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InEight Contract Overview

Traditionally, there are many offline activities associated with creating and administering contracts.
For example, logs are maintained, spreadsheets are updated, and meeting minutes are filed. As these
tasks are completed, the hope is that a corresponding update is made to keep the back end or financial
system in line with the reality in the field.

InEight Contract provides a consistent and intuitive overlay to not only perform these functions, but
also ensure that the underlying systems (such as your ERP system) are in sync with actions taking place
in the field. As an added benefit, the history and information associated with the activity is available in
real time and in one tool, making the contract management processes more efficient and accurate. It
eliminates the need for multiple side spreadsheets that require double-entry to keep up to date.

ERP Integration

Contract can integrate with your ERP system to manage payments and other resources. If your organ-
ization does not want to integrate with an ERP system, they can operate with a proxy ERP. Your sys-
tem administrator uses an organization setting to indicate whether to integrate with the ERP or use a
proxy ERP.

To enable ERP integration, set the ERP integration toggle in the organization settings (Contract > Con-
tracts > Contract Configurations) to ERP integration. If you have the Edit contract configuration per-
mission, you can switch the toggle as needed.

Considerations for ERP system integration

When using an ERP system, the system administrator specifies whether to integrate the following ERP
system functions:

e Tax calculation before publishing a contract. When set to Yes, the ERP system calculates the tax
before publishing a contract. When set to No, the ERP system calculates the tax and sends the res-
ult back to Contract when publishing.

e Equipment details when publishing a contract. When set to Yes, the equipment details are
included with the purchase order line item details when sent to the ERP system. When set to No,
no details are sent to the ERP system and are available in Contract only.

See your system administrator about the options used by your organization.
Considerations for proxy ERP
If your organization does not integrate with an ERP system, you are responsible for the following:

e Currency conversion. Currency conversions are typically handled by an ERP system. In a proxy
ERP environment, you can use the conversion table in the project details (Project > Project
details > Details) for reporting only. If you get a notification that the currency is not maintained
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in project details, contract your project administrator.

 Invoices and payment forms. The proxy ERP allows only one invoice per payment form.

e Payment progress maintenance. If you have the correct permission, you can edit the following
fields on the Payment Progress tab: Date cashed, Check number, Method, Paid amount, and

Retention released.

The proxy ERP simulates the successful publishing of purchase orders, vendor change orders, goods
receipts, accruals, and payment forms by issuing an auto-response. Validations that are in place for an
ERP system are not performed, and you are responsible for the accuracy of this information.

Contract Workflow

The functionality of Contract is organized into two areas:

» Bid Packages
e Contracts

The diagram below provides the overall workflow for Contract and how it integrates with other applic-
ations, including InEight Change, InEight Progress, InEight Control, and your ERP system.

Bid Packages
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Bid Packages

The Bid Packages module allows you to itemize out the scopes of work that you intend to put under
contract. Bid Packages are usually created after the estimate is completed and the project is awarded.
Bid Packages also can track milestones leading up to contract execution to ensure you meet product

and service delivery dates, and to help you move the package from concept to under contract.
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Bid packages > 13191 - DS - Concrete Executed

Status
lssued for owner review

Contracts

SUPPORTII

OVERVIEW MILESTONES DOCUMEN

@)
Milestones
Scheduled dates
@ Milestone

Scheduled item Yalue

Issued for ...
* Kickoff date 08/15/2018[7

Proposal re...
+ Project delivery (Needed by) date 08/22/2018[] Lstter of int._
Contract delivery (Lead time) (days) 0
Contract target execution date os/22/2018[7]

Scheduled

Duration (days) Completiond.. Floa

0 08/15/2018 0
0 08/15/2018 | 0
0 08/15/2018 | 0

The diagram below illustrates the workflow followed in the Bid Packages module:

Bid Packages
Create Bid WELET:] Contract
Package Milestones Award

Contracts

The Contracts module is where a contract’s lifecycle can be managed from creation to closeout.

Managing Contracts includes:
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e Adding contract details and line items

e Adding supporting documentation, including the executed contract agreement
* Initiating a purchase order for the contract

¢ Adding associated vendor change orders (tied to Change Management)

e Allocating payments for invoices received in the field

e Following a closeout process for the contract

Contracts > T300000572 - Environmental T..

Actions - HEADER LINE ITEMS >

® [

Line items  seee >

Line ltem Type Material Descripti Product Quantity UoM
[ D D on category
o 0001 Material 000000076... SUBCONTH... MCC - SUB,GR... 10,000  Ea

The Contracts module follows the workflow indicated below.

@

Contracts

Contract Setup Add

(Documents, Documents Contract Execute Create
Details & Line
Items)

Supporting

Documents Approval Approval Contract PO

Add VCO Create Payment Form Contract

Payment Form Approval Closeout

VCO Approval

Submit invoices

Receive payment progress, goods receipts

Update PO
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Who uses InEight Contract?

The primary users of InEight Contract differ from the typical roles that use the rest of the InEight cloud
platform, namely Contract Managers and Contract Administrators. In other words, the main users of
Contract are employees focused on contract management as their primary role.

There are, however various touchpoints where other field personnel will use Contract as part of their
daily tasks. For example:

e Field Handlers that oversee specific work packages will perform specific functions in Contract

» Field workers tasked with getting payment approvals for routing invoices will input that inform-
ation in Contract, where it will automatically sync to the back office system

e Project Engineers, Project Managers, and Controllers will access Pay Forms in Contract
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Project setup

To manage contracts and bid packages successfully, the correct Contract settings must be set up before
project initiation. Some settings differ between the organization and project levels.

Organization settings

Prior to initiation, the organization and project settings are significant to successfully manage a project
in Contract. Organization settings are distinct from the project settings since they are defined by the
administrative level of your organization.

Contract templates

Contract Writer is a customized contract document writer intended to generate a complete contract for a
vendor or subcontractor to eventually agree to, accept, and sign. Contract writer can create project-spe-
cific documents such as contracts, payment forms, and vendor change orders by combining Microsoft
Word or Excel templates defined at the organization and project levels.

Each template is a collection of predefined contract writer tags that autofill the contract document with
the information from your contract.

Template types subtab

The Template types subtab shows the templates register and gives you the tools you need to start build-
ing templates.

You can download a sample template that gives you an idea of where to start with your template. You
can also get a list of general tags and collection table tags to be used in the template. After you have
opened the list, you can export the tags to a Microsoft Excel spreadsheet.

Download a sample template

You can download a sample template in Microsoft Word and Microsoft Excel formats. The samples
show how a contract could look in either format. This feature is available at both the organization and
project levels.

To download a sample template, click the Download sample template icon on the template register,
and then select either Download Word template or Download Excel template.

= Clearallfilters B Q
Modified date Modified by
6/09/2020

Published Multiple

)_Template Template Published
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Create a contract template

To create a template for your contract documentation, you use predefined contract writer tags to autofill
your contract document with the information from the contract. From the Add contract template record,
select the View available tags icon to open a list of available tags. Select General tags to see a list of
tags that can be used in the body of the template only. Select Collection table tags to see the list of
tags that can be used in collection tables. General tags cannot be used in a collection table.

The list shows the following information:

e Tag name.

e The location of the source of the data, which is the name of the page that Contract pulls the
information from when building the template.

e A description of the tag.

e Example text that shows what text might look like in your contract. Contract also uses the
example text in the sample template.

e The type of template for which the tags are valid.

e An example of how this information might look in the contract document.

* the type of template for which the tags are valid.

Tag names do not reflect custom labels that your organization might have set up. You can refer to the
Contract Custom Labels tab in project settings for custom label mappings.

After you have opened the list, you can export the tags to Excel. Refer to the instructions on the Instruc-
tions tab of the Excel file for information about using tags and building a template.

General tags

Maintain field formatting

Large text box fields, such as the Scope of the contract, Scope of change, Inclusions, Exclusions, War-
ranty, Contract terms 1 - 4, and Vendor change order terms 1 - 4 fields, contain formatting tools that let
you use boldface type, numbered or bulleted lists, and other text formats. To preserve this formatting in
Micorosoft Word templates, you can insert a Word merge field instead of a tag for the field.

To insert a merge field in a Word template, position the cursor, and then go to Insert > Quick parts >
Field. From the Field dialog box, select MergeField, and then enter the tag name without the brackets
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in the Field Properties > Field name field (for example, Contract term 1). When a document is gen-
erated, Word applies the formatting for the field.

Refer to the Instructions in the Contract templates tags spreadsheet for more information about merge
tags.

DocuSign tags

DocuSign eSignature tags for recipients let you embed signee information to pull into your organization
or project templates. DocuSign tags used in a template are read when sending a document for signature.

The DocuSign tags serve as placeholders for the eSignatures. Contract's DocuSign tags include tags
that serve as placeholders for text boxes, check boxes, drop-down lists, and radio buttons added by the
document sender in the DocuSign Sender view. These tags are available for eSign 1-10 and for each
project contact. When you add the tags in the template, you ensure the corresponding item is con-
sistently placed.

For text and drop-down lists, you only place one tag in the template. For check boxes, you place one
tag for each option. For radio buttons, a single tag places two buttons in the document. You can add
more radio button tags for additional buttons.

When you open a document with these tags in the DocuSign Sender view, the tags are present, but they
do not have values. You can add the values from the Sender view. For example, if the template has
three check box tags, when the document is opened in DocuSign, three empty check boxes are shown.
You then add the value for each check box in DocuSign.

Refer to the instructions on the Instructions tab of the Excel file for more information about DocuSign
tags.

Template types

Contract templates are classified by the template type. This classification can help you ensure that the
template suits your business needs based on the purpose of the template. Contract supports the fol-
lowing template types:

e Contract

e VCO

Payment claim

Payment form

Purchase order

Other (for supplemental and exhibit information)

The template type indicates which general tags and collection tags are valid for the template. For
example, a payment form template can use the tags that are applicable for payment form templates.
Any template can use the tags for all templates. The template tags are validated when you attach a tem-
plate file to the template.
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If you have invalid tags, the Template file section of the Details page shows a message that there are
validation errors. You must go into the Word or Excel template and fix the errors. You cannot publish
the template f there are any errors.

Template language

You can define the language in which the contract template is generated using the Select template lan-
guage field on the template Details page. Selecting a template language lessens the tags available. For
example, if you select Spanish as the template language, you can use only Spanish tags in the template
even if the language of your application is English. Upon generation, template and tags are generated in
Spanish.

You cannot use tags in multiple languages in a single template. During template validation, the applic-
ation only searches the tags of the selected language instead of all languages.

Collection tables

You can add multiple items to a contract, payment form, or vendor change order template by using a
collection table. You can create collection tables in Word or Excel that include those items and place it
into the template.

A collection table contains collection tags specific to a template type. General tags cannot be used in a
collection table. The Contract writer searches the information in the Contract application and returns
the values in the table. Collection tags are specific to the template type and table type. For example, the
Vendor Change Order template type has table types for VCO line items, VCO documents, VCO issues,
and others. A collection table can have tags for one table type only, but a template can have multiple
tables.

You can also use conditional table tags to set the language in a contract document collection table tag
based on the value specified in a custom field. Conditional tags let you set up different language and
tag string options that populate the contract document based on the value selected in the Custom list
field in the contract line item. For example, if the conditional field Line item Custom list 1 is set up
with values for line item, lump sum, and cost item, you can set up contract document text for line
items, text for lump sums, and text for cost items. See Conditional tag setup subtab for more inform-
ation about setting up conditions and using conditional tags in a collection table.

Add a collection table to a template

1. Export the collection tags list and follow the instructions on the Instructions tab of the spread-
sheet.

2. Open or create a new template in Microsoft Word or Excel. Keep in mind the template type (con-
tract, vendor change order, or payment form).

3. Create a table in the document or spreadsheet.
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4. Enter headers, if applicable, and format the table to suit your business needs.
5. Enter a tag in each column. The tag can be from one table type only.
6. Save your document.

Collection tags do not show up on the Review templates page. If you have a template that has only col-
lection tags you see the message "No general tags found in this template" in the review area. You can
see collection tags in the preview. If there is an error, you must fix it in the Word or Excel document. If
a field is missing, you must go to the contract and fix that item.

Tips for using template tags

Template tags are the building blocks of a Change document. The tags pull information from the cor-
responding data field in the issue, PCO, or CCO detail to populate the document. Use the following
guidelines when you are adding tags to your template.

Additional instructions can be found in the tags export spreadsheet.
General tag information
¢ General tags cannot be used in a table.
e Equations are discarded in document generation. No tags in an equation are read.

e Some fields in the application have their own formatting that is applied in the template, such as a
bullet list. The general tags associated with those fields use the application's formatting, and you
do not have to enter additional formatting in the template.

Collection table tags

e Only collection table tags can be used in a collection table.

e Tags cannot be read from nested tables, such as a table within a table.
DocuSign tags

¢ Change the color of DocuSign tags to white, otherwise the tags show in the document. The white
text matches the background and hides the tag.

e When adding a DocuSign tag to an Excel template, the column or row must be large enough for
the entire tag name. when the Excel file is converted to a PDF to send to DocuSign, the system
cannot read the tag if the whole tag name was not visible in Excel.

DocuSign Advanced Options

Contract supports the use of DocuSign Advanced Options. The DocuSign Advanced Options are con-
figured in DocuSign. These options let you customize the DocuSign experience. Your DocuSign admin-
istrator can set up the following options in DocuSign:
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¢ Branding options let you select a logo and brand colors that were set up by the DocuSign admin-
istrator, for the envelope.

e Reminders options let you specify whether DocuSign sends reminders to signees, when to start
sending them, and how often to send them.

e Expiration options let you set the number of days until the envelope expires and how often to
send alerts. After the envelope is expired, recipients can no longer view or sign the documents in
the envelope.

e Comments options let senders and recipients enter comments on documents in the envelope.

e Recipient privilege lets you give recipients options for how they sign the document, such as sign-
ing on paper, assigning delegates, and editing documents.

Microsoft Word documents
e Any text formatted in Change on the Details pages are retained in Word documents.
Microsoft Excel documents
e For large text cells where you can format text, the formatting is converted to plain text.
e Any text formatted in Change on the Details pages is converted to plain text in Excel.

¢ Only the first sheet in an Excel template is read and tag information inserted. To generate mul-
tiple Excel sheets, create multiple Excel files and merge them into a single PDF.

e The Change writer discards text boxes, word art, drawings, equations, and formulas inserted into
an Excel document.

e Tags cannot be used in calculations.
e The Pricing summary tags are not valid in Excel.
Build your template

After the Excel file opens after downloading, you can copy the tags you need into a Word or Excel ver-
sion of your contract document, inserting them in the appropriate places within your contract. Refer to
the instructions on the Instructions tab of the Excel file for information about using tags and building a
template. You can insert tags into the body, header, or footer of the Word template. You can also insert
the tags in the body of an Excel template.
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General tags

Utilze below general tags to build contract templates. Tags in the template would be replaced with the corresponding tag values, while
generating contract document

P Q

Organization settings

Mandy Becker |

Tag name Location sou.. Description Example Applicable for
Project et The project mumber Alltemp
Project et General Tagsasx - Protected View « D Search
Project detz  File. Home  Insert  Pagelayout  Formulas  Data  Review View  Help  Team
ot des (1) PROTECTED VIEW. Becoreful—fes fom thentrne cn contan viuss, Urlesyes ned o e, s sfer tostoy i Prtected View
Project etz
03 - £ | The value (percentage) of the maximum allowable liquidated damages
Project etz . . =
Project detz 1
78 | <<DORS-Title>> Contract header Division of responsibility Title
Project detz 79 DoR U e
<<DORs Title>> Contract header Division of responsibility Title
Projectsetgn o0RU: e
82| <<DOR7-Titie>> Contract header Division of responsibility Title
<<Company c Project set g3 DOR User e
. et g | <CDORETII>> Contract header Division of responsibility Title
<<Contractmumber>> cject dete g Rt e
<<Orginal project value>> <<DORS Titlex> Contract header Division of responsibilty Title
el proect e DOR User e

<<Project contract dates> <<DORIOTitle>> Contract header Division of responsibility Title

until the contract is completed o reaches 3 predetermined state

<cEngineering submittals cap>>  Contract header The value [percentage) of the maximum allowable liquidated damages

B GeneniTagr e A <coeiercap>> conract header The value percentage of the maximum alowable lquidated damages

The default retention field. A percentage which will be held back from each payment

Enable Editing x

Business manager All templates
lose Riveria All templates
Project manager All templates
Michae! Johnson All templates
Project engineer All tempiates
Justin Jones All templates
President All templates

Kris Campbelo All templates
Vice President Al templates
XuMichel All templates
Regional manager Al templates

15.00 All templates
2500000 (98.5%) Al templates
50000 (11.25%) Al templates

completion cap>> The value [percentage) of the maximum allowsble liquidated damages

50000 (7.58%) All templates

3 |<cperformance guarantee cap> [The value (percentage) of the maximum allowable liquidated damages

1 50000 (25.75%) All templates

54 |<<Overall cap>> Contract header The value (percentage) of the maximum allowable ageregate liquidated damages
95 |<<Custom tag1>> Contract header Free text user definzd fields
96 |<<Custom tag2>> Contract header Free text user definzd fields
57 |<<Custom tag3>> Contract header Free text user definzd fields
98 |<<Custom taga>> Contract header Free text user definzd fields
99 |<<Custom tag5>> Contract header Free text user definzd fields
100 <<Custom tags>> Contract header Free text user definzd fields
101 <<Custom tag7>> Contract header Free text user definzd fields
102 <<Custom tage>> Contract header Free text user definzd fields
103 <<Custom tag8>> Contract header Free text user definzd fields
104 <<Custom t2g105> Contract header Free text user definzd fields

105| <<Agreement ID>> Contract header Reference data Agreement 1D

Reference data Agreement value

Reference data purchase order number

75000 (12.58%) All templates
Custom tag1 All templates
Custom t3g10 Al templates
Custom tg2 All templates
Custom tag3 All templates
Custom tagé All templates
Custom tags All templates
Custom tags All templates
Custom tg7 All templates
Custom tag8 All templates
Custom tgs All templates
A1232 All templates
300,000.00 All templates
4500000120 All templates

General Tags

Ready

CgDisplay Settings | [ + o%

1. Insert tags into the document as shown in the example.

Sample with Tags

THIS SUBCONTRACT AGREEMENT is dated <<Contract effective date>> (Effective Date) and is between
<<Vendor - name>> (Subcontractor), and <<Cempany code name>> (Contractor).

'WHEREAS Contractor has entered into a contract dated <<Prime contract date>> (Prime
Contract) with the <<Owner>> (Owner), for the <<Project name>>; and Subcontractor offered
to perform a portion of the Prime Cantract as described more fully below.

NOW THEREFORE, Contractor and Subcontractor agree as follows:

ARTICLE 1
WORK

11 Subcontractor shall furnish all supervision, labor, tools, equipment, materials, supplies, services
and engineering necessary to perform the work described Article 4—Scope of Work (Work)
Subcontractor shall perform its subcontract obligations in accordance with the Subcontract Documents,
all applicable labor agreements, all applicablz laws and regulations and good construction practices.

ARTICLE 2
CONTRACT SUM

21
Subcontractor the sum of

For the Work Subcontractor performs as specified in this Subcontract, Contractor shall pay
Dollars ($ <<Contract original value-numbers>>) (Contract Sum),
adjusted as necessary by differences between estimated and actual quantities for unit price Work items
(if any) and subject to changes, additions and deductions, as hereinafter provided in the Subcontract
Documents. As general retainage, Contractor may withhold <<Retention>> each progress payment as
allowed by law.

