divisions (16

Divisions in MasterFormat 1995). Each Division is subdivided into a number of Sections.

The Specification Sections are maintained at the District Library by the Government to help

ensure consistency between contract specifications from all offices within the District. Who

ever has been designated responsibility for this section should carefully coordinate with the

Design Sections to ensure consistency between contracts and design agents is maintained.

If they are not maintained properly, the submittal register will not reflect the correct

section numbers and titles. The data is used to create the submittal register (ENG Form

4288) for each contract. If SpecsIntact is being used, the same section numbers should also

be used. The input screen for the submittal sections is from Contract Menu / Submittals /

Specification Sections.

RMS Contractor Mode includes the older format of MasterFormat 1995 and also includes

the MasterFormat 2004. The older version basically included 16 Specification Divisions and

the new format includes 50+ Divisions. When downloaded from SpecsInTact all of the

fourteen characters will be downloaded. With this format users are able to link the

submittal items to various other data, such as QC Test or QA Tests.

This module is located in the Government Library --> Specification Sections module.

MasterFormat is the master list of titles and numbers used to organize specifications and

other project information for most commercial building design and construction projects

in North America. It lists titles and section numbers for organizing data about construction

requirements, products, and activities. By standardizing such information, MasterFormat

facilitates communication among architects, specifiers, contractors and suppliers, which

helps them meet building owners’ requirements, timelines and budgets.

The CSI support for the MasterFormat 1995 ended on December 31 2009. All current

contracts should already be using a newer version of MasterFormat and the Tab showing
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the MasterFormat 1995 will disappear in the not too distant future. It will be replaced with

the MasterFormat 2012 numbers and titles.

The "Government Library  Specification Sections" module consists of a Data Grid where

each row represents a single MasterFormat specification section used by Contractor Mode.

Above the Data Grid is the Local Toolbar containing the buttons [Find], [Settings], and

[Export]. Above the Local Toolbar there are two tabs, MasterFormat 1995 and

MasterFormat 2004.

11.3 Submittal Types

The Submittal Types module conveys the eleven Submittal Descriptions (SD) that are part

of the NASA SpecsIntact program. There are eleven submittal descriptions used on the

Corps of Engineers, Department of the Air Force, and the Department of the Navy

contracts. These are used when a Submittal Register is created for a contract. In addition to

the eleven Submittal Descriptions, USACE Districts may have added additional submittal

descriptions that are specific to the district.

The SpecsIntact Configuration, Control and Coordinating Board have assigned the SD

numbers and names. These numbers correspond to the terminology used in the technical

sections. These numbers and names should not be changed. For more information please

visit their website by clicking here.

http://specsintact.ksc.nasa.gov/Index.shtml
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SD No.

A two-character numeric designation per CEGS 01330.

Abb. Title

Contains the abbreviated title for the Submittal Type. Maximum length is 15 characters.

Full Title

Contains the full title for the Submittal Type.

Entry Type

Either System (read only) type or user (editable) type.

NASA SpecsIntact Program Submittal Types:

SD Number and Title Description

SD-01 (Preconstruction Submittals) Submittals which provide Certificates of Insurance,
Surety Bonds, List of proposed subcontractors, List
of proposed products, Construction Progress
Schedule, Submittal Register, Schedule of values,
Health and Safety Plan, Work Plan, Quality Control
Plan and Environmental Protection Plan.
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SD Number and Title Description

SD-02 (Shop Drawings) Drawings, schedules, diagrams, and other data
prepared specifically for this contract, by contractor
or through contractor by way of subcontractor,
manufacturer, supplier, distributor, or other lower
tier contractor, to illustrate portion of work.

SD-03 (Product data) Preprinted material such as illustrations, standard
schedules performance charts, instructions,
brochures, diagrams, manufacturer’s descriptive
literature, catalog data, and other data to illustrate
portion of work, but not prepared exclusively for this
contract.