Contractor and Subcontractor are signing this Subcontract Agreement as of the Effective Date stated in
the introductory clause.

<<Company code name>> <<Vendor - name>>

Contractor Subcontractor

By: By:
Name: Nam o
Title: Title:

When adding tags for DocuSign, change the font color to white, so the tag name does not show

in the generated document.

This opens the Details page.
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Name the template and save as an MS Word (.docx) document.

Return to the Contract template register, select the Add icon to create a new Contract template.
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Overview — Contract template Details

Item
Number Name Definition

1 Preview Opens a preview of your template using the default sample data.
sample

2 Create Creates a new version of the template. This feature lets you update the ver-
new ver- sion of a template instead of inactivating it and then creating a new one.
sion

3 Control but- Lets you cancel the template creation, save and publish, or only save to
tons access later.

4 Detail area Lets you name the template, specify the template type and language, and

add a description of the template.

5 Set as Lets you specify at the organization level that a payment form or purchase

default order template is the default. The default template is attached automatically

to any payment form workflow. The toggle switch is active only when the
Template type field is set to Payment Form or Purchase order.

6 Tags Area where you can view and download the general and collection table
tags.
7 Template  Attach the template file which was created with the downloaded tags. Tags
file are validated after the file has been attached.
8 Contract Assigned contract types that could use this template. When the Set as
types default field value is Yes for a payment form or purchase order, the tem-

plate becomes the default template when you download a payment form or
purchase order for the specified contract type.

9 Attributes  Lets you add one or more market attributes that provide additional ways to
filter templates. Organization-level templates default to On for project use.
When a market is added to a template, the templates default to Off for pro-
jects that do not have a matching market. When a market is added to the pro-
ject, Contract turns on any matching templates that had previously defaulted
to Off.
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@ (oonee ] [Cnocvatetenpine ]
o Details

Template file o

PO DefautNew 1 Collection tabe tags(Contract) docx

xxxxxxxxxxxxxxxxxxx

MMMMMM

Template versions

When you update templates with additional information, you can create a new version of the template
instead of deactivating it. The Create new version button is enabled when you edit a template.

When you create a new version, the version numbering starts after the previous version. The new tem-
plate version starts in the draft state. You can edit any of the fields except the template type and lan-
guage. You can then attach the new file. Only one draft version can exist for a template at a time.

Only one version of a template can be active at a time. After you publish a new version, the previous
version becomes inactive and is removed from the Templates register.

The Version column of the Templates register lets you see the template version. When you click the
version number, the template version history is shown. The template names are linked to the Template
details page, so you can quickly view the detail information.

Template Version History.

Versi.  Status = name ription Created date
2 oatt c Vendor address br..  Vendor address brea..  05/17/2022

1 Publihed fendor address br..  Vendor address bre 0571072022

The Version history subtab contains links to previous versions of a template. The version history shows
all versions in descending order, including inactive versions.
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Versions of organization-level templates are available for use at the project level, but you can only cre-
ate a new version of those templates at the organization level.

Default payment form template

You can use one template as the default payment form template. The default template is attached auto-
matically to any payment form or workflow. The default template is indicated by a yellow triangle in
the organization template register. You can set the default using the Set as default toggle setting on the
template Details page.

Build a Contract Template

1. From Organization settings > Contract, select Contract Templates.

2. Select the View available tags icon to view general or collection table tags. This example uses
general tags.

= Clear all filters 3 Q

o/2000  Collection table tags

level

The Contract writer tag document opens.

General tags

Utilize below general tags to build contract templates. Tags in the template would be replaced with the corresponding tag values, while ® Q
generating contract document.

Tag name Location sou... Description Example Applicable for

The project number 123456 All templates

Metro Pover Station All templates

e address of the project 1700 Northwest Street All templates

The address of the project Unit 3 All templates

The city of the project Scottsdale All templates

The state of the project Arizona All templates

e c Us All templates

The post ode of the project 85201 All templates

e n iated to the project XYZ Company Inc All templates

atity associated to the project 1032 All templates

CA 139481029 All templates

of the Project contract 10000 All templates

43678 All templates

in words 15t of August 2019 All templates

<<Date project started>> The date the Project started 43738 All templates
» v

3. Select the Export tag list icon to export it to your hard drive as an Excel file.

4. Save the exported file.
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What do you want to do with Export.xisx (3.2 KB)?
From: 101in8-qa-191-sea.hds.ineight.com Q=0 S Gz =

Organization settings

5. Open the Excel file you just saved. The value in the Applicable for column indicates the template

type that can use the tag.

Metro Power Station All templates
1700 Northwest Street Al templates

XYZ Company Inc All templates

CA 139481029 All templates
10,000,000.00 Al templates

15t of August 2019 All templates

30th of September 2019 All templates

T S
2 |<<Project ID>> Project details The project number

3 |<<Project name>> Project details The name of the project

4 |<<Project address1>> Project details The address of the project

5 |<<Project address2>> Project details The address of the project

6 |<<Project city>> Project details The city of the project

7 |<<Project state>> Project details The state of the project

8 |<<Project country or region>> Project details The country of the project

9 |<<Project postal code>> Project details The postal or zip code of the project

10 |<<Company code name>> Project settings The name of the legal entity associated to the project
11 |<<Company code>> Project settings The code of the legal entity associated to the project
12 |<<Contract number>> Project details The projects contract number

13 |<<Original project value>> Project details The original value of the Project contract

14 |<<Project contract date>> Project details The date of the Project contract

15 |<<Project contract date-words>> Project details The date of the Project contract in words

16 |<<Date project started>> Project details The date the Project started

17 |<<Prime contract project start date-Words>> Project details The date of the the Project started in words

18 |<<Original contract completion date>> Project details The date of the contract completion

19 |<<Original contract completion date-Words>> Contract header The date of the contract completion in words

31t of March 2021 All templates

123456 All templates

Unit 3 Al templates
Scottsdale All templates
Arizona All templates
US All templates

85201 All templates

1032 All templates

8/1/2019 All templates
9/30/2019 Al templates

3/31/2021 Al templates

6. Copy and paste the tags into the Microsoft Word or Microsoft Excel document you are creating

as your new contract.

e Tags must be inserted exactly as they appear in the Tag name column.

e A template can use tags that are applicable to one template type plus the tags that are

applicable to all templates.

7. If applicable, you can insert one or more collection tables that are applicable to the template type.
Refer to the topic Collection tables for information about building a collection table.

8. After all tags are inserted into the contract Microsoft Word or Excel document, name the new

template as [your initials — contract template].

9. Save it as a Word (.docx) or Excel (.xlsx) file.

e Below is an example of a Word document with inserted tags

sample with Tags

“THIS SUBCONTRACT AGREEMENT is dated <<Effective date>> (Effective Date) and is between <<Vendor
name>> (subcontractor), and <<Contractor name>> {Contractor).

WHEREAS Contractor has entered into a contract dated <<Prime contract date>> (Prime.
Contract) with the (Ovimer), for i ;and offered
to perform a portion of the Prime Contract as described more fully below.

NOW THEREFORE, Contractor and Subcontractor agree as follows:

ARTICLE 1
WORK

11 Subcontractor shall furnish all supervision, labor, tools, equipment, materials, supplies, services
and engineering necessary to perform the work described Article 4—Scope of Work (Work).
subcontractor shall perform its subcontract obligations in accordance with the Subcontract Documents,
all applicable labor agreements, all applicable laws and regulations and good construction practices.

ARTICLE2
CONTRACT SUM

21 Forthe Work fied in this Subcontract, Contractor shall pay
Subcontractor the sum of [ ] Dollars ($ <<Contract value>>) (Contract Sum), adjusted as necessary
by differences between estimated and actual quantities for unit price Work items (if any) and subject to
changes, additions and deductions, as hereinafter provided in the Subcontract Documents. As general
retainage, Contractor may withhold <<Default retention>> each progress payment as allowed by law.

Contractor and Subcontractor are signing this Subcontract Agreement as of the Effective Date stated in
the introductory clause.

<<Contractor name>> <<Vendor name>>
Contractor Subcontractor
By: By:

Neme Name

Titte: Title:

10. Return to the Contract templates tab and select the Add Contract icon.

11. In the Add a new template dialog box, fill in the fields with the following:
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¢ Template name: Use the name you named your template
e Description: Test contract template
12. Under Contract types, select the following as your Assign contract types:
e Subcontract
e Service agreement

e Material contract

X

Assign contract types

13. Under the Template file section, select No template file attached.

Template file

14. Find and select the contract template you created in Step 8 of this Step by Step.

15. After it has uploaded, select Add.

Template file

*Template file
SELECTFILE.. v

(3 My computer

:Cance‘

16. Validation notices for tags and collection tables are shown.

Template file

Article 4 - Scope of Work docx

Tags Validated +

Collection tables validated

e [f the document was not validated, select the Not validated link to view the errors, fix the
errors in your document, save and publish again.
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17.

Organization settings

The file can be closed but not published with invalid tags.

Click Save and Publish.

¢ Return to the Contract tab under Contracts.

You can edit the template name, description, markets, and set as default field for a published template.
Changes to these fields do not create a new version.

Overview — Contract Template Header

Item
Number Name Definition

1
2
3

O oo X o

11

InEight Inc. | Release 25.5

Template
Description

Status

Assigned con-
tract types

Template type

Template file
Created date
Created by
Modified date
Modified by
Template lan-

guage

Template Description

The name you gave as the contract template.
The description you used when creating the template.

The status of the template after created. The status will show Draft, Pub-
lished or Saved.

The assignment(s) you made when creating the template. Assignments
can be shown as Multiple, None or one type. Hovering over the ellipse
will show the contract types which were selected during creation.

A None indicator with the gear will indicate that none were initially
selected. However, when you select the gear icon, it will allow you to
select and then save it as an assigned type.

The type of contract that can use the template. Valid types are Contract,
Payment form, Purchase order, VCO, and Other.

Name of the file which was uploaded into the contract writer.

Date which the contract template was created.

Name of person who created the template.

Date which the last modifications were made to the template.

Name of the person who made the last modification to the template.

The language of the tags in the template.

Status Assigned contrac... Template file Created d... Created by Modified date Modified by

07/28/2020

.
07/90 Organiz:

07/28/2020 Organization level EN

07/28/2020

m/zeq Organt:

07/28/2020 Organization level

Published

Publl@

Published

Multiple

Multiple o - comraue e

Multiple ***  Contract

Published Multiple " veo 07/28/2020 Organization level 07/28/2020 Organization level EN
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Template settings subtab

Contract User Guide

Template settings let you configure characteristics for each template type at the organization level. The
Template settings subtab (Settings > Contract templates > Template settings) contains controls for edit-

ing, watermark stamps, and PDF output.

Template configurations

cccccccccccccc
LLLL

st Sencaion 2 f=S0) 9@
e ©
] e e)
© ©
e ] ©
© e e

Tesu2

Item

number Name

1 Allow users to edit the doc-
ument during generation

2 Require a watermark
stamp upon document gen-
eration

3 Output as PDF only

4 End watermark require-

Page 44 of 341

Definition

Indicates whether users can edit a contract document of this
type when it is in the review stage. When set to Yes, a user
can edit the contract document from the Review templates
dialog box. When set to No, the contract document cannot
be edited from the dialog box, and the user has to edit con-
tract information in Contract.

Indicates whether to apply a watermark stamp when a doc-
ument of this type is generated. When set toYes the water-
mark is applied to the document, but is removed after the
document has been approved. You can configure the water-
mark text and settings in the Watermark stamp section of
this page. When set to No, the contract document does not
have a watermark.

Indicates whether you can only generate a PDF when you
create a contract document of this type. When set to Yes,
you cannot generate a Microsoft Word or Excel document or
make changes to the contract files individually.

Indicates the contract approval event that must occur before
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Item
number Name Definition

ment event the watermark stamp is no longer required for this template
type. For example, if you set the End watermark event field
to Contract approval, the watermark is no longer required
after the contract is approved. You can also indicate that the
watermark stamp is always required regardless of the con-
tract approval event. The watermark is removed from the
generated document when the document is approved. This
field is enabled only when the Require watermark stamp
upon document generation toggle is set to Yes.

The Watermark stamp section lets you define watermark text and layout for the Select watermark
stamp drop down list in the Contract writer. You can define the text for all languages used in your tem-
plates. The language of the watermark matches the language of the template.

Conditional tag setup subtab

Conditional tags let you set the text used in a collection table based on the value specified in a custom
list. The conditional tags are based on Line item Custom list 1 and Line item Custom list 2. You can
then configure template text based on each value of the field. For example, if Line item Custom list 1 is
set up with values for line item, lump sum, and cost item, you can set up contract document text for
line items, text for lump sums, and text for cost items. The text that populates the table cell depends on
the value of the Line item Custom list 1 field.

You can configure the conditional tag text on the Conditional tag setup page (Organization settings >
Contract > Contract templates > Conditional tag setup).

‘‘‘‘‘

You can set up two conditional fields each for conditional tags for contracts, schedule of values, VCOs,
and payment forms.
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Set up conditional text
1. From the Conditional tag setup page, select a conditional tag in the Conditional tags column.

2. Click the Download conditional collection table tags icon to download instructions and lists of
valid tags for each conditional tag.

WORKFLOW CONTRACT CONTRACT CUSTOM
BID PACKAGES CONTRACTS ASSIGNMENTS TEMPLATES CONFIGURATIONS LABELS

Template types ~ Template settings | Conditional tag setup

Conditional tags are collection table tags which contain text and standard collection table tags. Conditional tags are mapped based on the Conditional field and it's associated field value. Defined conditional language will be generated in the contract document output

Conditional tags Conditional tag details
Contract: Line item Conditional tag *Conditional field
Contract: Line item Conditional tag Line item custom list 1 - |

Schedule of value: Conditional tag

Schedule of value: Conditional tag |

VCO: Conditional tag 1

English Espaiiol
VCO: Conditional tag 2

Field value “Conditional language “Conditional language
Payform: Conditional tag 1

Payform: Conditional tag 2 No records found.

3. Click the Add conditional tag icon.

4. In the slide-out panel, select one of the field values for the conditional field. If applicable, select
the template language.

5. In the Conditional language filed, enter the text or tags for the condition. Refer to the conditional
collection table tags you downloaded in step 2 for a list of available tags. The image below
shows a mix of text and tags, with tags highlighted in yellow.

Add Schedule of value: Conditional tag 1
*Field value

Unit price -
Language selection

English - EN -
Conditional language (EN)

<<Contract: Line item custom list 2>> of <<Contract: Long S

Description>> for the unit price of $<<Contract: Unit Price>>
<<Contract: UoM>>. The estimated quantity of work to be performed
is <<Contract: Quantity>> <<Contract: UoM>>. -

To use conditional tags in a template, follow the instructions for setting up a collection table. In one of
the columns, enter the tag for the custom list such as, <<Contract: Line item custom list 1>>. In another
column enter the conditional tag such as, <<Contract: Line item Conditional tag 1>>. Refer to the
Conditional tag setup spreadsheet for a detailed example.
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Organization settings

When you generate a contract document, Contact fills in the text that is specific to the condition of the
custom list.

Configurations

Organization-level configurations let you customize Contract for your organization. To see the con-
figuration settings, go to organization settings, and then select Contract >Configurations.

A

Configurations

Bid package risk

Bid package type

Bid package type configuration setup

ire At

@ Contract type configuration setup

L i

tom h

Line item type configuration sefup

Liguidated damage type

Master agreement type configuration setup

Payment claims configuration

Payment form status

Tax seftings

Vendor change grder regponsible party

Vendor change order type

Vendor 1
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Accrual/Receipt settings

The Accrual/ Receipt settings configuration lets you specify the accrual types for your organization.

You can also specify whether accrual submissions and receipt submissions require supporting doc-
uments.

cccccc
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For each accrual type, you must set up the following:

Accrual type ~ The name of the accrual type to be used in the Accrual type drop-down field on the
name Accruals/Receipts Line Items page.

ERP Accrual = The name of the accrual type to be used in the ERP system.

type

Debit general ~ The general ledger account associated with debits.

ledger

Credit general The general ledger account associated with credits

ledger

Active Indicates whether the accrual type is active in the organization.

Bid package type configuration

The Bid package type configuration setup lets you establish details by bid package type. You can also
indicate whether all milestones must be completed before converting to a contract.
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Confiqurations > Editconfiguration st

Bid package type configuration setup

Define the required fields for this Bid package type

nnnnnn
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Milestone completion

When the All required milestones must be completed before converting to a contract toggle is set to
Yes, a bid package must complete all milestones before you can convert it to a contract. When set to
No, you can convert the bid package at any time. This setting applies to all bid package types.

Allow workflow when over budget

The Allow workflow when over budget toggle lets you control whether workflow can be initiated for a
bid package type based on budget. When the toggle is set to No and the original base value of the bid
package exceeds the WBS current budget, an error shows when you try to start the approval process.
You should then check the original base value or reach out to the project controller. When the toggle is
set to Yes and the original base value of the bid package exceeds the WBS current budget, a yellow
warning banner shows at the top of the Budget check tab if there is a loss. You can still start the work-
flow if the bid package exceeds the current budget.

Include bid packages in primary reporting section

The Include bid packages in primary reporting section toggle lets you control the default for the Include
this bid package in primary reporting section field (Bid package details > Additional Details > Report-
ing). The field value can be changed in the Bid package details.

Show Primary Reporting Bid Packages Only is a parameter in some reports, such as Buyout Review.
When this parameter is selected, only bid packages with the Include this bid package in primary report-
ing toggle in the bid package details set to Yes are shown in the report.

Define contract types

You can specify which contract types a bid package type is associated to. Click Assign contract types
to see a list of available contract types. Select the required contract types, and then click Add. You can
also click the X by the contract type in the Selected contract types field to delete a contract type.
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Required fields

You can enable or disable fields and specify if enabled fields are required or locked for workflow or
conversion to a contract.

For each bid package field, you can specify if it is enabled. If a field is enabled you can specify
whether it is required or locked. The settings for workflow and conversion work independently. When a
field is required for workflow or conversion, a value must be entered before you can start the approval
workflow or convert a bid package to a contract. Locking a field prevents users from changing values
after the workflow approval or conversion has been started.

The default for Enable settings is set to Yes for all fields, but you can disable any field except the Cur-
rency field. When a field is disabled, it shows on the Bid package header tab, but it is dimmed, and you
cannot enter a value.

The Currency field is required for workflow and converting the bid package to a contract. This setting
cannot be changed.

Contract type configuration setup

The Contract type configuration settings let you establish details for contracts by contract type.

Master agreements

As an organization, you can define which contract types should be considered a master agreement. To
set a contract type as a master agreement, set the Is this a master agreement field to Yes. When the
field is set to Yes, an additional tab is added in the application register home page for master agree-
ments. You can then specify whether to publish the master agreement to an ERP. When the Is this a
Master agreement field is set to Yes, the Allow Association to Master agreement field is set to No and
is disabled.

For contract types that are not master agreements, you can set the Allow association to Master agree-
ment field. When set to Yes, master agreements can be associated to the contract type, and the Master
Agreement tab is shown in the register home page.
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Use change orders for this contract type

You can specify whether change orders are allowed for the contract type. When the Use change orders
for this contract type toggle is set to Yes, vendor change orders can be created in Contract. When set to
No, vendor change order functionality is not available.

Allow changes to existing lines

When the contract type uses change orders, you can specify if lines can be updated in a vendor change
order. The Allow changes to existing lines toggle lets you restrict updates to existing lines in a vendor
change order. This prevents users from adjusting existing lines and aligns with the functionality of their
ERP system.

When the field is set to Yes, line items can be edited or deleted from the vendor change order.

When the field is set to No, the Add existing line items option on the Vendor change order line items
tab is disabled, and then all lines added to the vendor change order are Add new line item only. You
can only add new lines to the vendor change order. You cannot add existing lines. Existing lines are not
editable and cannot be deleted. If the contract is associated to a master agreement, you can add a line
from the master agreement.

It is recommended that when you set the toggle to No, you also set the Maximum contract value change
allowed without a change order to be 0% to ensure that the line item cannot be changed. With this con-
figuration, every change must be a VCO and must be a new line.

Maximum contract value change allowed without a change order (%)

The Maximum contract value change allowed without a change order (%) field lets you specify the per-
cent at which a contract can be updated before a change order is required. The setting validates deleted
lines and both increases and decreases made to the contract. If you want to allow all changes without a

change order, select the Unlimited check box. If you want all changes to require a change order, enter
0.

Allow overdelivery on line items

The Allow overdelivery on line items toggle lets you specify whether the contract allows overdelivery
on a line item by a vendor. When the toggle is set to Yes, vendors can over deliver by a specified per-
centage. When the toggle is set to No, vendors cannot overdeliver on line items.

When the Allow overdelivery on line items toggle is set to Yes, you can use the Maximum over-
delivery allowed per line item field to set the percentage of a line item that is allowed for overdelivery
for the organization. The project settings also have a Maximum overdelivery setting. You can select the
Unlimited check box to indicate that any percentage of overdelivery is allowed.

The project-level setting cannot be higher than the organization-level setting. If you change the value of
the organization-level setting to a number lower than the project limit, Contract updates the field in the
project settings for existing projects and contracts that had a limit set higher than the new organization-
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level limit. If the organization setting is changed to a number greater than the project limit, Contract
does not update the project setting.

Allow overpayment on line items

The Allow overpayment on line items toggle lets you specify whether overpayment of a line item is
allowed. When the toggle is set to Yes, you can overpay on line item by a certain percentage. You can
specify an overpayment percentage, or you can select the Unlimited check box. When the toggle is set
to No, overpayment on a line item is not allowed, and the payment form is not allowed to go through
the approval workflow or be submitted.

When the overpayment exceeds the specified percentage, the payment form cannot go through the
approval workflow or be submitted.

For more information about overpayment tolerance, see "Overpayment tolerance" on page 306.
Use payment claims for this contract type

You can specify whether to allow payment claims functions for the contract type. When this toggle is
set to Yes and the Enable Payment claims toggle on the Payment claim configuration page is also set to
Yes, the payment claims features are available for the contract type. This option is enabled only when
the Use schedule of values for this contract type toggle is set to Yes.

The payment claims functions apply only to contracts created after payment claims are enabled.

Allow accrued amount to exceed line item

The Allow accrued amount to exceed line item toggle lets you control whether accrual amounts can
exceed the maximum overage allowed per item. When the toggle is set to No, the accrual cannot
exceed the line item value. When the toggle is set to Yes, you can set the maximum overage allowed
per item. You can enter a percentage over the value of the line item, or you can select the Unlimited
check box to allow any amount over the line item value. The default is to allow unlimited overages.

Allow workflow when over budget

The Allow workflow when over budget toggle lets you control whether workflow can be initiated on a
contract type based on budget. When the toggle is set to No and the current value of the contract
exceeds the WBS current budget, an error shows when you try to start the approval process. You
should then check the current value or reach out to the project controller. When the toggle is set to Yes
and the current value of the contract exceeds the WBS current budget, a yellow warning banner shows
at the top of the Budget check tab if there is a loss. You can still start the workflow if the bid package
exceeds the current budget.

Required fields

You can enable or disable fields and specify if enabled fields are required or locked for workflow and
purchase orders.
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Define the required fields for this contract type
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For each contract header field, you can specify if it is enabled. If a field is enabled you can specify
whether it is required or locked. The settings for workflow and payment forms work independently.
When a field is required for workflow or a payment form, a value must be entered before you can start
the approval workflow or generate a payment form. Locking a field prevents users from changing val-
ues after the workflow approval or payment form has begun.

Custom list

The Custom list setting lets your organization configure default lists that automatically populate custom
drop-down list fields for projects. The following custom lists are available:

¢ Contract custom list 1
¢ Contract custom list 2
¢ Line item custom list 1

¢ Line item custom list 2

You can customize the name of the fields using the Custom labels settings. Use the Active toggle to
indicate whether the list item is active. When the value is active it is available in lists. If it is inactive,
the value is not available for use in future contracts or line items but is maintained where it was pre-
viously used.
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Custom lists 1 and 2 are also used in the Custom fields section of the Bid packages Overview page.
When the values are created in the bid packages module, the values are carried to the custom fields
when the bid package is converted to a contract.

After a custom list has been used you cannot delete it from the organization settings unless you delete it
from all line items. You also can inactivate a custom list, so it is not available for future use.

Custom lists set at the organization level are applied to the project level and default to Active.
Diversity participation

The Diversity Participation page lets you define the values available in the applicable diversity cat-
egories drop-down list in the Diversity participation section of the Contract header.

Diversity participation

nnnnnnn

) ® ® ® ®

Use the Move up and Move down arrows to set the order of the items in the list.
VCO ID customization

Contract lets you customize your VCO numbering scheme to ensure consistent numbering. Con-
figuration settings at the organization and project levels let you specify whether to generate VCO IDs
sequentially, and if so, a prefix and starting number.

You can configure customized IDs using the ID customization configuration list (Organization > Set-
tings > Configurations > ID customization).

Configurations > Editconfiguration st

The Generate VCO IDs sequentially settings indicate whether Contract generates numbers sequentially.
When set to No, you can enter any number as the ID when you create the VCO. When set to Yes, you

can specify a prefix and a starting number that Contract uses when it automatically generates the VCO

ID.
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The Prefix and Starting number fields are enabled only when the Generate vendor change order IDs
sequentially toggle is set to Yes. The prefix on the VCO is added to the ID in the exact way it is
entered in the field. If you want a space between the prefix and the starting number, you must enter it
in Prefix field. You can edit the starting number until a VCO has been created. After a VCO has been
created, the field is disabled.

The Allow projects to edit settings check box specifies whether you can override the settings at the pro-
ject level. When checked, the organization-level settings are the default at the project level, but the pro-
ject administrator can override the settings. When the check box is unchecked, the numbering scheme
is enforced at the project level. After you establish a starting number, and the first VCO is created, you
cannot change the starting number at the project level.

Payment claims configuration

The Payment claims configuration lets you enable payment claims functions and establish scheduled
dates.

= T umberofdays OF  Actve T Defaun T = = = = =
DDDDD e
nnnnn
omes Payment date )
nnnnn )
ppppp ) )
ppppp ) )

I

1 Enable Pay- Lets you indicate whether payment claims functions are used at the organization

ment level. The toggle must be set to Yes if any project needs to use payment claims.
claims The payment claims functions can be turned off or on by contract type in the Con-
toggle tract type configuration set up. Payment claims are enabled only for new contracts

created after the feature has been turned on for a contract type.

2 Push Indicates whether all existing project claim date settings are overwritten. If set to
updates to  Yes, dates in projects are overwritten. If set to No, the dates are effective for new
existing projects only.
projects

3 Allow pro- Lets you indicate whether the organization-level settings can be edited at the pro-
jects to ject level. When the box is not selected, fields on the project level Payment claims
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I I

add/edit configuration page are disabled.
payment

claim set-

tings

4 Payment The day of the month the claim is due. This date is used to calculate the scheduled
claim due  dates. For example, if you process claims on the 15th day of each month, set this

date field to 15.
5 Payment The dates that certain requirements must be met.
claim
scheduled
dates

When Push updates to existing projects is selected, the organization settings, project settings, and the
payment claim details are locked and cannot be edited while the values are pushed to projects. A warn-
ing banner shows in the settings and detail pages to indicate that the push might take several minutes.

Payment claim scheduled dates

The scheduled dates table lets you set up the timetable for claims. Each line in the table is an event
related to the payment claim date. The value in the Number of days column is the number of days
before (a negative value) or after (a positive value) from the payment claim date that the scheduled
event occurs. For example, if you require a meeting with the vendor five days before the payment claim
date, you could create a scheduled date called Vendor meeting and assign the number of days as -5. If
the certification of the payment claim takes place 12 days after the payment claim, you would set the
Certification date to 12.

You can specify whether each date is active or default. When a date is active (that is, the Active toggle
is set to Yes), it is available in the project, but you cannot edit the name or number of days at the pro-
ject level. When it is inactive, you can activate it at the project level and then rename it or change the
number of days. You cannot rename a date or change the number of days in the organization settings
unless the date is set to Active.

When the Default setting is set to Yes, the scheduled time automatically shows in the Payment Claim
Dates section of the Payment claims Details page.

You can configure up to 10 dates The Submission date and the Certification date fields are required,
and you cannot rename them, make them inactive, or change the default.

Supporting documents

The Supporting documents configuration settings let you add validations required document types that
must be authorized before publishing.
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Supporting document type validations

........................................
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For each contract type you can select an event, the type of document that is required, and whether
approval is required before publishing the associated event. You can configure multiple events to a con-
tract type and multiple document types to an event.

Tax settings

Tax settings help you estimate contract taxes before publishing a contract, so you can include taxes in
budgets and committed costs. This is particularly useful for organizations that use a proxy ERP because
you can estimate taxes without integrating with a third-party product. You can also specify whether the
payment form taxes are calculated based on gross price or net price and whether those taxes are
included in committed costs to InEight Control.

The tax settings at the organization level flow down to the project settings when the tax type's country
code matches the country listed in the project details. The organization can define the following:

e Position

e Tax description

e Tax type

e ERP Code

¢ Default percent

¢ Country code

¢ Calculate payment form tax (net amount or gross amount)
e Include in committed cost

e Active status

> Editconfiguration st

(€] = Clearallfitrs  Q

The position indicates the order that the taxes are shown. To change the position of a tax, drag and drop
the line to the new position, and then click Save. The change position is available on all projects.

The tax description is a label that makes the tax recognizable to users. When a tax is referenced, the tax
description is shown in the InEight cloud platform, which matches the tax type or ERP code used in
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APIs. The tax description is shown in the total tax information you see when you click the information
icon.

The tax type is used to identify the tax. Tax types must be unique by country code. The tax type values
are especially important in a proxy ERP environment to identify and match the taxes in the response. If
you use an invoice response from OneDrive to overwrite the taxes with a tax type that does not match
the project settings, Contract cannot read, store, or display the tax.

The ERP code is used to send information to the ERP system. If you are an ERP customer, you must
match ERP codes. The Tax type code should be sent in purchase order responses. If you use a Proxy
ERP, this field is ignored. You can set a country code, so the tax is only applicable to projects in a spe-
cific country. You can also indicate whether to calculate the tax on the payment form net amount (after
retention is withheld) or the gross amount (before retention is withheld).

How tax is calculated depends on whether Contract is integrated with an ERP system, whether Contract
Tax Request (Application integration > Other) is configured, and whether the contract has been pub-
lished. Prior to publishing or clicking Estimate tax, the line item taxes are always estimated from pro-
ject settings. The table below represents how taxes are calculated when the purchase order is published
or Estimate tax is clicked.

If tax is cal-
culated in ERP system or proxy ERP Used to figure tax

Unpublished ERP with Contract: Tax Contract: Tax Request
contract Request configured

Unpublished ERP system without Con- Settings

contract tract: Tax Request con-
figured
Unpublished Proxy ERP Settings
contract
Published con-  ERP system PO response from ERP
tract
Published con-  Proxy ERP Simulated purchase order response (using settings)
tract
Payment form  Both Estimated proportionally from PO response
line items
Payment form  Both User-entered tax when adding invoice. The tax
details summary fields and tax types are from the project settings
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The Include in committed cost toggle specifies whether to include the tax in the Contract and InEight
Control committed value.

Vendor change order responsible party

You can configure vendor change-order responsible parties for the organization. The responsible parties
configured here populate the Responsible party drop-down list on the VCO record header.

You can delete a responsible party only if the party is not in use by a project. Additions or changes
made at the organization level are for new projects only.

Contract custom labels

Contract has settings that let you customize field names in the application to align with your business
terminology. You can customize the fields in all languages supported in the application.

nT >

You can enter the label text for each of the fields in each language. The custom text replaces the default
text in field names, tab names, messages, templates, and other labels throughout the system.

The Enable custom labels toggle lets you switch between using your custom labels and Contract's
default labels. When switched on, Contract uses the defined labels in all languages. If you have not
defined a label, Contract uses the default text for that field. When switched off, Contract uses the
default labels for all fields in all languages. You can refer to the Contract Custom Labels tab in Project
settings as a legend showing the custom labels and how they are referred to in tags and in the Contract
user interface.

When custom labels enabled at the organization level do not apply to your project, you can switch the
Enable custom labels toggle in the project settings to Off. When custom labels are disabled at the organ-
ization level, they are automatically disabled for all projects.

InEight Inc. | Release 25.5 Page 59 of 341



Project Settings Contract User Guide

Project Settings

To manage a project successfully within Contract, the correct project settings need to be set up before
project initiation. project settings are distinct from organization settings, which are defined by the
administrative level of your organization. The image below shows you the ways you can access project
settings from the Project home landing page.

& links

Organization ~ Manage budgets and forecasts
neighty

Learn.In€ight

Project

% Work packaging

@ Group work into plans and packages

B3 Project notes 4 %) Contracts

Status Count

3 Ssettings

Project and application settings

%)  Project contract summary %) Change milestones

Actual values

Schedule Date Calendar days

tvalue $0.00

Executed CCOs s0.00

Current project value $0.00

©2021 Inightinc. | Privacy Statement | Terms & Conditions | v215 | VKog0

Some settings defined at the organization level will limit the settings you can define at the project level
The following steps walk you through how to navigate to project settings.
Open Project Settings

1. From the InEight cloud platform home page, open the Main menu on the upper left side of the
page.

= @ Welcome

&5 Weather © Map Y C

Enter city, country or ip code, country

Use my current location 0

© OpenstreetMap contributors.
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2. Click on the All projects & organizations menu option.

@ Welcome

INEIGHT®

FAVORITES

$100000 - PKS Inc

Rivers Edge One Office Building | 1
Blue Water Energy Center | 103655
Van Nuys North Platform | 103442
MemFix 4] 103660

Show more +

SETTINGS

€ Al projects & organizations
I Master data libraries

Suite administration

® Profile

NEIGHT ONLINE

@ Explore products

@ InEight learning and support
2]

InEight.com

Project Settings

3. On the Projects tab of the All projects and organizations page, search for the Steel Training Job.

@) Allprojects & organizations -
D Name Status
O 103631 CJ- TP - San Angelo Active
O 10332 MEC - NY Warehouse 2018 Active

PROJECTS ORGANIZATIONS

Organization Created by

3- Power - SE2020 - Kiewit Power Delivery | Shannon Pecha

SD3007 - Infrastructure East (SVP Level) | Danielle Sandila

4. Once found, click on the Project Name link of the Steel Training Job.

All projects & organizations

"

1D

105091
105092
105093

105094
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PROJECTS

ORGAM

Name

Steel Structure Job (Use for samples)

Steel Structure Job

Stee| Structure Jot}:\

Steel Structure Job 4

Status

Active

Active

Mew

Active

Organization

5100000 - (PKS |
5100000 - (PKS |
5100000 - (PKS |

5100000 - (PKS |
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e The Project home landing page opens

e To access project settings, you can either select Settings under Project on the left menu bar,
click on the View project settings tile, or click on the second level menu drop-down list
and select Settings

5. Select Settings from the left navigation menu.

= @ / Project home

ﬁ' & Links

Add project image Organization

Minimum of 540px x 360px
InEightU

[F— Learn InEight

Weekly time sheet S Project

@ o
Contract @

Bid packages
Contracts

Change a Project notes 4

Compliance
Report

Explore

Dashboards

API documentation

&3 Settings

Extensions Project and application settings

Billing
Manage settings
Project home

Project details

Workflows

Actual values
Assigned users

Assigned contacts. Original project value $0.00
Billing classes

Operational rate codes Executed CCOs §0.00
Assigned operational resources

Current project value $0.00
Assianed discinlines and commodities

e The Project settings page opens

6. Select the Contract icon on the left side of the page. You can use the expansion arrows to see the
application names.
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»

Project Settings Header

The project settings for Contract are organized into four tabs:

» Bid Packages
¢ Contracts

e Workflow Assignments

e Contract Templates
e Configurations

¢ Contract Custom Labels

WORKFLOW

BID PACKAGES CONTRACTS ASSIGNMENTS

Bid Packages Tab

Use Bid Packages?

CONTRACT CONTRACT CUSTOM

CONFIGURATIONS

TEMPLATES LABELS

Project Settings

The first setting under Bid Packages is a toggle switch to control whether Contract will include the Bid
Packages functionality or not. Depending on how your organization runs things, you may or may not

want to use InEight Contract for managing the bid package part of the process.
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@)  Steel Structure Job (105092) - Settings v
- BID P
@ General
f-’?] Control
. Use bid packages?
-] Plan
@ Frogress I|
fl’[‘,lj Contract
. Milestones
@ Design

These bid package milestones will be available for projects in this or

If there is already a bid package associated with your contract, you cannot turn off the bid package. If
you do, an alert appears to notify you.

X

Can't disable Bid Packages
The project has bid packages associated

Close

Milestones

The second section under Bid Packages is populated by benchmarking milestones. On bid packages,

milestones are used to track your dates and deadlines and report on if you are ahead or behind schedule.

Milestones set up by your organization at the Organization level are inherited on the Project settings
tab, where you can decide which ones are required to use on bid packages and in what order. However,
you are not able to change milestones to not be required if they were set to Required at the Organ-
ization level. You can add new milestones at the project level.

You can include or not include milestones by selecting and deselecting the Required Yes/No toggle.
You cannot add or delete milestones from the list in Project settings, but milestones can be added in the
Organization settings if you have access.
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Project Settings

Bid package milestones

Bid package milestones displayed here are established at an Organization level. Required Org level milestones cannat be deleted. Additi

Upon 'Save', all modifications will be reflected in all Bid packages

o G

LJ

Position

04
01
02
03
04

05

e o Espaiiol

*Milestone Required @  *Milestone

Issued for owner review Emitido para revision del propietario
Technical bid analysis {i./) Analisis técnico de la oferta
Proposal received (:\.a] Propuesta recibida

1ssued for review Emitido para revisién

Request for proposal Solicitud de propuesta

Item
number Term Definition

1

Selection
column

Position
indicator

Milestone

Default
toggle

Use to select a column for changing the position.

Notes the position of the milestone.

The name of the milestone.

Indicates whether the milestone is required by default for your project.
Toggles for milestones that are required by the organization are
dimmed, and you cannot change them to optional.
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Item
number Term Definition

5 Remove mile- Use to remove a milestone. After a milestone is removed, it no longer
stone appears in the milestone list on the project bid package Milestone page.
6 Directional Move the selected milestone up or down in order.
arrows

The Letter of Intent/Award milestone represents selecting the vendor.
Division of responsibilities (DOR)

The third section of Bid Packages is Division of responsibilities (DOR). These are roles that will be
available to assign a person to when creating a bid package.