SD-04 (Samples) Physical examples of products, materials,
equipment, assemblies, or workmanship that are
physically identical to portion of work, illustrating
portion of work or establishing standards for
evaluating appearance of finished work or both.

SD-05 (Design Data) Calculations, mix designs, analysis or other data
pertaining to a part of work.

SD-06 (Test Reports) Report signed by authorized official of testing
laboratory that a material, product or system
identical to the material, product or system to be
provided has been tested in accord with specified
requirements. (Testing must have been within three
years of date of contract award for the project.)
Report which includes findings of a test required to
be performed by the Contractor on an actual portion
of the work or prototype prepared for the project
before shipment to job site. Report which includes
finding of a test made at the job site or on sample
taken from the job site, on portion of work during or
after installation. Investigation reports. Daily
checklists. Final acceptance test and operational
test procedure.

SD-07 (Certificates) Statements signed by responsible officials of
manufacturer of product, system or material
attesting that product, system or material meets
specification requirements. Must be dated after
award of project contract and clearly name the
project. Document required of Contractor, or of a
supplier, installer or subcontractor through
Contractor, the purpose of which is to further quality
of orderly progression of a portion of the work by
documenting procedures, acceptability of methods
or personnel qualifications. Confined space entry
permits.

SD-08 (Manufacturer’s Instructions) Preprinted material describing installation of a
product, system or material, including special
notices and Material Safety Data Sheets
concerning impedance, hazards and safety
precautions.
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SD Number and Title Description

SD-09 (Manufacturer’s Field Reports) Documentation of the testing and verification
actions taken by manufacturer’s representative to
confirm compliance with manufacturer’s standards
or instructions.

SD-10 (Operation and Maintenance Data) Data that is furnished by the manufacturer, or the
system provided, to the equipment operating and
maintenance personnel. This data is needed by
operating and maintenance personnel for the safe
and efficient operation, maintenance and repair of
the item.

SD-11 (Closeout Submittals) Documentation to record compliance with technical
or administrative requirements or to establish an
administrative mechanism.

11.4 Contractor Trades

Contractor Trades helps group Subcontractors allowing for reports (correspondence,

comments, punch list items) to sort data based on contractor trades. In addition, RMS uses

trades to calculate percentages and types of subcontracted work that is required for the

Contractor Appraisal (DD Form 2626). The trades link Labor Classifications for tracking

purposes.
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11.5 Labor Classifications

Labor Classifications are included in the Wage Rate Decisions issued by the Department of

Labor for CONUS contracts. The titles come from the Department of Labor Dictionary of

Occupational Titles. Labor Classifications are commonly used in the Labor Interviews and

QC Daily Report modules.

If the contract includes Labor Classifications that are not listed, the Government

Representative for the contract must add the Classification into the program on the

Government Mode side of RMS 3.0. It is the job of the Prime Contractor to verify that all

applicable classifications are included in the contract.
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12 User Roles

User Roles are new for RMS 3.0 Contractor Mode. In QCS 2.38 anyone with a login to the

program had full access to every module. QCS 2.38 also had Site IDs that allowed remote

sites to get read/write ability to certain modules with the limitation that if a QCS Site had a

module, the other QCS Sites on the job would not have the ability to edit the module but

they could read the data in the module. Contractor Mode is all server based so regardless

of how many Contractor Mode installations are accessing the contract, permissions can be

set on a per username basis. Every Contractor Mode has to register a username/password.

This username/password is added to the contract via a Contractor Mode Administrator or

the Government Mode part of RMS.

Once added to the contract, by default, there are no permissions added to a user (unless

they are the very first user added to the contract, in which case, they should be an

Administrator so they can add additional staff - more on this in the Staff module ). By

default there are no permissions for new staff on a contract. This means an Administrator

needs to go into the User Roles area, create User Roles if none exist, then assign User Roles

to staff members.

Please note, to assign user roles to staff, this must be done in the Administration --> 

Contract Access Control  module on a per-contract basis.