You can remove a role from being needed on a bid package. The drop-down list for that role then does
not appear when creating a new bid package.

Division of responsibilities (DOR)

These bid package responsibilities will be available for this project.

English

Responsibility

General Manager

Responsible engineer

Contract manager

Purchasing manager

Field handler

Purchasing agent

Spanish

Responsibility

General Manager

Ingeniero responsable

Gerente de contrato

Gerente de compras

Controlador de campo

Agente de compras

-
x

OO0 OO0,

If there is already a responsibility associated with a bid package, you cannot turn off the role. If you do,
an alert appears to notify you.
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® Unable to remove responsible engineer
You must remove the responsibility from all bid packages before
it can be removed.

Contracts Tab
To access Contract-related settings, select the Contracts tab.
Contract Configurations

The first section under Contracts is Contract configurations, where you can adjust by contract type if
overdelivery on line items is allowed and what percentage per line item is allowed.

WORKFLOW CONTRACT
ASSIGNMENTS TEMPLATES

Contract configurations | Line item account settings ~ Delivery address  Project ERP attributes  Notifications  Contract closeout

BID PACKAGES CONTRACTS

Cancel

Material contract type configurations

[ Contract configurations
Changes will be applicable to future contracts only.

English Espaiiol
Allow overdelivery on line items?

©

* Maximum overdelivery allowed per line item (%)

Contract type name Contract type name
Material contract Material contract
Subcontract Subcontract
Service agreement Service agreement 35.00%
Rental agreement Rental agreement

Test Test

New type New type

Overdelivery percentage caps are defined at an organizational level. For example, if the cap is 15%, a
project can adjust to anything under 15% but cannot have a percentage anything above 15%.

Line Item Account Settings

The second section under Contracts is Line item account settings, where you can toggle if a contract
can be split between multiple WBS codes.
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WORKFLOW

BID PACKAGES. CONTRACTS ASSIGNMENTS

Contract

| Line item account settings |

Allow multple/split WBS account distribution?

=N )

Delivery Address

Below is the Delivery address section of this tab. This may be where your project’s materials will be
delivered (either on or off-site), or services will be performed. If your project has multiple job loc-
ations, then enter them all. You must indicate which one will be the default location.

You may use your delivery address as your tax jurisdiction for states that have “point of receipt” taxes.
After the shipping addresses are entered, the team member with the tax-related information can enter
the tax jurisdiction code as needed. The tax jurisdiction code is used to drive how taxes will be cal-
culated for the project.

WORKFLOW CONTRACT
ASSIGNMENTS TEMPLATES

Contract configurations  Line item account settings | Delivery address |  Project ERP attributes  Notifications  Contract closeout

BID PACKAGES CONTRACTS

Cancel

Delivery address

“Country “Address1 Address2 “City “State / Region “Postal / Zip code Tax urisdiction code “Default

® -

United States Of America

United States Of America Memphis Tennessee 38119 4315705600 ®

Memphis Tennessee 38119 4315705600

Project ERP Attributes

One of the purposes of Contract is to input the necessary information to create a purchase order (PO) in
your ERP system. Having a PO is important because without a PO, you cannot pay the vendor. Typ-
ically, your ERP system will have certain required attributes to create a PO. Defining these attributes in
InEight will automate the filling in of those attribute fields in your ERP system for the project.

WORKFLOW
BID PACKAGES CONTRACTS ASSIGNMENTS

Contrat configurations  Lin tem accountsetings  Delvery address | Projec P attibutes | Contrct closeout

IProject ERP attributes |
Good receipts?
[ |Non-val..

Company code Plant *Storage location ID “Description “Defauit

Valuated vs Non-valuated Good receipts

When using an ERP system, this must match your ERP system.
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When your Good receipts are Valuated, the costs will calculate for that GR and quantity and value of
the goods received displayed in the line item tab > Progress view.

Non-Valuated means that no costs are calculated and only the quantity received will display in the line
item view > Progress view.

Project ERP attributes

The table below provides definitions for each of these attributes.

Item
number Term Definition

1 Company The project legal entity, or the legal name you are doing business under. It is
Code where profit and loss will be reported. The company code will populate from
the default of the Organizational settings.

2 Plant The project logistical entity and is tied to the company code. Any plant asso-
ciated to that company code will appear in the drop-down list. Any plant
associated to that company code will appear in the drop-down list.

3 Storage A subset of Plant, it is the place where the materials are transferred or
Location  delivered. If you are keeping inventory in SAP, it is where your inventory is
stored in the system, and where you can track that plan of materials.

Once the plant is identified, enter the correct storage location using the drop-down.

Project ERP attributes

Good receipts?

Non-Val...
Company code o P‘ame e “Storage location ID “Descripton  *Defauit

®

There are some larger jobs which would have more than one storage location. Make sure you list all of
them but indicate the default location.

Notifications

The Notifications section of the Contracts tab lets you configure whether notifications for supporting
documents expiration is supported at the project level. The project-level setting functions independently
of the organization-level setting, so the person who works directly with the vendors gets notification of
expiring documents and can renew them on a timely basis. When you enable notifications, the tab
shows fields that let you specify the roles or users to receive notifications, the number of days to be
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notified before document expiration, and the frequency of the reminder. Settings in the document
details specify whether the notifications go beyond the expiration date.

WORKFLOW CONTRACT

BID PACKAGES CONTRACTS ASSIGNMENTS TEMPLATES

Contract configurations  Line item account settings ~ Delivery address  Project ERP attributes | Notifications | Contract closeout
Cancel Save
Notifications

Supporting documents expiration
©

*Assign roles or users to receive notifications

*Users

Users -

*Days to be notified before document expiration

] -

*Frequency of sending reminder (in days)
! R
Contract Closeout

The final section of the Contracts tab is Contract closeout. This is where you can assign questions to
each closeout section. Any questions added here will be automatically applied to all new contracts.

[Contract closeout |

Closeout sections

Engiish Sparish Questions B - -

asfal 1 uestions ®

HVT_Spanish HVT_Spanish ®

YT 191 Section HYT19.1_Section ®
Localization_1 ®
T Sectiont ®

YT secton YT secton Questions ®

LK Test LK Test Questions ®

To add a question to a close out step, click on the Questions link under the Questions column.

Contract closeout

Closeout sections

English Spanish Questions E R~
asfal 1 Questions ®
HVT_Spanish HVT_Spanish ®
161 Secton AT19 1 Seston ®

Localization_1 ®
A sectont ®
A seston VT seston ®
LK Test LK Test Questions ®

A slide out panel appears on the right. You will be able to see current questions assigned to that step
that can be removed if they have not been used yet. You will also be able to search through current
available questions. A question can be added by clicking the plus button to the left of the question.
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You can delete a closeout section from project settings if it is not applicable and it is not used in any
contract. If the closeout section is used in a contract and the status is Not Applicable, Not started, or
Recalled, you can delete the section. You cannot delete contract closeout sections if they are used in a
contract and the status is Started or Complete.

Closeout sections and questions are added in the Organizational settings.
Contract Closeout permissions

Users assigned to complete contract closeouts do not have edit contract permissions. These permissions
are set at the Organization level and the Administrator should be contacted to set these permissions.
These permissions are assigned under Suite administration > Roles and permissions > Contract.

Contract templates tab

The contract templates tab lets you create and maintain contract templates at the project level. You can
also set up the recipients for eSignature via DocuSign.

Project and organization templates

The Contract template tab in the project settings has headers for Project level templates and Organ-
ization level templates. To create project-level templates, go to the Project level templates tab, and fol-
low the instructions described in the Organization settings topic.

Contract writer templates added at an organization level are available for projects by default and are lis-
ted in the Project level tab register. Organization-level templates are marked with Organization level in
the Created by column.

nnnnnnnnnnnnnnn

To deactivate an organization-level template for a project, use the Project level use column to change
the check mark to a minus, and then click Save.
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You can copy an organization-level template to the project level, so you can make changes specific to a
project without affecting the organization-level template. The new project-level template is version 1.
The template details are editable. After the project-level template is published, changes at the organ-
ization level do not affect the project-level template.

Configurations
Configurations

Project-level configurations let you customize Contract for your project. To see the configuration set-
tings, go to project settings, and then select Contract >Configurations. The configurable settings include
the following:

e Custom list

e Decimal precision

e eSign setup

¢ ID customization

e Payment claims configuration

e Tax settings

e Vendor change order responsible party
Custom list

Custom lists let you create fields with drop-down lists. Values configured for the custom lists auto-
matically populate project drop-down lists in the specified order. Custom lists are also configured at the
organization level and are applied at the project level by default. You can add values for Contract cus-
tom list 1 and 2 and Line item custom list 1 and 2.

[[[[[[
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You can select a list item, and then click the up or down arrows to change the value's position in the
drop-down list.

If you do not want to use an organization-level custom list value for a project, you can disable it (that
is, set the Active toggle to No). When you no longer want to use a project-level custom list value you
can deactivate it, or if it has not been used, delete it.

See "Organization settings" on page 31 for more information about custom lists.
Decimal precision

You can use the Decimal precision configuration to set the number of digits that follow a decimal
point. The precision decimals are used in contracts, bid packages, line items, and detail pages. Imports
and exports also support decimal precision. All imports and exports can support five digits after the
decimal regardless of the setting. The fields are stored in the database with five digits after the decimal
but are shown on the Ul according to the settings.

Contract writer tag output uses two decimal places.

You can choose separate decimal precision for values, quantities, percentages, and unit price.

Configurations > Edit configuration list

Decimal precision

Value

You can choose 0-5 digits. If you do not enter a value, Contract uses a default value of 2 for the Val-
ues, Percentages, and Unit price settings and 3 for the Quantities setting.

eSign setup

If your project is integrated with an eSignature provider, you can embed common signees into your pro-
ject templates. The eSign setup configuration lets you add the names of up to 10 recipients, along with
their companies, titles, and email addresses that can be used with every contract in the project.
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Each eSign recipient field in the list has a corresponding template tag. You can add the tag to templates
to require the signee's signature. The tags are read when sending the document for signature. The recip-
ients are also available to add to a document when you send the document for eSignature. See "Con-
tract Writer" on page 219 for information about sending documents for signature. See "Template types
subtab" on page 31 for information about using tags in templates.

If you edit the eSign setup, the recipients are available for new contracts only. You can override the
eSign recipients in the eSign section of the Contract header details.

ID Customization

If projects are allowed to edit VCO IDs, that is, the Allow projects to edit settings check box at the
organization level is checked, you can override the organization-level numbering by setting the Gen-
erate vendor change order IDs sequentially toggle to Yes. If set to No, IDs function as free text.

Configurations > Edit configuration st E=RE s |

Vendor change order

When the Generate vendor change order IDs sequentially toggle is set to Yes, the Allow users to edit
generated IDs toggle is shown, and the Prefix and Starting number fields are enabled. The last active
vendor change order ID number can be reused in the numbering scheme to reduce the number of gaps
when you must delete vendor change orders created in error. When the last vendor change order ID is
deleted, it is reused for the next vendor change order.

A VCO cannot be deleted or renumbered after it has been executed. For example, you have vendor
change orders are numbered 001, 002, and 003. Vendor change orders and 001 and 003 have been
executed, and 002 has not been executed. If you delete change order 002, change order 003 is not
renumbered, and the next vendor change order added would have the ID 004.

You can set the Allow users to edit Generated IDs to Yes to allow users to edit the generated IDs when
creating a VCO or for a VCO that has been generated from InEight Change. When the field is set to
No, you cannot edit the IDs and must use the IDs generated by Contract.

You can edit the starting number field only if a VCO has not been created.
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Payment claims configuration

The Payment claims configuration lets you add or edit settings for your project. The fields on this page
are enabled only when the Allow projects to add/edit payment claim settings check box on the organ-
ization-level Payment claims configuration page is selected.

The Allow users to add and remove date fields in a payment claim field indicates whether the dates
shown in the payment claim can be added or removed. When the toggle is set to Yes, you can add dates
or remove the default dates. When the toggle is set to No, you cannot add new dates or remove default
dates.

The Payment claim date due field shows the day of the month the payment claim is due. If the date is
different from the date in the organization settings, the date in the project settings is used.

When the Active toggle for a scheduled date is set to Yes, you can edit all fields. When the Active
toggle for scheduled date is set to No, you cannot edit values unless you switch it to Yes. When the
Allow users to edit dates in a payment claim toggle is set to Yes, you can add dates or remove the
default dates. When the toggle is set to No, you cannot add new dates or remove the default dates.

See "Payment claims configuration" on page 55 for more information about the payment claims set-
tings.

Tax settings

Tax settings at the project level are used in conjunction with organization-level tax settings to estimate
contract taxes before publishing a contract. You can use the project settings to add additional taxes to a
project, such as a state or county tax. Taxes entered at the project level are listed before those con-
figured at the organization level. Project level taxes cannot be deleted if the tax has already been used.
If a tax is no longer applicable, you can deactivate it for future contracts. Marking a tax as inactive
removes the tax type for future contracts estimated taxes, but the tax column remains in any register
where it was listed if any contract on the project was created before the tax type as deactivated.

Projects can configure the following for taxes:
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e Tax description

e Tax type

e ERP code

¢ Default percent

¢ Country code

¢ Calculate payment form tax (net amount or gross amount)
e Include in committed cost

e Active status

Organization-level taxes are shown based on the project's country and tax type country code. They are
marked with the information icon. Organization-level taxes without a country code appear in all pro-
jects. You can activate or inactivate an organization-level tax, edit the default percentage, change
whether to calculate the tax in a payment form based on the net or gross amount, and whether to
include the tax in the committed cost.

The tax description is a label that makes the tax recognizable to users. When a tax is referenced, the tax
description is shown in the InEight cloud platform, which matches the tax type or ERP code used in
APIs.

The tax type is used to identify the tax. Tax types must be unique by country code. The tax type values
are especially important in a proxy ERP environment to identify and match the taxes in the response. If
you use an invoice response from OneDrive to overwrite the taxes with a tax type that does not match
the project settings, Contract cannot read, store, or display the tax.

The ERP code is used to send information to the ERP system. If you are an ERP customer, you must
match ERP codes. The Tax type code should be sent in purchase order responses. If you use a Proxy
ERP, this field is ignored. You can set a country code, so the tax is only applicable to projects in a spe-
cific country. You can also indicate whether to calculate the tax on the payment form net amount (after
retention is withheld) or the gross amount (before retention is withheld).

How tax is calculated depends on whether Contract is integrated with an ERP system, whether Contract
Tax Request (Application integration > Other) is configured, and whether the contract has been pub-
lished. Prior to publishing or clicking Estimate tax, the line item taxes are always estimated from pro-
ject settings. The table below represents how taxes are calculated when the purchase order is published
or Estimate tax is clicked.
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If tax is cal-
culated in ERP system or proxy ERP Used to figure tax

Unpublished ERP with Contract: Tax Contract: Tax Request
contract Request configured
Unpublished ERP system without Con- Settings
contract tract: Tax Request con-
figured
Unpublished Proxy ERP Settings
contract
Published con-  ERP system PO response from ERP
tract
Published con-  Proxy ERP Simulated purchase order response (using settings)
tract
Payment form  Both Estimated proportionally from PO response
line items
Payment form  Both User-entered tax when adding invoice. The tax
details summary fields and tax types are from the project settings

Each tax type established here and in the organization settings defaults to include in committed cost
This configuration includes the taxes in the committed cost values in Control.

Vendor change order responsible party

You can configure vendor change order responsible parties for a project. The responsible parties con-
figured here populate the Responsible party drop-down list on the VCO record header. Responsible
parties for a project include those added at the organization level.

Coguatens > Ememguatonlst e

H
g
<
i
H
H
H
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aaaaaaaaaaaa
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You can delete a responsible party only if the party is not in use by a project. Additions or changes
made at the organization level are for new projects only.
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When a responsible party has been used in your project, but you do not need it for future contracts, you
can deactivate it instead of deleting it. When the Active toggle is set to No, it can no longer be used in
the project.

Contract custom labels tab

To view the default values of custom labels set at the organization level, select the Contract Custom
Labels tab. You can use the read-only display as a reference, so you can see where tag information is
mapped in a contract. When custom labels configured at the organization level are not right for your
project, you can disable them by switching the Enable custom labels toggle to No. When set to No, the
default labels from InEight are used.

Workflow Assignments

The Workflow Assignments tab in project settings is where you set up approval processes for approv-
ing contracts, vendor change orders, and payment forms. The settings include defining the number of
steps in your approval processes and making assignments of who approves each step. You can set up

the approval process for the following:

* Bid package approval setup

e Contract approval setup

Vendor change order approval setup
Payment claim approval setup
Payment form approval setup

e Document approval setup

Group Workflows

Large contracts often have varying approvers, which can result in changing the project settings for each
segment of a contract. Configuring approver group workflows provides alternatives in the approval pro-
cess, which saves you from manually altering the workflow at the project level each time you require a
segment-specific workflow.

An approver group is a set of users or roles in steps, similar to an entire workflow. You can set up mul-
tiple groups in a single step in a workflow. For example, when a project is done in segments, you might
have a different set of approvers for each segment. Instead of setting up a workflow that applies to the
whole project, you can create a multistep group workflow for each segment. You can have one or more
group steps in a workflow.

Page 78 of 341 InEight Inc. | Release 25.5



Contract User Guide Workflow Assignments

You can configure groups from the Group approver setup page (Project > Settings > Contract > Work-
flow Assignments > Group approver setup). Each group can act as its own workflow. In the sample
image, a contract has two segments, each with a different field engineer and project engineer. The busi-
ness manager is the same for both segments. A business manager only group is set up for a flow that
only needs approval from the business manager, such as resubmitting a previously rejected payment
form. All contracts, VCOs, and payment forms in the project can use the groups.

BID PACKAGES CONTRACTS

Vendor change order
Contract approval setup
approval setup

WOR

ASSIG

Payment

Group approvers setup here will be available for selection within the a

®

Group approval name & Approval steps Users/Roles
L # Segment 1
L Field engineer Aaron
O Project engineer Chris
] Business manager maranme

] A Segment 2

Field engineer SUSan
L] Project engineer Mandy
L Business manager marianne

M Business manager only

- Business ITaryages IMaArianmnme

When you start the approval process from the contract, VCO, or payment form, you can select the
appropriate group workflow when you click Save and start approval.
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Create group workflows

Use group approval workflows as a single step in a larger workflow. The group workflow contains
users or roles arranged in steps, like the steps used in thresholds. Group workflows let you set up seg-
ment-specific workflows to use when a contract has multiple segments or when only one user or role
has to give an approval (such as a previously rejected payment form).

Only one step in an entire workflow can have a group step.

1. Go to the Group Approver Setup page (Project > Settings > Contract > Workflow Assignments
>@Group approver setup).

2. Click the Add group approval button. The Add group approver slide-out panel opens.

3. Enter the group approver name (for example, Segment 1), the step title of the first step (for
example, Field engineer), and the users or roles for that step, and then click Add. The group and
its step is added to the grid.

4. To add another step, click the Add another step link, and then enter the step title and approvers.
Click Add. Repeat this step as necessary to add all steps in a workflow.

You can change the order of the steps by selecting the step and using the up and down arrows. You
can use the group approval as a step when setting up contract, VCO, or payment form approval. Users
who are added to roles associated with active workflows can approve or reject workflow items. They
do not get a workflow notification, but the workflow item is shown in the Action items tab.

Threshold-based Approval Setup

Contract gives you the ability to set up value thresholds based on bid package type, contract type, or
vendor change order type at both organization and project levels. Contract uses an approval matrix
where any amount equal to or over the threshold set must be approved. Contract considers currency
exchange rates when initiating the workflow and reviewing the budget. When the workflow is started,
Contract converts workflow values from the project currency to the contract currency to see if the value
is greater than the threshold. For example, if the project currency is US dollars and the contract cur-
rency is euros, Contract uses the conversion rate configured in Project details to convert the euros to
US dollars to determine whether the contract is over the threshold. If the converted value is greater than
or equal to the threshold, workflow begins.

The approval matrix and thresholds are set up under the organization and project settings. Steps that are
set up at the organization level are performed after the steps that are set up at the project level.

Under the organization settings, select Contract > Workflow Assignments, and then choose Bid pack-
age approval setup, Contract approval setup, or Vendor change order approval setup. The threshold set-
up is similar for each tab.
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Add a workflow threshold

A threshold is the value at which a bid package, contract, or vendor change order requires an approval.

Workflow Assignments

You can add as many thresholds as required by your organization.

Steps configured at the organization level are performed in all approvals for a contract type. Additional

approval steps can be added at the project and contract levels, with organization-level steps performed
last. Organization and project-level thresholds cascade to every contract. In an individual contract, you
can add additional contract approval steps. These steps are first, regardless of the value of the contract.

The following steps use contract approval set-up as an example. You can use the same steps for bid
package or vendor change order approval set-up.

1. To add a workflow threshold, select a Contract type, and then select the Add threshold icon to
open the Approval details.

Contract type
Material contract
Subcontract
Service agreement
Rental agreement
Test

New type

Test contract type

WORKFLOW
BID PACKAGES CONTRACTS
N " ASSIGNMENTS
Contract approval setup Vendor change order approval setup Payment form approval setup

Approval details

Material contract approval details

®

Threshold amount & Steps Roles

Mo approval workflow is set up at org level.

2. In the slide-out panel, enter the Threshold amount, Approval step title, and the users, roles, or
groups for the Assign approval roles. Click Add to complete.
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Contract approval setup

Contract User Guide

Contract approval setu

Workflow steps added here are required at the contract level and cannot be edited in an indiv

Contract type Approval details

Material contract
Subcontract
Service agreement

Rental agreement

Test

New type

Material contract approval details

Threshold amount & Steps

Test contract type
NSK
NSK Contract Type

NSK

3. To add additional approval steps at the threshold, click Add another step.

] A $1,000000.00 PO scancthersiep

4. Repeat steps 2 and 3 as needed to add all organization-level steps.

5. Click Save.

Page 82 of 341

InEight Inc. | Release 25.5



Contract User Guide Workflow Assignments

You add approval steps at the project level in the same manner from the Workflow assignments page
(Settings > Contract > Workflow Assignments).

In a contract, select the Workflow Assignments tab. Organization- and project-level thresholds only dis-
play after the contract value has reached the threshold.

Click the Add icon to add approval steps to the contract.

WORKFLOW CONTRACT
SACKAG ACTS
BID PACKAGES CONTRACT ASSIGNMENTS, TEMPLATES
Contract approval setup Vendor change order approval setup Payment form approval setup

Cancel

Contract approval setup

All existing projects will be affected with any approval setup changes. These changes will be applicable to future approvals only

Contract type Approval details
Material contract

Material contract approval details
Subcontract

Service agleemem .
® ®

Rental agreement

Threshold amount & Steps Roles
Test
New type ] N $1,22222200 © Add another step
Test contract type =] Engineer Engineer
NSK
A $1,000,000,000.00 @ Add another step

NSK Contract Tvpe

You can edit any approval setup from the organization or project settings area. To edit, select the Con-
tract type and the step and then click the Edit icon. You can also assign an approver as required by the
organization level when you edit a threshold at the project level. When you edit a project-level step, the
Edit approval slide-out panel includes a view of the organization-level steps at the same threshold. If
the organization-level steps require editing, you can assign a user. All other fields of the organization
steps are read-only. If the organization-level steps do not require editing, the entire step is read-only.

Edit approval

Contract approval setup

pppppppppppppp

Subcontract approval details

Organization steps that require editing are marked with a red triangle in the approval details. If there
are no project-level steps, you can assign approvers for the organization-level steps individually.
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Vendor approval setup

BID PACKAGES CONTRACTS  WORKFLOW

Gontract approval setup  [Vendor change order approval setu)

The Vendor Change order workflow design is consistent with the Contract approval workflow. Man-
datory approval sets can be added at the project level using project settings or at an individual contract
level.

Like that of the Contract approval setup, you select the contract type from the left panel and create a
new one or edit an existing one. Assign threshold amounts can contain multiple steps and all steps for
all thresholds are always visible. To add a new step with a new threshold, select the Add another step
button.

Vendor change order approval setup

Workflow steps added here are requir
Approval details

Service agreement approval details

Threshold amount & Steps. Users/Roles.

New type [m] A~ $10000

Stepl shyamala sathyanarayana

Add approval
Vendor change order approval setup

*Threshold amount
Workflow steps added here are require $100.00
Contract type Approval details

Approval stef
Service agreement approval ¢ ***"" #
s

tep title

| sssss d approval |

st
s
R
Tes Threshold amount EStEPS s pssign approvers

New type A $100.00 ® users O Roles

| |

Test contract type @

Newcontracttype

NSK

These steps appear as mandatory steps in a contract workflow assignments tab, Vendor change order
subtab for any contract created of the selected contract type. You can add additional contract specific
steps by selecting the plus icon.

All workflow steps added to a specific contract appear before steps added in the project
settings. Approval starts at the first step displayed and continues until all steps have approved.

You can add additional steps where the thresholds can be increased. If a Vendor change order goes
over the top amount, the first approval for first amount needs to be approved, then the larger amount
would be approved next.

Payment Claim Approval Setup and Payment Form Approval Setup

The Payment claim approval and Payment form approval is set up for each contract type. Mandatory
approval sets can be added at the organization and project levels or at an individual contract level.
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Like the other approval setups, you select the contract type from the left panel and create a new work-
flow or edit an existing one. Payment claim or payment form approval steps are performed for all pay-
ment claim or form approvals. There are no thresholds. You can enter as many steps as necessary for
your organization and project. You can assign a user, role, or group to each step.

At the project level, you can set a toggle to allow payment forms to be automatically submitted after
they have been approved.

Payment form approval settings

Payment form approval setup

uuuuuuuuuuuuuuu

Document approval setup

The Document approval setup lists document types for each contract type instead of thresholds. For a
contract type, you select a document type, and then add approval steps.
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: I . I WORI
) PACKAGES CONTRACTS
BID PACKAC ONTRACTS Fph
N L
tract apy 1 Setu )
approval setuf
Document approval setup
Contract type Approval details
Material contract
Service agreement approval details
Subcontract
Service agreement
Rental agreement
Document type Users/Roles/Groups

A Executed contract

Copy a Workflow

When threshold steps are the same within a workflow type (that is, a subtab), you can reduce set-up
time by copying a workflow threshold from one contract type to another. When you copy a threshold,
the amount, steps and step names, and users/roles are duplicated in the new contract type.

You can copy the workflow threshold by clicking a Threshold amount, which includes all the steps in
the threshold, and then clicking the Copy approval icon. You can copy only one threshold at a time. In
the slide-out window, select the Contract type from the Copy approval to contract type drop-down
menu. You make adjust the threshold amount, step title, and approvers. Click the Copy button. The new
approval shows in the list for the contract type.

If a workflow step contains a group workflow, you cannot copy it to a workflow that already has a
group step.

Project Workflow Page

The project Workflow page enables you to view the details for your workflows for your project. It col-
lects information of all workflows that have been kicked off from Contract. Includes: Contract, Pay-
ment Form, and Vendor Change Order workflows.
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Access the Workflow page through the Project settings.

Workflow Assignments

@ Contract « Contracts
Favorite projects & organizations Applications
Actions S100000 - PKS Incs >
103361 _newda (The Bentway Project_n.. > Model E o] ) Contract
105091 (Steel Training Job) > . .
o =) Document Report 1% Progress #] Change
73
73 z) Schedule %) Explore [2) Compliance
7
ﬂ "+ Control
| Manage favorites
i} . -
All projects & organizations . .
74 Project Extensions
4 ) Report >
Project home Assigned users Design
2 Explore >
73 Project details Operational rate codes o
" Master data libraries > Billing
12 Settings Assigned operational resources
77 Suite administration >
| Workflows Assigned disciplines and commeodities
13

Workflow type
Eayment form
Eayment form
Fayment form
Payment form
Payment form
Payment form
O Payment form
O Payment form
U Payment form
O Payment form
O Payment form
O Payment form
O Payment form
O Payment form
O Payment form
O Payment form

0 Payment form

Workdlow type Contract ID

Payment form

Payment form

Payment form

7200000037

Payment form

Payment form 7200000037

Payment form 7200000046

Payment form 7200000045

Contract ID

1200000037
1200000046
1200000037
71200000037
7200000037
7200000046
1200000045
7300000043
7200000045
7300000043
7200000045
7400000023
7200000042
7200000045
7200000042
7400000029

7300000078

Associsted tem

0001-Invoice 1

0001-Mobilization

0002-Payform 1

000 m1

0002-Payform 3

0002-Invoice 0002

0001-Invoice 0001

Status

@ Becalled

© ‘enroved
© ‘enroved
© ‘enroved
© ‘enroved
© foproved

© soproved
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Associated tem
0001 -Invoice 1
0001 -Mobilization
0002-Payform 1
0003-Payform 1
0004-Payform 3
0002-Invoice 0002
0001 -Invoice 0001
0001-Invoice 001
0002-Bond
0002-Invoice 002
0003-0003
0003-0003
0001-001
0003-Bond
0002-002
0001-Pay App 001

0001 -Invoice 003

Started s
120420
12121720
12128720
12128720
12128720
oz

oo

H

0000000000000 0QCCQODOOC®

Fecalled

Approved
Approved
Approved

Approved

Approved
Approved
Approved
Approved
Rejected
Approved
Approved

Approved

By selecting the Workflows link, the Workflows screen opens.

Started date/time
12/14/2017 11:29:45 AM
12/21/2017 8:56:37 AM
12/28/2017 4:28:56 PM
12/28/2017 4:36:13 PM
12/28/2017 4:38:07 PM
01/17/2018 8:26:47 AM
01/17/2018 8:46:06 AM
01/24/2018 9:07-39 AM
01/24/201810:03:08 AM
02/23/201811:01:05 AM
02/23/20181:27:02 PM
02/23/2018 3:11:37 PM
02/23/2018 3:58:59 PM
03/15/2018 21714 PM
03/16/2018 8:47:42 AM
03/19/2018 3:18:47 PM

04/04/2018 9:44:50 AM

Previous completed step Previous approver
In approval

In approval

KBS Compliance
KBS Compliance
KBS Compliance
In approval

In approval

In approval

In approval

In approval

In approval

In approval

In approval

In approval

In approval

In approval

In approval

Each column item, when selected, opens the details of that item. The Contract ID opens the contract
associated to that workflow type, etc.

®

Current step

Complete
Complete
Complete
Complete
Complete
Complete
Complete
Complete
Complete
Complete
Complete

Complete

Complete
Complete

Complete
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By selecting the items under the Status column, it allows you to view the progress of that payment

form.

ract ID Associated itemn Status Started date/time Previous completed step
1000429 7300000429-IW0-04 Traffi.. o Approved 10/23/2019 8:50:17 AM Contract Approver
1000882 7200000882-Structural St... @ Recalled 09/05/2019 10:50:33 AM Project Engineer
000789 0002-Payment form 2 () Recalled 09/05/2019 9:46:00 AM Business Manager
1000479 7300000479-IWO-testing I In approval 06/27/2019 2:04:41 PM In approval

1000478 7300000478-IWO-testing Q Rejected 06/27/2019 11:24:20 AM step 1

1000105 0002-Progress inveice In approval 03/19/2019 11:3%:31 PM In approval

1000228 7300000228-IW0-04 Traffi... Q Approved 03/05/201912:03:02 PM Project Manager
000042 0003-0003 ® Approved 05/23/2018 10:19:54 AM In approval

The panel on the left of the screen enables you to view the general information on the contract attached
to this workflow. The body of the screen shows the whole life cycle of the workflow. If the contract
had been through workflow more than once, the most recent record is at the top of the display, fol-
lowed by the next recent. Each record shows the steps, and the user/role and how many days each step

has taken.

Workflows > 3752 - Payment form

< Workflows -
In approval

0004-pay4
Stepnumber  Step name User/Role Approver Step status Step completed date/time Step duration Workflow notes
1 s1 Approved 07/08/2020 04:52:09 AM
2 s1 Approved 07/08/2020 04:52:59 AM

Payment form

Associated item 3 s2-1 In approval 5

0004-pay4
Stepnumber  Step name User/Role Approver Step status Step completed date/time Step duration Workflow notes
1 s1 Approved 06/08/2020 04:50:14 AM

In approval

2 s1 Rejected 06/08/2020 04:50:56 AM

Started on:

07/08/2020 4:51:44 AM 3 s2-1

Ended on

07/08/2020 4:52:59 AM
Recalled

Cumulative days open.

5 Stepnumber  Step name User/Role Approver Step status Step completed date/time Step duration Workflow notes

~In approval 1 s1 Approved 05/15/2020 04:48:30 AM

[JRejected

ORecalled 2 s1 Recalled 05/01/2020 04:49:15 AM
3 s2-1

P ] .

Permissions for each role are configured in Suite administration. Refer to the InEight Platform help top-
ics for more information about roles and permissions.
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Supporting documents permissions

If you want a role to be able to add, edit, or delete supporting documents for bid packages and con-
tracts, you must select the Add supporting documents, Edit supporting documents, and Delete sup-
porting documents permissions which are nested under the Edit bid packages and Edit contracts
permissions. The check boxes for Add supporting documents and Edit supporting documents are
enabled when the Edit contracts permission is selected. The check box for the Delete supporting doc-
uments permission is enabled only when the Edit supporting documents permission is selected.

Contract

O select all

Bid packages O selectall Contracts O Select all
U @ View bid packages [ Edit contracts
O ® Delete contracts

O stop integration sync

O ® Add supporting documents

O [ Edit supporting documents

Payment claims permissions

Roles must have the Add payment claim, Edit payment claim, and Delete payment claim permissions to
use the payment claims functions in Contract. User must also have the Approve/Reject payment form
permissions to send a payment claim through the workflow.

eSignature permissions
Roles must have the eSignature permission to correct DocuSign documents.
Retention release permissions

Roles must have the Edit retention release permission to create, edit, convert or delete a retention
release invoice.
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Navigation and basic tools

The following topics describe how to use the pages and registers in Contract.
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Page Navigation

In the following lesson, you will open the InEight cloud platform to explore the layout and start to nav-
igate around the application. You will access the platform through your web browser, using the link
provided by your manager or facilitator.

This takes you to the All projects & organizations page, where you can select any project you are asso-
ciated with.

If your project is not displayed on the initial screen, you can search by selecting the magnifying glass
icon in the top right corner. This search function will search all terms in all columns.

ORGANIZATIONS

®[4a]
zation X

3Incs : SAT000 - Kiewit Search

3 Incs : SA1000 - Kiewit

Navigate to InEight Contract

1. From within the InEight cloud platform, click on the 15t Level Menu located at the top left of the
page. Then Select All projects & Organizations.

Favorite projects & organizations

>

Manage favorites

Al projects & organizations

%) Report

%) Explore

Master data libraries

Suite administration

2. Select your project.
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@) Allprojects & organizations -
PROJECTS ORGANIZATIONS
» Name Status Organization
a 105091 Steel Structure Job (Use for samples) Active 5100000 - (PKS Inc)
a 105092 Steel Structure Job Active 5100000 - (PKS Inc)
a 105093 Steel Structure Job 3 New 5100000 - (PKS Inc)
a 105004 Steel Structure Job 4 Active 5100000 - (PKS Inc)

e When you select a project, it takes you to the Project home landing page

—
@) Steel Training Job (105091) - Project home ©)
o] *
Model Suite Custom project links Change status @
PrOJECT
Document & r& o sume M Cosed | InPro. | Active
ot g unch application e
Issue
Control
Workspaces 0 3 5
2
Project libr
rojectibrery Assigned users Control
Plan 0 o 0
Client change orders
Quantiy tracking Shent change orders
10 Manage budgets and
Work packaging forecasts o 0 0
progrss ®
Daily planning Prime contract summary @
Weekdy time sheet Assigned employees 9 Bid packages
‘Time center Actual values
Inspect 7 Unawarded Original contract SNaN
Contract ® 7 @ Executed Client CO's SNaN
Bid packages
SNaN
Contracts Assigned equipment Contracts e
Change & In Review Client CO's SNaN

3. Navigate to the InEight Contract application by selecting the 2"d level menu.

@)  Steel Structure Job (105092) Project home

Applications

4. Select Contract > Contracts from the 274 level menu.

Project home v

Applications
ks
. Model Suite

(2) Estimate ¢ @) Plan | (@) contract | N
+ Bid packages

=) Document @ Control @ Progress

@ Inspect
Project

Project home Assigned users

Project details Operational rate codes

Settings Assigned operational resources

Workflows Assigned disciplines and commodities
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e The Contracts page of the Contract application appears

SUPPORTING
CONTRACTS DOCUMENTS INVOICES

Vendor ... O

7200000870 Rebar inst Tonage Inc 59690

7200000869 Column As. Gilbert Con 55000

1043

Global Bolt

Anchor Bol

52500

7300000510 Environme Service agr.

7400001254 1043

[m]
o
o
O | 7e000m2s7
o
o
o

7400001253 S0

ACCRUALS /
RECEIPTS

$9690000

$5000000

51043961

$25000000

51043961

$1110000

CONTRACT
TEMPLATES

06/07/20

06/07/20

06/07/20

06/07/20

06/06/20

06/06/20

Contract User Guide

Once on a page within InEight Contract, you can use the 31 Jevel menu to toggle between
Contract modules (Bid package and Contracts).

Contract ¥ Contracts 3

Bid packages
CONTRACTS P 9

Contracts

Project Home Tiles

The Project home landing page contains Contract-specific shortcut tiles you can click on to navigate to

the appropriate Contract page. These tiles include:

¢ Bid packages
e Contracts
e Supporting documents

While the project is underway you see the status of all Bid packages, Contracts and Supporting doc-

uments which support your project.

Supporting documents

Exiring

80 ©

Pending

10

Bid Packages Tile

The Bid packages tile contains two key indicators:

e Awarded — Any bid package already associated to a vendor, and is ready to be or already has

been converted into a contract

e Unawarded — Scopes of work you are still processing

The View icon takes you to the Bid packages page to view all your bid packages.
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Contracts Tile

The Contracts tile contains key indicators:

Executed — Both Parties have signed the contract

¢ Non-executed — Contract is out for signature or the contract is still being drafted
In approval — Waiting for signatures on all documents

Rejected — Contract is rejected (need to expand

The View icon takes you to the Contracts tab of the Contracts page to view all your contracts.

6. ..:f®

Supporting Documents Tile

The Supporting documents tile contains three key indicators, reflecting the status of your supporting
documents:

e Pending
e Rejected
e Expiring

The View icon takes you to the Supporting Documents tab of the Contracts page, where you can view
all your supporting documentation.

Supporting docuents ®)

Y

Pending Exiring

10 805

Register Pages

As discussed in Lesson 1 — InEight Contract Overview, there are two modules of InEight Contract,
each with their own page. Each of these main pages are considered register pages, meaning they consist
of rows and columns like a spreadsheet, to list out several lines of information at once.