In this module, the User Roles Module, User Roles are created to be used on all contracts in

Contractor Mode. To get to this Module click on User Roles (below):

Clicking on User Roles will bring up the User Roles module - like the one below:

138

20
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In this copy of Contractor Mode there are 4 User Roles: Submittals, ReadOnly, test, and

Daily Reports. A new Contractor Mode installation will have none and User Roles will need

to be added. 

Remember that because Contractor mode is Server based, more than one staff can be

assigned to a User Role at a time.

Adding a User Role will bring up a screen like the one below:

This screen includes all the modules in Contractor Mode. By default, no access is selected.

Clicking the down arrow will allow a different access to be assigned to the module in

quesiton.
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For example, if a Daily Report role was to be created, most of the Quality Assurance /

Control - Permissions modules would have read/write while everything else remains no

access. If the company CEO wanted read only access to everything, a User Role of CEO

could be created with all modules View Only (or Read/Write if so desired).

Clicking the down arrow to assign permissions brings up menu options like the one below:

The choices are: No Access, Read Only Access (everything will be grayed out), and Read &

Write Access (full access to add, edit, and delete).

The red X icon on the right changes when the access changes:

A green check means full access, red x means no access, and yellow check means read only.

Any combination of User Roles can be created with various read only, no access, and full

access. At the very top - easy access buttons "Assign All as - No Access, Read Only, Read-

Write" so not every module has to be individually clicked if a blanket permission for all

modules is desired.

Remember, no user role assignment is the same as no access - this is the default for every

staff added to Contractor Mode and assigned to the Contract.

Also, to assign User Roles to staff, this must be done inside a contract in the Administration

--> Contract Access Control  module:20
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13 Staff

RMS 3.0 Contractor Mode requires that every user using Contractor Mode have a

username/password. Adding staff to the contract needs to start with RMS 3.0 Government

Mode. The Government must add the very first Contractor Mode staff to the contract (set as

Administrator) so that the contractor can get the contract and assign staff to the Prime

Contractor.

RMS 3.0 assigns a Prime Contractor to a Contract. Then staff are added to the Prime

Contractor. These staff need to be users that Contractor Mode contractors registered. Once

the first contractor staff is added and successfully logged in on Contractor Mode, that first

staff, an Administrator, will be able to add additional staff to the contract via the Staff

screen (below):

The Staff button is located at the Contract Selection screen. Clicking the Staff button will

bring up the Contractor Staff selection view (below):

For the purpose of this manual, we have the RMS Support Center staff added as staff (most

as Administrators). This means if they, anyone on the above list, log into their Contractor

Mode, they will see the contracts all assigned to the Prime (in this case, The Ranger Group,
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LLC). They will not have permissions to the contracts until User Roles are assigned to them

via the User Roles  module.

The Linked to Login Account means that RMS 3.0 Contractor Mode was able to find a

registered user based on the Email provided and link them to a registered login. If this says

no, that means the staff added has not yet registered an account via the User Registration

process - see How to Register a Username  for more information.

It is recommended against making everyone Administrators. Assign user roles as means of

controlling access to contracts. Remember that user roles are assigned to users in the

Administration --> Contract Access Control  module on a per contract basis.

Adding a staff will bring up a screen like the one below:

Make sure that the email added here matches the one that the staff member will register

on their side when they install Contractor Mode on their computer. The email has to mach

for the staff entry to link to the registered account. If an email was incorrectly added and

the account never links, just delete the staff member and re-add them later.

The first name / last name are not so important as whatever was typed in during the User

Registration Process will overwrite what was added here.

Setting Administrative Rights can be dangerous because it gives the ability to do anything

to the contract to the user in question. This means the user can add/remove staff, do

anything the original administrator could. It is recommended using User Roles whenever

possible.

Please note that it can take 5-10 minutes for staff to be linked once added / registered on

the server. If unable to log in after 5-10 minutes verify the email address and if the email

address is valid but still no account link, please contact the RMS Support Center.

134
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