Bid Package Page

Steel Training Job (105091) - Ccontract v

m Descrit.. Type Original.. Project.. q s Totalavaiable .~ Added by Added on

5

eeeeeee t $1274422 01/07/2020 19 addison balasbas 06/07/2019

=

$1000000  08/12/2019 0 addison balasbas 06/07/2019

eeeeeee t $1500000  09/07/2019 14 addison balasbas 06/07/2019

eeeeeee t $12500000  08/27/2019 20 addison balasbas 06/07/2019

E B
R
2

eeeeeee t 51348796 10/08/2019 06/06/2019

O o0 o0 oogooao
E
3
H

B
Ly

eeeeeee t $1274422 06/07/2019 06/05/2019

InEight Inc. | Release 25.5 Page 95 of 341



Page Navigation Contract User Guide

Contracts Page

A - Contract ¥ Contracts ¥

SUPPORTING ACCRUALS /
CONTRACTS DOCUMENTS INVOICES RECEIPTS ACTION ITEMS e

Actions v (@) = Clearallfilters B

D Description Type Status Approval status ERP sync ... Vendor name Original va... Current value Paid to date Retained to date Added by Added on

Material contract Draft Not applicable $15.00 $15.00 07/28/2020

Material contract Executed Approved see Success $40,007.00 $27,774.00 07/28/2020

Material contract Executed Approved see Success $22,026.00 $40,007.00 07/17/2020

Subcontract Executed Not applicable Success $3.00 $3.00 07/17/2020

Subcontract Executed Not applicable Success $3650.00 $3650.00 $0.00 $363.00 07/17/2020

Material contract Executed Not applicable Success $500.00 $500.00 07/17/2020

Material contract Draft Not applicable $0.00 $0.00 07/17/2020

Contract Tools and Navigation

Each register page in InEight Contract contains menus and tools to help you navigate and perform key
functions on the page.

Overview — Contract Register Page Tools and Navigation

S

Navigation  Contains Home, 15t, 224, and 3" level menus.

Bar
2 Profile View Notifications and Logout.
3 Tabs Depending on the page (e.g., Contracts page), you will have tabs you can click on
to access pertinent information.
4 Actions Contains key functions you can perform, specific to the page you are on such as,
Menu view import history, run a report, run a query, open an email log, or launch the
InEight Explore Contract dashboard.
5 Toolbar Contains functions for the register page you are currently viewing, with specific

editing options on the left (e.g., add, edit, delete, copy), and options that involve
the entire page on the right, including clear all filters, search, import and export
options, notes, and contract information. The Contract register includes the
Download purchase order icon on the right side, which is enabled when you
select a contract.

Actions Menu

The Contracts’ Actions menu offers tasks that can be executed at the Contracts page level. They are:
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e View import history

¢ Query builder

* Run report

¢ Email log

e Launch dashboard

e Generate contract document (on Contracts and VCO registers only)

wtons v ® 4

View import history

Allows you to see the import history activities for documents which came into Contract. The history
includes the File name, location, status, total number of records, any errors and dates for modification.

Query builder

When selected, a new window will open where you can create queries. You can choose from the
Default queries list for Contract or Payment forms/invoices or select Add new query to build a new
one. You can also access your previous queries which have been saved.

W «
A

Default queries ~

Contract query

Payment forms/Invoices query

() AND cContractStatus Is equalto - Executed v

Run report

Allows you to run canned reports for Buyout review, Procurement status and Payment form status.
When a report is selected, it will open in a new tab as shown below.

~|  *Bid package type ID [(blanks) Engineered equipmentF|

*sort by Account Code v
*show All 8id Packages v

(G) 100% & v @ Find | Next

ard Award to Completion

Engineered equipment
wne

Freight
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Email log

From any project you have access to the Email log from the Action menu. When selected, the email log
will open then the support team will search and resend your email. The Email log is at the Organization
level and is meant for your shared services team to find emails which were thought deleted or lost.
Resending the emails, when found, does not restart the workflow. It is a way to find lost, deleted or
misplaced emails.

Launch dashboard

You can launch the InEight Explore Contract dashboard without leaving the current application. When
you select Launch dashboard, Explore opens in a separate window.

Overview — Email log

- Name Function

1 Project ID ID of the project you want to find.

2 Recipient Name of the person who the email was sent to.
email ID

3 View email  Selection of timeframe which you want (30 days or custom).
log for

4 Email log The list of emails sent.
5 Resend email Allows the selected emails to be resent to the receivers.

6 Reset para-  Allow the parameters to reset to the default setting.
meters

7 Information =~ When selected opens a slide-out panel with information about the email selected.
It provides the date, subject, recipient and actual message.

8 Export Allows you to export selected emails.

9 Search Searches log for selected emails.
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Toolbar

The toolbar allows you to use functions for the register page displayed, with basic editing functions on
the left and other functions on the right. The toolbar options will change depending on what page you
are currently on. The toolbar displayed below is for the Bid Package page.

Overview - Toolbar

. | Contracts
Name Function
1 Add

Add a new bid package/contract/issue to the register page. X X
2 Edit Edit a selected bid package/contract on the register page. X X
3 Delete Delete a selected bid package/contract from the register page. X X
4 Copy Copy a bid package or contract that already exists. X X
5 Clear all Clear all filters in the grid table. X X

filters

6 Export Export bid packages and contracts to an Excel template. X X
7 Import Import bid packages and contracts from an Excel template. X X
8 Notes View the notes for a selected bid package/contract from the X X

register page. The Notes slide out panel displays the notes,

and for contracts, the supporting document notes. You can

also add a note that will be stamped with the author, time

and date.
9 Info The Info slide out provides information about the selected X X

item.
10 Search Search all columns for content by the keyword you enter. X X

2o e 2..99¢29¢

Contract Record Page

From the Bid Package and Contracts register pages, you can drill in on a specific item to open its
record and consume more information.
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1 Breadcrumbs  References the record you are on and the path to get there. You can click on the
breadcrumbs to go back to the register page.

2 Actions Menu Contains key functions you can perform, specific to the page you are on (e.g.,
view import history or run a report).

3 Tabs Depending on the page, you will have tabs you can click on to access pertinent
information.
4 Toolbar Contains functions for the page you are currently viewing, with specific edit-

ing options on the left (e.g., add, edit, delete, copy), and options that involve

the entire page on the right (e.g., search, import and export options, contract
info).

5 Record Inform- Detailed information pertaining to the record tab you are on. This may be in
ation organized into a register or individual fields organized into sections.

6 View Menu Filter what appears on your display by selecting default viewsets from the
drop-down list, or by creating your own viewsets.

® T 2 O B Q

Line items

Lineltem 1. — Type Material ID Description Productcat — Quantity UoM

[m]
o
o
O o003
o
o
o

Unit price Per Net amount

Service Temp Conn... | 22100000 - HEAV! 1000 Lump Sum 1500000 51500000

Service Isolate 22100000 - HEAV] 1000 Lump Sum $112,00000 511200000

Service Construct 22100000 - HEAV] 1000 Lump Sum $1,32000000 $1320,00000

Service Disinfect 22100000 - HEAV] 1000 Lump Sum $49,000.00 4900000

Service

n | 22100000 - Heav: 1000 Lump Sum $151,000.00 $15100000

Service

22100000 - HEAV: 1000 Lump Sum $264,000.00 526400000

Columns
Expand Columns

You can expand a column as needed to see the entire title of that column by using the same method

that you would in Excel. If you hover over the column, you will see that your cursor changes from the
arrow to the width selector.

Type Status Approvalst.. = ERPsy.. = Vendorna.. Current val..

Oraft Not appli

$0.00

Oraft Not appli Merill ron & $1400000

Subcontract Executed Not appli Suce $50000.00

Subcontract Oraft Not appli $150000.00

Executed Not appli Success

$15000000

Executed Not appli Suce 520000000

Executed Not appli Success 525000000

The following registers retain the new size if you leave and then come back to the page:
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e Bid Packages

e Contract

e Supporting Documents

¢ Accruals/Receipts

¢ Back Charges

e Contract > Supporting Documents

Move Columns

You can move a column from one place to another using drag and drop. If there are columns that you
do not use, you can hide and unhide them from the view as needed.

Move Columns

1. On the Contract > Contracts page, click on a column header, hold down the left mouse button
and drag the column to the right. It appears raised with a shadow box.

e Two black arrows will appear to guide you to the new column location

SIMENU Contract
$100000 - PKS e

~ NOV-13 Empire Floodgate |l > Contracts

2. Drop the column header where you want to place the column.
Sort Columns
You can sort any column by clicking once on the column header.
Sort Columns

1. To sort a column, click on the column header.

e A yellow up arrow appears on the column header indicating the column is sorted in ascend-
ing order

b

sssss

sssss

zzzzz

sssss

2. Click the column header again and the column will sort in descending order.
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e The yellow arrow on the column header will now point down

b

3. Click the column header again to remove the sort.

e The yellow arrow will disappear
Filter Columns
You can filter columns to drill in on key information pertaining to your specific needs.
Filter Columns

1. From the Contracts page of InEight Contract, click the inverted pyramid of the Type column
header.

Actions - @

ID Description Type Status
7200000846 Concrete Foundations Subcontract Draft
7200000832 Structural Steel Modules 01-15 Subcontract Executed
7400001112 Structural Steel Modules 16-30 Material contract Draft

e Depending on if the column rows are from a validated list, or a free text description, you
will get a drop-down list to filter the columns

 If the rows are from a free text, you will filter by selecting the required operator and enter-
ing a keyword

e If the rows are from a validated list, you will filter by selecting the appropriate check box
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* You can also lock or unlock your filters using the lock buttons
e The operators available for selection are: Contains, Is equal to, Is not equal to, Starts with,
Does not contain, and Ends with

2. Hover over Filter, and a validated list appears.

Type Status Approval status ERP sync ..

Subcontract = Filter 3 Select All

Subcontract & Lock Subcontract

Material contra - ;
™ Matenal contract

Material contract Draft

Service agreement
-

Subcontract Executed .

Subcontract Executed

3. Select Material contract from the drop-down list, then click Filter.

Select All

Subcontract

#| Matenial contract

Service agreement

e The Type column is filtered to Material contract, and the register only displays contracts of
that type
e The filter pyramid icon displays yellow to indicate the column is filtered
4. To clear a filter, click the filter pyramid icon, and then select Clear. To clear all filters, click the
Clear all filters button.
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Custom views

The Bid package, Contracts, Master agreements, and Vendor change order registers support custom
views. You can create custom views so that you can see a subset of columns of your choosing. You can
then save the view to use again or share the view with other users.

Create custom view
Create a custom view when you want to view specific fields on the Bid package register.
1. Use the column chooser to add or delete columns from the current view, and then click Save.

2. Select Save view as from the View menu. The Save view dialog box opens.

MASTER VENDOR CHANGE SUPPORTING ACCRUALS View: |  Unsaved(All) v
CONTRACTS AGREEMENTS ORDERS DOCUMENTS INVOICES RECEIPTS ACTIONTEMS

= Clearallfilters o Al

= Type = | Status = Approv.. = ER. = Vendor.. = Ori.. = Cument. = Paidto.. = Retaine. = Addedby =

3

Material ¢ Draft Not ap $500.00 $500.00 $0.00 $000

Material ¢ Draft Not ap $500.00 $500.00 $0.00 $0.00 Sren

LA

Material ¢ Draft Not ap $500.00 $500.00 $0.00 $0.00

Material ¢ Draft Not ap $500.00 $500.00 $0.00 $0.00

Material ¢ Draft Not ap $0.00 $0.00 $0.00 $0.00

Material ¢ Draft Not ap $400.00 $400.00 $0.00 $0.00 New view

Material ¢ Draft Not ap $0.00 $0.00 $0.00 $0.00

Ltest Material ¢ Draft Not ap $1.00 $1.00 $0.00 $0.00 06/20/2022

Material ¢ Draft Not ap. Success $10,00. $10,000.00 $0.00 $0.00 06/07/2022

3. Enter a unique name for the view, and then click Save.
You can share custom views with other team members.
Share a custom view

You can share custom views with other users, such as team members, so they can view the same subset
of columns to help with collaboration.

The users you are sharing the view with must have the View permission for that project.
1. From a saved custom view, select Share view from the View menu.

2. Enter the names of the users you want to share the view with, and then click Share. The users
receive a notification in their Notifications list.

Your team members can use and save your view.
Save a view created by someone else
When a team member sends you a custom view, you can save it and use as needed...

When a team member has shared a view with you, you receive a notification.
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1. Click the Notifications icon in the upper right tool bar to see a list of notifications.

2. Click the notification to open it, and then click the link in the notification. A dialog box opens
prompting you to save the view.

3. Enter a unique name for the view, and then click Save.

Imports and exports

A convenient way to create items, such as bid packages, contracts, and line items, is through importing.
You can also export items to an Excel spreadsheet, so you can edit lines quickly or analyze data using
outside tools.

Import data

The import template lets you import data into the register. The template is a Microsoft Excel spread-
sheet with columns to import that correspond to columns on the register.

The first worksheet contains the Instructions for the template, where the legend and guidelines are loc-
ated. The guidelines describe the information on the Import template, exporting with data and how to
update or add more information to the existing data.

The second worksheet, Data, is where you enter your data for the import. The columns are color coded
to indicate which columns are system generated, required data, optional data and ignored data.

System System generated
REQUIRED Field is required for import
OPTIONAL Field is optional for import
IGNORED Field not to be populated

When using the template, keep in mind the following:

e The names of the tabs must not be changed.
e Column names in the Data sheet must not be changed.
¢ Columns must not be removed or rearranged.

ImportTemplate-Bidpackage (1) - Excel

1% Share

W — | B B @8E[ 25000

Paste " m e e - . 0 Conditional Formatas Cell | Insert Delete Format Sort& Find& | Share Webex
-8 8 o= 9 | formatting~ Table~ Syles= | = v - | ©Cear  Fier- Selects | Thisfile -

Clipboard 1 on n & umber n Styles. cells Editing Webex

Milestone[1]-Issued
for owner review-
DOR[S]-HVT3 Dor __|DOR[9)-HVT2 Dor __|DOR[10]-HVT3 June27, Forecasted date ed duration _|Scheduled date
[Text [Text [Text Date: MM/DD/YYYY _ [Date: MM/DD/YYYY. |Date: MM/DD/YYYY

Ready & —
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Importing the Template

From the register, select the Import icon to begin the downloading.

IAY Procurement and Project Support - Kru..  ~ Contract v Bid Packages v

Aetons v (@) = Clearallfilters ® Q

The Import data from template opens for you to import and save the template or for you to drop a com-
pleted template to be uploaded. The template is updated frequently, and it is best practice to download
a new template each time you want to import any template.

Import bid package - Goagle Chrome

Import data from template

I:ﬁ[mport template

Data will be imported in to bid packages

Drag and drop the file here or browse

B3 Import Template -....xIsx Showall = X

After the template has been downloaded, you complete the required areas. Do not change the name of
the spreadsheet tabs.

After you have completed the information in the template, you can import it into Contract.
Import data from a template
Summary: Import data from a template when you want to add items in bulk.

Considerations: These steps assume that the Microsoft Excel template has been downloaded and com-
pleted according to the template instructions. Because the available fields and their functionality are fre-
quently updated, it is best practice to download a new template each time you want to import data.

Quick steps:

1. From the Import data from template window, drag and drop or browse to your template file.

Import bid package - Google Chrome

Import data from template

[(;[luport template

Data will be imported in to bid packages

Drag and drop the file here or browse

Browse.
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2. If the Import dialog box has a field that lets you indicate calculations, such as whether to update
milestones based on duration or dates, select the applicable option.

3. Click Import.

After you have imported your Excel file, you can correct any errors in the Import history window.
After you import, the new data shows in the register.

Contract validates the date format based on the person who imports the data. If the date format does not
match the preferences of that person, Contract generates an error in the import history and removes the
date.

Export a template with data

From the register, select the Export icon, and then select With data.

> b

Total availab With data J
ne... Template 1.
ne.. 30 Jjagadish navath_..

In the exported file, you can use the Data worksheet to update the applicable fields before importing it.

Export (4) - Excel

Project delivery
1 [0 Description Type Kickoff date (Needed by) date__|original base value _|c Ris}
El Numeric [Text [Text Date: MM/DD/YYYY _[Date: MM/DD/YYYY _ |Amount [Text [Text [Text [Text
[
i

EW=ss0 Bug-199 Engineered equipment 08/01/2019 08/31/2015 ’889.00
4 (1 Teest Engineered equipment 07/01/2013 07/31/2019 "398.00 a ee
5 &9 Bidpackagedates Engineered equipment 08/12/2013 08/12/2019 "1000.00 Aruban Florin Building Low New
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Bid Packages

Bid packages are a scope of work that you intend to put under contract. Usually you create bid pack-
ages after the estimate is complete and the project awarded, and use it to track design, manufacturing,
terms and conditions, and negotiations for long lead items, to follow their progress of getting them
from concept to under contract.
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Bid Package Overview

InEight Contract allows the following seven types of Bid Packages:

1.

(O8]

e

Buyout Reserve — the amount of the original budget that is being set aside for completion or addi-
tional purchases later. This is typically used when you want to account for all the costs of your
budget, including costs that have not yet been allocated to scopes of work in other bid packages.
You can create a Buyout Reserve bid package to account for your unallocated costs, allowing all
budgeted costs to be included in your reporting.

Engineered Equipment — a type of equipment that is engineered to unique specifications and
developed with a vendor or manufacture.

Freight — an agreement for shipping by a third party.

Permanent Material — for materials which have specifications tied to the prime contract. These
materials are part of the structure or project.

Professional Services — agreements for customized, knowledge-based service.

Rental Agreement — agreements that define the amount of rent you will pay and the term during
which you are responsible for paying it.

. Subcontract — a contract for a company or a person to do work for another company as part of a

larger project.

In Contract, you can create contracts for all your work, but it may not be necessary to create bid pack-
ages for some of your contracts, such as professional services and rental agreements.

Overview — Bid Packages Page

The bid package ID is automatically assigned after you submit your bid package.

I ™

1

View The View drop-down menu lets you specify whether to show all bid packages in
the register or only those in one of the following sets:

o Awarded
e Unawarded
e In approval

e Rejected
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I T

You can also create and share custom views.

2 Actions View import history; run buyout review, procurement status and payment form
Menu status reports; and launch the InEight Explore Contract dashboard. The menu
appears on all pages of the bid package. The Actions menu also is available on the
Overview, Milestones, and Supporting Document tabs with the options to run
reports or launch the Contract dashboard.

3 Tool Bar  Allows you to add, edit, delete, copy, import, export, add notes, access details and

search bid packages.
4 Bid Pack- A list of your bid packages.
age
Register

Edit fields from the register
You can edit the following fields from the register:
e Custom lists 1 and 2
e Custom fields 1-10
e Kickoff date
e Project delivery date
¢ Original base value
¢ Contingency in estimate
e Un-awarded adjustment
e Escalation in estimate
¢ Owner change amount
o Mllestone float, date, and duration fields
When you hover over an editable cell, the borders are highlighted in blue.

When you make a change to any of the editable fields, a blue dot shows to indicate a change that has
not been saved.

BID PACKAGES ACTION ITEMS View: Al

v
= Clearallfilters O B B8 © Q

= Risk = Status = Totalavai.. = Approvals.. = Addedby = Addedon = Kickoffdate = Milestonel. = Milestonel.. = Customfie. = Customlis.. =

Issued forre 494  Notappli 04/06/2022 05/02/2022 | 10 05/23/2022

E High Issued for bid 85  Recalled e 03/10/2022 03/14/2018 2 03/16/2018 testl

Completed 26 Notappli 08/07/2020 08/06/2020 0 08/06/2020
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When you click Save changes, the edits are saved, and the blue dot is removed.
Edit fields in bulk

When you need to make the same change to a free-text field or drop-down list in multiple bid packages,
you can select them all and edit them at the same time.

Edit fields in bulk
Edit fields in bulk directly from the Bid packages register.
You can edit free-text fields and drop-down lists only.

1. Select the bid packages you want to edit, and then click the Edit icon. The Bulk edit dialog box
opens.

Bulk edit

Column

@ Select
Select
Account code
Currency
ustom list 1

ustom list 2

[¢
[¢
¢
[¢

ustom field 1
ustom field 2

Puctam fiold 2

2. Select the field and the value. You can select up to five fields.

3. Click Save.
Edit bid package fields in bulk

You can edit field values for a single bid package or for multiple bid packages in bulk. Columns that
can be edited in bulk include those with free text or a drop-down list.

Edit bid package fields in bulk

When you need to make the same change to multiple bid packages, you can edit them in bulk instead of
updating them individually.

Only bid packages that are not yet approved or converted to a contract can be edited.
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1. From the Bid package register, select the bid packages you want to edit, and then click the Edit
icon. The Bulk edit dialog box opens.

Bulk edit

Column

@ Select
Select
Account code
Currency
ustom list 1
ustom list 2

ustom field 1

[¢
[¢
¢
[¢

ustom field 2

wietam fiald 2

2. Select the field you want to edit from the drop-down list, and then enter the value.

3. If you have additional fields, click the Add icon in the dialog box, and then repeat step 2. You
can add up to five fields.

4. Click Save to update the bid packages.

Bid Package Import Template

A convenient way to create bid packages is through import using the bid package import template. The
bid package template includes the budget and milestone dates for tracking progress of the bid package
and a division of responsibility.

Milestones are set at the project level, as well as Division of responsibilities and email addresses. In
this template, all columns which are required, and which are optional are indicated. This will enable
you to upload completed bid packages.

You can also export existing bid packages, make changes and reimport the data to append any bid pack-
ages.

For more information about importing and exporting, see "Imports and exports" on page 105.
Import data
When using the Bid package import template, keep the following in mind:

¢ All calculations are based on calendar days.
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¢ The template supports the date format defined in your user preferences. Contract validates the
dates based on the person who imports the data. If the dates do not match the preferences of that
person, Contract generates an error in the import history and removes the date.

e The template imports with DOR on project settings.

e Use email addresses for DOR user input.

Updating or Appending Existing Bid Packages
New bid packages can be added as new rows to existing data import or through new imports.

e If a bid package ID is provided, that bid package is updated. If the bid package ID is blank, the
system will generate a new ID.

¢ Only columns that have been added to the Bid package list are exported. Use the Column
Chooser to update your payout and save before exporting.

e WBS and Specifications are fully overwritten. For example, if there were four WBS codes and
you wanted to change only one WBS, you still must enter all four WBS codes in the layout. If
there is only one WBS code on the template, the system erases all existing WBS’s and write this
one only.

¢ When milestones are completed, no updates to the preceding milestones are imported.

e When a column is not in the import layout, existing data is not affected.

e If there is a column with a blank value, Contract erases the existing data or resets to default data.

Add Bid Package

You can either add a bid package manually or import bid packages from an Excel template, as
described "Bid Package Import Template" on the previous page.

The following overviews provide key information on the fields you fill out when you create a bid pack-
age manually.

Overview - Add Bid Package — Bid Package Details

I L

1 Description A brief overview which will show in your reports.

2 Type Used for grouping bid packages in your reports.

3 Discipline A specialty area for your bid package. The disciplines are pulled from the master
data set up in InEight Platform.

4 Currency The currency of your bid package. If the currency for the bid package is dif-
ferent from the currency defined in the project details, Contract converts the pro-
ject currency to the contract currency when performing a budget check during
the workflow process. If a currency conversion rate has not been configured,
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T ooempuon

Contract assumes the rate is 1:1.

5 Kickoff date The date you will issue your bid package to bidders or convert it to a contract.

6 Project The date you need products delivered or services performed.
delivery
(Need By)
date
7 Package The overall breadth of your bid package.
scope
8 Risk The liability level of your bid package.
0 ev
o 6
o =
& o
o ]
(o=

Overview — Add Bid Package - Budget

Overview — Add Bid Package - Budget

I T T

1 Original base value = The amount from the estimate.
2 Contingency in A provision for incidental or unforeseen costs.
estimate

3 Escalation in estim-  Any anticipated increase in the estimate. This unusu-
ate ally represents the increase from when it was ori-
ginally estimated and when buyout occurs.

4 Un-awarded adjust- Any amount from the original estimate which will
ment not be included now, but that you want to contract.

For example, you may want to award only a portion
of the work to a sub now but plan to award the
remaining amount later. By putting the unawarded
amount in this field, you can still account for the
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I T T S

cost even though it is not yet awarded.

5 Owner change The amount discussed for an owner change.
amount
°Eudq£<
o @)
[ (2]
— 3]
e o
[ e
(]

Aside from the values associated with WBS code (covered later in this lesson), the values defined on
your bid packages are informational and do not integrate with other applications until they become con-
tracts.

Manually Adding a Bid Package
The following steps walk you through how to add a new bid package.

Add a Bid Package

1. Click on the 2 level menu in the navigation bar, hover over Contract, and select Bid Packages.

@) Steel Training Job (105091)

Applications

Custom project links
Model Suite () Estimate 23 () Plan (®) Contract
e Bid packages
) Document @ control ) Progress IL@_'
Workspaces Contracts
N (@) Inspect N
Project
rojectibrary Assigned users _—
Plar
Project
Quantity racking 4
Work packaging Project home Assigned users
Progress Project details Operational rate codes -
Daily planning mi
Settings Assigned operational resources
ekl tme et Assigned employees
Workflows Assigned disciplines and commodities
L) ) o>

2. Click on the Add bid package icon to launch the bid package wizard.

@) Steel Structure Job (105091) - Contract v Bid packages ~
Actions -
@ o /BA“ bid package | Description
12692 Rack 1800 and 2100 Bolted Connections

3. Complete the bid package details fields with the information below:
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e Description: [Your Initials] — Training Bid Package

e Type: Permanent material

¢ Discipline: Metals

e Currency: US Dollar

» Kickoff date: [Pick date]

e Project Delivery (Need By) Date: [Pick date]

e Package Scope: This is my structural steel training bid package
e Risk: Medium

Add bid package

o Bid package details

*Description *Type
[Your initials] Training Bid Package Permanent material -
Discipline sCurrency

Metals - US Dollar -
*Kickoff date “Project delivery (Needed by) date
08/24/2018 2zt 10/05/2018 2zt

Package scope

Thiz iz my structural steel training bid package

Risk

Medium -

4. Click Next.
5. Complete the budget fields with the information below:

 Original base value: $12,744,227
» Contingency in estimate: $10,000
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» Escalation in estimate: $0.00
e Un-awarded adjustment: $0.00
e Owner change amount: $0.00

6. Click Submit and in the background your new bid package is assigned a unique ID and added to
the bid package register.

X

Add bid package

o] o) (]
The asterisk (*) at the beginning of a field name indicates it is a required field.

Bid Package Header Information

When adding a new bid package, once you click Submit, the new bid package opens to the Overview
tab, with summary header information at the top of the page.

You can get to the bid package record page for existing bid packages as well by clicking the bid pack-
age ID or Description from the Bid package register page, as shown below:

@ Steel Training Job (105091) Contract ~ Bid Packages ~
Actions - @ E @ ® Q
O D Descript... Type Original .. Project ... Kickaff .. Status Total available float Added by Added on
O 3623 SC - Traini... Permanent... §12,74422.. 06/12/2019 04/08/2019 Issued for owner review 50 addison balasbas 06/10/2019
O 3622 Ab - Traini... Permanent... $12,74422.. 01/07/2020 06/10/2019 Issued for owner review 4 addison balasbas 06/07/2019
O 3620 Concrete £ Freight $10,000.00 08/12/2019 08/01/2019 Issued for owner review 0 addison balasbas 06/07/2019
O 3619 Earthwork Permanent.. $15,000.00 09/07/2019 08/24/2019 Technical bid analysis 14 addison balashas 06/07/2019
O 3618 Pre-Coolin._ Permanent.. $125,000.00 08/27/2019 08/07/2019 Letter of intent/Award 20 addison balashas 06/07/2019
O 3617 PWB - Bid Permanent_. 51348796 10/08/2019 08/28/2019 Completed (1] addison balasbas 06/06/2019

Overview — Bid Package Header Information
Information

Group Description

1 Breadcrumbs  Shows your bid package ID and description. Click Bid packages to return to the
bid package register page.

2 Status Shows as New until you add milestones to your bid package. Then, the status
shows the milestone you are currently working to complete.

3 Original base ~ Shows the amount from the estimate you entered when you created the bid
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Information
Group Description

value package.

4 Total estimate Shows the sum of the original base value, contingency in estimate, escalation
in estimate, un-awarded adjustment and owner change amounts.

5 Approval Shows the status of the bid package approval.
status

6 Bid package = Overview, Milestones, Supporting Documents, and Workflow Assignments.

tabs

7 Convert to Opens and prepopulates the Add contract dialog box. You must have selected
contract but-  values in the *Type, *Effective date and *Vendor fields. Click the Add button
ton to convert your bid package into a contract.

8 Cancel and The Cancel button closes your bid package and returns you to the bid package

Save buttons  register. The Save button saves changes you make to your bid package. The
Save and start approval button shows when there is a workflow step at the
organization, project, or bid package level. Click to save your changes and
start the approval process

Bidpackages > 168
saus |8 Original base value Total estimate e “Approval status
Delivery I—I

$10,000.00 $21,788.00)

“““““““

Overview Tab

Bid packages default to the Overview tab (indicated by a blue underline). There are seven information
groups. Values within the Bid package detail and Budget information groups are auto populated from
information you entered during bid package creation.

Information
Group Description

Bid package  Specific attributes that describe and uniquely identify your bid package.
details

Budget Total estimated cost of the scope of work you intend to put under contract.
Additional A section that includes drop-down subsections for division of responsibilities, spe-
details cifications, reporting, and custom fields.
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Information
Group Description

WBS Work Breakdown Structure is a specific element of the scope of work to be com-
pleted. If the project is reimported from inEight Estimate after creation, this field is
blank, and you must manually update it with a new WBS code.

Reference Agreement ID and value fields are retained in the Reference data sections of the con-
data tract after converting a bid package to a contract.

If the Agreement ID or value is updated, similar to the DOR, it will not go back to
the Bid Package and update it there. It only happens when you are converting from a
Bid Package to a Contract.

eSign Lists of eSign recipients, Project contacts, and Division of responsibility names that
default as signees for an eSignature.

Adding Information and User Assignments

In the following step by steps, you will add your awarded vendor, the account code, a specification, the
WBS code and assign users responsibilities within your bid package.

Add Awarded Vendor

1. Ensure the Overview tab of the correct bid package is selected.

SUPPCRTING

OVERVIEW ( MILESTOMES DOCUMENTS

2. In the Bid package details information group click the + Add Awarded Vendor Icon.

%dd awarded vendor

3. Search for the search box in the top right and enter Merrill Iron & Steel.
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el A 2111 | Iron & Steel

he 1F5 Moo daarinddiods oo

4. Click the radio button to select Merrill Iron & Steel.

Vendor 1D Vendor Name

. 0010011153 Merrill Iron & Steel Inc

Ve

Overview Tab

5. Click the Select button in the lower right to add the awarded vendor to your bid package and

close the dialogue box.

Add Account Code

1. Ensure the Overview tab of the correct bid package is selected.

OVERVIEW / MILESTONES

SUPPORTING

DOCUMENTS

2. In the Bid package details information group click the + Add account code Icon.

Account code

+) add account code

3. Search for account code 62.03.02.

—p 62.03.04

4. Click the radio button to select the code.
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/ Account code Description

: 62.03.02 Structural Steel Industrial Structures

P Coiccepol Cecol bodlociniol  Baodociol o dlic g

5. Click the Add button and the dialogue box closes.

Cancel

Add Specifications

1. Ensure the Overview tab of the correct bid package is selected.

oo SUPPORTIMNG
OVERVIEW MILESTOMES DOCUMENTS

2. Expand the Specifications subsection of the Additional details information group, and click the
Add Specification Icon.

Additional details

Division of responsibilities (DOR) v

() Add specification

Reporting v

Custom fields v

3. Type AZ 22553-8976 in the text box.

Specifications
3 S

@ Add Specification

A7 22553-8976

4. Click the Save button.
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Cancel

Specifications

AZ 22553-8976

S

@ &dd Specification

Add WBS Phase Code

1. Ensure the Overview tab of the correct bid package is selected.

OVERVIEW / MILESTONES ~ SUPPORTING

DOCUMENTS

Overview Tab

2. In the WBS information group type 1074 in the WBS code field and click 1074 Erect Steel —
Heavy on the flyout window to populate the grid.

WBS code

@ 1074|/

Description Current budget

Hint: type "abc’

[n] Description 50.00

1074 I}/Erect Steel - Heawvy

Current estimate

50.00

3. Click the Add icon to commit it to the grid.

WES code Description Current budget Current estimate
J1 oT4| Erect Steel - Heavy $800,000.00 $20,700.00
Total 50.00 50.00
WES code Description Current budget Current estimate
@ Hint: type '"123' Hint: type "abc’
@ 1074 Erect Steel - Heavy $800,000.00 5$20,700.00
Total $800,000.00 $20,700.00
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* Note that your Current budget and Current estimate values come directly from Control

If you use the same WBS item on more than one bid package, it will import the total Current budget
and Current estimate values for that item onto each bid package (rather than dividing the total values
between packages).

Assign Division of Responsibilities

1. Ensure the Overview tab of the correct bid package is selected.

SUPPORTING

OVERVIEW / MILESTOMNES DOCUMENTS

2. In the Division of responsibilities (DOR) subsection of the Additional details information group,
click the drop-down arrow to assign the following people to their roles:

e Responsible engineer: Bhavna Gupta
¢ Contract manager: Paul Bennion
e Purchasing manager: Paul Trippi
Field handler: Susan Cappelloni
Purchasing agent: Bridgette Quintero

Additional details

>

Division of responsibilities (DOR)

“ “ “

NN NN

“

The drop-down list will show you the names only of those assigned as members of your project.

3. Click Save and a notification indicates your bid package has been updated.
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@)  Steel Structure Job (105091) Bid package update

Bid packages > 12696 - [Your Initials] - Training ...

Vendor Contract Status
Merrill Iron & Steel Inc 7400001111 - [Your Initials] - Anc... New

Sl

OVERVIEW MILESTOMES D

Reference Data
Agreement and Purchase Order Fields Converted with Bid Package

When you convert a bid package to a contract, the Agreement ID, Agreement value, Purchase order ID,
and Purchase order value fields in the External purchase agreement section are retained in the Refer-
ence data section of the contract.

Bid package details (®) Add awarded vendor Budget

~Original base value $8500.00

Contingen

Additional details

Risk Account co de Division of responsibilities (DOR)
Select one e (®) Add account code SziEEimD

Reporting

< < < <

WBS Custom fields

WBS code Description Current budget Current estimate Reference data

P - - Agreement 1D Agreement value

840233448 $8500.00

Purchase order ID Purchase order value
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Details Additional details Associated bid package 4359-Underaroy - ()
T s g al )
Bid package budget v
Draf -
Division of responsibilities (DOR) ~
Description Retention "
Uinderground work [
Liquidated damages w
Type ARNype Technical field assistance ~
- elec -
Reporting (Switch) w

000001035 - Kiewit Infrastructure West Co. - HEference data

*Payment term “Vendar curmency

ny Payment terms with Payment blo. U Dollar b

”JE'I'-E':.‘ address Purchase arder 10 Purchase arder value

This connection is not maintained beyond conversion. If you manually change these fields after con-
version in either the bid package or contract, the changes are not reflected in both locations.

Create forms or mail in InEight Document

If a project is associated with Document, you can create a form or mail item from a bid package. Docu-
ment saves the form or mail and creates a link in the Supporting documents tab.

Single-sign on is available for Contract-to-Document features, such as creating mail or a form. When
you use one of these features, the Document sign-on page opens, and you can enter your credentials.
This creates a sign-on token that lets you remain signed in until the session ends. The first time you
sign in to Document, a black secondary window and the Document home window also open. You can
close these windows. Single sign-on is activated, and they are not shown again.

Creating forms or mail is initiated from the Actions menu. If Actions > Create document > Form or
Mail is inactive, you can select the Settings (cogwheel) icon in the Actions menu to set up integration
with Document.

Create a form in Document

You can create a Client RFI or Request For Information form in Document and add it to the Supporting
documents for the bid package in a single procedure.

1. From the Details page go to Actions > Create document, and then select Form.

2. If you are not already signed into Document, use your credentials to sign into InEight Document.
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o

Eight
DOCUMENT
=2 TeamBinder

User ID
Company ID

Password

+ Remember Login User ID & Company ID

Multiple Accounts? Login via Profile

English | Frangais | Italiano | Espaiol | (&6 | Farsi

Contact Support +1(800) 801 1426

Bookmark This Page | Forgot your password?

A sign-in token is created that lets you remain signed in to Document until the session ends. If
this is the first time you are signing in to Document from Contract, a black secondary window
and the Document Home window are shown. After you close these windows, single sign-on
(SSO) to Document is activated, and they are not shown again.

3. The Create new form dialog box opens. Select the form type, and then click Next. The Request
for information window opens in Document.

4. Complete the form, and then select the users for distribution of your form. A success message is
shown and a link to the form is added to the Add supporting documents dialog box.

5. Click Add to add the form as a supporting document.
Create mail in Document

You can create a mail item in Document and add it to the Supporting documents for the bid package in
a single procedure.

1. From the Details page go to Actions > Create document > Mail.

2. If you are not already signed into Document, use your credentials to sign into InEight Document.

©

User ID

nEight
DOCUMENT

=== TeamBinder

Company ID
Password
+ Remember Login User ID & Company ID

Multiple Accounts? Login via Profile

English | Frangais | Italiano | Espaiol | (&6 | Farsi

Contact Support +1(800) 801 1426

Bookmark This Page | Forgot your password?

3. The Create Document Mail dialog box opens. Select the mail type from the list defined in Docu-
ment that are specific to the project's mail type, and then click Next.
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Create Document Mail

o Select Mail type

Select the Mail type to be created. Upon clicking the ‘Create’ button, you will be taken to InEight Document to create the mail
*Mail type

Change Order

Change Order Response
Formal Letter
General Correspondence
IDF Response

Issue Documentation Form

Cancel ‘

4. Optionally add an attachment. If you selected documents on the Supporting documents page
before you started the action, they are automatically included.

e To add an attachment from the Supporting documents tab, click Next. The Select doc-
uments dialog box opens. You can choose documents from the Supporting documents tab

with the Document source My computer. After you attach the documents, click Create. The
Mail module opens in Document with your attachments included.

¢ To add an attachment in Document, click Create. The Mail module opens in Document.

Click Attach files > Attach Documents, where you can search for the document. After you
select a document, click Save.

e To send mail without an attachment, click Create. The Mail module in Document opens.

5. Enter information in the To and Subject fields. The other fields on the page are optional. Enter or
update the fields as needed for the mail message, and then click Send. A summary page opens.

6. Edit links and notes, if needed. The mail is added in Document.

7. Close the Document window. You are then prompted to add the mail as a supporting document
in Contract. The document type defaults to Correspondence but can be changed.

8. Click Save to save the mail to the Supporting documents page.
eSign

The eSign section lets you view or add recipients to be used as default eSign signees. This section has

subsections for eSign, Project contacts, and division of responsibility. All signees must be added to at
least one section.

e Names in the eSign section are populated from the project eSign setup tab (Project settings >
Contract > Configurations >eSign setup). You can also manually enter the names of the signees.
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e Names in the Project contacts section are populated with contact information from Project con-
tacts added in Project details. This section is for reference only. If you want to add or change
recipients, you must edit the Project Contacts.

e Names in the Division of responsibility section are populated with user information defined in
the Division of responsibilities section of the contract details. The company is populated from the
Company legal name in Project details. The title field is always blank. This section is for ref-
erence only. If you want to add or change recipients, you must edit them in the Division of
responsibility section of the Additional details.

Milestones Tab

The Milestones tab displays the Scheduled dates and Milestones for your bid package, organized into
information groups.
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@ Steel Structure Job (105091) - Contract Bid packages ~

Bid packages » 12696 - undefined

Vendor Contract Status
Merrill Iron & Steel Inc 7400001111 - [Your Initials] - Anc... Mew

SUPPC
D"JEH"."IEW\ MILESTONES DOCUl

Scheduled dates Milestones
@ Milestone Scheduled
Scheduled item Value
Duration (days) Completion date

= Kickoff date o07/12/2018 [

* Project delivery (Meeded by) date 09/03/2018 [T

Contract delivery (Lead time) (days) 0

Contract target execution date 09/03/2018 [7]

2018 InEight Inc. Privacy and Terms | v 18.3

Scheduled Dates Information Group

In the Scheduled dates information group, the Kickoff date and Project delivery (Needed by) date are
auto populated from the bid package wizard.

The Project delivery (Needed by) date represents when the material needs to be on site or when the ser-
vices need to happen. It is the date you are driving towards for having the contract finalized.

In the Contract delivery (Lead time) (days) field, you can indicate how much lead time you need for the
contract to be delivered, which is subtracted from the Project delivery (Needed by) date to calculate the
Contract target execution date field.
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Scheduled dates

Scheduled item Value

« Kickoff date 08/02/2018 [
= Project delivery (Needed by) date 09/03/2018
Contract delivery (Lead time) (days) 15
Contract target execution date 08/19/2018

Milestones Information Group

In the Milestones information group, you can view the milestones needed to complete the bid package.
Some of these milestones may already exist on the bid package by default if specified in your project
settings (see tip below). Depending on the scope and complexity of the bid package, you may want to
add additional milestones to track the package’s progress effectively. You can tell which milestones
you added manually because you have an option to remove them, by clicking on the remove icon
(minus sign).

Milestones
@ Milestone Scheduled
Duration (days)
Issued for owner review ]
@ Request for proposal ]
Proposal received 0
Letter of intent/Award 0

Customer bid package milestones can be added for our organization by your project administrator
under Organization > Settings > Contract > Milestones.
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Milestones

® ®6® ® ® ®

Scheduled Section

For each milestone, there is a Scheduled section, where you can enter each milestone’s duration in days
or completion date. Each milestone has a completion date, set to the bid package’s Kickoff date by
default. Contract calculates the completion date or duration based on the values you enter. For example,
if you enter a duration, Contract calculates the completion date based on the milestone's duration. If
you enter a completion date, Contract calculates the duration based on the date.

Milestones
@ Milestone Scheduled
Duration (days)
lssued for owner review 0
6 Request for proposal ]
Proposal received 0
Letter of intent/&ward ]

Forecasted Section

Each milestone also contains a Forecasted section to help you predict the actual timeline of the bid
package. Use the Duration (days) or Completion date fields to adjust the Forecasted Completion dates.
The Completion date defaults for each milestone from the Kickoff date.
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@ Milestone Scheduled Forecast
Duration (days) Completion date Float (days) Duration
6 lssued for owner review ] 08/28/2018 0 0
(=) 1ssued for bid 7 09/04/2018 h 7
6 Request for proposal 14 09/18/2018 0 14
@ Proposal received 1 09/19/2018 0 1
Letter of intent/Award 5 09/24/2018 0 5

The Duration (days) field and Completion date field work in tandem. Changing the Duration of any
milestone will change its Completion date and vice versa.

The Milestones information group also shows the float for the bid package. You can set the Calculate
float based on field to calculate the float based on the contract target execution date or the project deliv-
ery (Needed by) date. The total available float and the remaining float for the bid package are shown.

Total available float: 2 days 'xl:' Remaining float: 0 days

Actual completion date Complete
Completion date
[26/2018 08/27/2018 [-
RN 1

Your float days calculated as the float days from the previous milestone plus the duration days of the
current milestone. The remaining float days are calculated as the difference between the Contract target
execution date and the date of the last forcasted milestone. The Total available float is now calculated
as the remaining float plus the sum of uncompleted scheduled milestone float..
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Scheduled dates

Milestones

Contract User Guide

Scheduled item

* Kickoff date

= Project delivery (Needed by) date
Contract delivery (Lead time) (days)

Contract target execution date

Value

oafze/2018

10/09/2018 [

0

10/09/2018 [

If you need any lead time for the contract delivery, you can enter this in the Contract delivery (Lead
time) (days) field, and it will subtract it from your float days. In this example, entering two weeks of
lead time lowers the total available float from 15 days to 1 day.

Scheduled dates

Scheduled item

* Kickoff date

+ Project delivery (Needed by) date
Contract delivery (Lead time) (days)

Contract target execution date

Value

0a/28/2018

10/09/2018 =

14

09/25/2018 [

@ Milestone Scheduled
Duration (days)  Completion d.. Floa
(=) lssuedforo.. 0 08/28/2018 0
(= issuedforb. 7 09/04/2018 0
(=)  Requestfor. 14 09/18/2018 0
@ Proposal re.. 1 09/19/2018 0
Letter of int... 5 09/24/2014 0
Milestones
@ Milestone Scheduled
Duration (days)  Completion d... Float
(=) lssuedforo.. 0 08/28/2018 0
& Issuedforb. 7 09/04/2018 0
(=) Requestfor. 14 09/18/2018 0
@ Proposal re.. 1 09/19/2018 0
Letter of int... 5 09/24/2018 0

You can allocate your total available float days to your milestones as needed. As you do so, the Remain-
ing float will deduct the days you have allocated to indicate how many float days you have remaining.
In this example, 1 float day is allocated to the Issued for bid milestone. The date of the following mile-
stone (Request for Proposal) moves forward a day and the Remaining float changes from 1 to 0.
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Milestones
Scheduled dates
@ Milestone Scheduled
Scheduled item Value Duration (days)  Completion d.. Floa
(= Issuedforo. O 08/28/2018 0
« Kickoff date 08/28/2018 [ o
(= issuedforb. 7 09/04/2018 1
* Project delivery (Needed by) date 10/08/2018 [ @ - . » R ;
equest or... ! )
Contract delivery (Lead time) (days) 14 @ . | : 09/20/2018 .
roposal re.. !
Contract target execution date 09/25/2018 [ Letter of int . 09/25/2018 .
ater of Int... !

The following steps walk you through how to add milestones to a bid package and define their sched-
uled and forecast completion dates.

Add Milestones

1. Select [Your Initials] Training Bid Package from the Bid package page.

Steel Structure Job (Use for Samples) (.. ~ Contract ~ Bid pack
Actions - @
(0 ID Description Type
J 13419 /WE - Training _Bid Pack... Fermanent material
I 131917 Concrete Fxecuted Freiaht

2. Select the Milestones tab.

\ SUPPORTING

OVERVIEW MILESTONES DOCUMENTS

¢ Before adding milestones, you will edit some of your Scheduled dates fields

3. Under the Scheduled dates information group, change the Kickoff date to [today’s date].
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Scheduled dates

Scheduled item Value

iy

* Kickoff date 08/28/2019

4. Change the Project delivery (Needed by) date to [six weeks from today’s date].

5. Enter 14 in the Contract delivery (Lead time) (days) field.

Scheduled dates

Scheduled item Value

« Kickoff date 08/28/2018 [
* Project delivery (Needed by) date 10/09/2018 i
Contract delivery (Lead time) (days) 14
Contract target execution date 09/25/2018 B

6. Under the Milestones information group, click the Add icon to add a new milestone.
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Milestones

Milestone Scheduled
\ Duration (day

7. From the Add milestones window, select the following available milestones by clicking their
respective Add icons: (these need to be added in Organization settings)

e Issued for owner review
Issued for bid

Request for proposal
Proposal received
Letter of intent/Award
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Add milestones

Available milestones

Milestone
@ Request for proposal -
@ Proposal received

@ Technical bid analysis

@ Letter of intent/Award

@‘\%EW .

Selected milestones

3¢ Issued for bid 3 Issued for owner review
3 Request for proposal % Proposal received

3 Letter of intent/Award

8. Click Add.

¢ The selected milestones are now added to your bid package
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Milestones

Milestones Tab

@ Milestone

ONONONO.

Issued for owner review
Issued for bid
Request for proposal

Proposal received

Letter of intent/ Award

Scheduled

Duration (days)
I:I

0

Completion date

08/24/2018

08/24/2018

08/24/2018

08/24/2018

0&8/24/2018

Float (days)

You can delete milestones you added by clicking the remove icon. Milestones that are required
per the Project Settings cannot be removed.

9. Enter Scheduled Durations for your milestones as indicated in the image below:

®

O ONORO

Milestone

lssued for owne...

lssued for bid

Request for pro...

FProposal received

Letter of intent/...

Scheduled

Duration (days)

0

14

Completion date

08/28/2018

09/04/2018

09/18/2018

09/19/2018

09/24/2018

10. Change the completion dates for your forecasted items to match your scheduled completion dates
(example below).
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Forecasted

Duration (days) Completion date
0 08/28/2018

T 09/04/2018

14 09/18/2018

1 09/19/2018

5 09/24/2018

e Note that you have 1 remaining float day available of your total available float days

[ Cancel J

Total available float: 1 days ® Remaining float: 1 days

Actual completion..  Complete

Completion date

08/28/2018 =

11. Enter 1 in the Float (days) field for the Issued for bid milestone.

@ Milestone Scheduled

Duration (days) Completion date
@ |ssued for owne... 0 08/28/2018
@ Issued for bid 7 09/04/2018
@ Request for pro... 14 09/19/2018

Float (days)
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e Of your 1 available float day, you now have 0 remaining

Milestones
@ Milestone Scheduled
Duration (days) Completion date Float (days)

@- lssued for owner review 0 08/28/2018 0
(=) 1ssued for bid 7 09/04/2018 1
@- Request for proposal 14 09/19/2018 0
@ Proposal received 1 09/20/2018 0
Letter of intent/Award 5 09/25/2018 0

Milestone Completion

When you enter the actual completion date, the milestone Complete flag is automatically filled in. If
you delete the date, the flag no longer shows as filled in.

@ Milestone Scheduled Forecast
Duration (days) Completion date Float (days) Duration
Issued for owner review i 08/26/2018 1 2
@ Request for proposal 5 09/01/2018 1 5
Proposal received 2 09/04/2018 0 2
Letter of intent/Award 3 09/07/2018 0 3

In the bid package’s header section, the Status of the bid package will then reflect the next incomplete
Milestone.

Bid packages > 13190 - Earthwork

Status
Request for proposal
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When you create a bid package, a button appears on the top-right of the bid package record, to allow
you to convert the bid package to a contract. You will learn how to convert a bid package to a contract
in the next lesson.

Supporting Documents Tab

On the Bid Package Supporting Documents Tab, you can upload multiple documents such as:

e Blueprints/ drawings

e Project Plans

e Specifications

¢ Quantity of Materials

e Sketches

¢ Timelines for Completion / Schedule
¢ Background Information

¢ Information About Potential Delays

Any Document that is relevant to the bid package should be uploaded. The supporting documents can
be a file or a link. You can also upload documents from InEight Document. The Bid packages Sup-
porting documents register lists all documents associated to the bid package.

ssssssssssss Original base value Total estimate
Issued for review
$200.00000 $2,000.00000

..................................................

Add a Supporting Document

1. From the Supporting documents tab, click the Add supporting document icon, and then select
New Supporting document.

®~

Mew Supporting document nk

From InEight Document T
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2. Complete the Add Supporting document page information. The Document type field uses the
defined list of document types that are available in Contract. You might have to enter additional
information depending on the document type. For example, if you use the Tax ID document type,
you enter a value in the Tax identification number field.

3. Enter a link to a document, or upload a file you have stored on your local laptop by clicking

Select File, and then selecting a file.
4. Click Add.

To view a supporting document, click the link in the File/Link column of the Supporting documents
register. The document opens a preview in a new tab, so you can view the pages of the document and
then decide if you want to download it to your workstation. You can use the Previous and Next buttons
to view all pages.

HistoricalWeatherRecort d_2023-April-05-

Precipitation

To download the document to your workstation, click Download file.

Send bid package documents for eSignature via DocuSign

When a project is integrated with DocuSign, you can send a bid package document to DocuSign for an
eSignature.

DocuSign tags can be embedded in a bid package supporting document. The DocuSign tags correspond
to DocuSign recipients configured in the project settings, project contacts, and user information defined
in the Division of responsibility section of the bid package details.

Refer to "eSignature support" on page 223 for information about sending documents for eSignature via
DocuSign. Refer to "Organization settings" on page 31 for information about using tags.

Workflow Assignments tab

Each bid package is unique and might require various levels of approval. The Workflow Assignments
tab lets you set up the applicable approval steps.
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Conversion to a contract is not dependent on approval. You can still convert the bid package at any
time; however, you cannot publish the purchase order for the contract until the bid package workflow is
approved. Bid packages that require approval are not available in a contract for association from the
Associate a bid package icon until they are fully approved.

Add workflow assignments

Set up workflow assignments at the bid package level when there are approval steps specific to the bid
package. Steps added at the bid package level are performed before those at the project level and organ-
ization level.

Workflow steps can be assigned to users, roles, or groups. Groups must be created in the project set-
tings before they can be added to an approval workflow. Only users or roles that have permission for
approving and rejecting bid packages are shown when setting up the workflow.

1. From any page in a bid package, go to the Workflow Assignments tab.

2. Click the Add approval icon. The Add Approval slide-out panel opens.

Bid package approval setup - Add approval
Approvalstep

O Roles

Cancel

3. Enter the step title, and then choose whether the step applies to users, roles, or groups.
4. Enter the name of the user, role, or group.

5. Repeat steps 2-4 as needed.

6. Click Add.

The steps are added to the workflow before the project-level and organization-level steps. The Save and
start approval button is added to the Overview page, and you can start the approval.

Start the approval workflow
Start the approval process when the bid package is ready for final approval.

Approval steps must be configured at the organization, project, or bid package level. If you want to
make changes to the approval steps, you must go to the Workflow Assignments tab to make your
changes. If your organization has chosen to not allow workflow when the bid package is over budget,
an error message shows when you start the approval. See "Organization settings" on page 31 for more
information about allowing a bid package type to go to approval when over budget.
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1. Go to the Overview tab for a bid package, and then click Save and start approval. The Start
approval dialog box opens to the approval steps page.

X

Start approval

oApprovals:eps | | | || |

A group workflow must be selected in order to start the approval

Bid package approval steps
step Account Administrator

step2 Group A -

(o |

2. Review the approval steps as necessary, and then click Next.

3. Review the bid package budget. Contract converts the workflow values from the project currency
to the contract currency to see if you have exceeded budget. If there is no conversion rate listed
in the project details, the conversion rate is assumed to be 1:1. When the bid package is over
budget, a yellow warning banner shows at the top of the Budget check tab, and the loss is shown
in red in the Gain/Loss column.

Start approval

e Budget check

Bid package exceeds Current budget for selected phase codes

Original base value Current budget Gain/Loss

$100.00 $0.00 ($100.00)

(o) (o] (EE N

4. Choose one of the following:

¢ If you do not want to add a message and attach supporting documents, click Start. The
approval process starts.

e If you want to add a message or attach supporting documents, click Next. The Add mes-
sages page opens.

5. Choose one of the following;
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e If you want to add a message to be included in the workflow email, type and format it, and
then click Next. The Attach supporting documents page opens.

¢ If you do not want to add a message, click Next. The Attach supporting documents page
opens.

6. Choose one of the following:

e If you want to attach supporting documents, click Next. The Attach supporting documents
page opens.

 If you do not want to attach supporting documents, click Start. The approval process starts.
7. Select one or more supporting documents from the list of documents.
8. Click Start. The approval process starts.

The approvers receive a notification of the approval item. If you are an approver, the workflow step is
shown on the Action items tab. When you start the approval process and you are the first approver in
the approval workflow, the first step of the workflow is automatically approved, and continues with the
next step, if applicable. If you are the only step in the approval, you receive a second email confirming
the new issue has been approved.

Users who are added to roles associated with active workflows can approve or reject workflow items.
They do not get a workflow notification, but the workflow item is shown in the Action items tab.

Worklfows that are not completed within 90 days are terminated and automatically removed from the
Action items tab.

When the workflow is complete, Contract sends a completion email to you as the initiator, people who
created the item, and the person who completed the last step.
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Contract setup

The intention of the InEight Contract application is to manage and maintain your contracts. Your com-
pany will still need to create, negotiate and execute a contract outside of the InEight module, although
you may use the Contract Writer tool covered in the previous section to generate the documentation.
Please refer to your legal department for contract negotiation and execution.
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InEight Contract Workflow — Contract Setup

Wes Stucure

Contracts

Bid Packages

Create Bid
Package
conve
) T
| anage
|
!

CONTRACT

Contract Creation

The InEight Contract application is used to house your contracts after they have been awarded, nego-
tiated and executed. Within the tool you can manage all your supporting documents (e.g., vendor insur-
ance, bonding documents, workers compensation, and all executed change orders). By having all your
contracts in one spot, the Reports application within the InEight cloud platform will allow you to run
reports to see what your total project is spending on buyout.

Within the InEight Contract module, you can create a contract in two different ways:

e Convert a bid package to a contract
e Create a contract from scratch using the Contracts page

Create a contract from bid package

The following steps walk you through how to convert a bid package to a contract when it is ready to be
awarded. When the bid package is converted, it will initially be empty, ready for you to add pertinent
information.

Creating a contract from a bid package does not create a live connection between the contract and the
bid package. After a contract is created from a bid package, updates to one do not produce updates in
the other.

Create a contract from bid package

Summary: Convert a bid package into a contract after the bid package is awarded, so you can use the
information that already exists for the new contract without having to enter it again.
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Considerations: You can convert a bid package that has not gone through the approval workflow; how-
ever, you cannot publish the purchase order for the contract until the bid package workflow is
approved. Bid packages that require approval are not available in a contract for association from the
Associate a bid package icon until they are fully approved.

l.
2.

From the Contract > Bid packages page, select a bid package.

Click the Convert to contract button located on the top-right portion of the bid package record.
The Add contract or master agreement dialog box opens.

Convert to contract ]

[ cancel |

. Select a contract type from the Type drop-down list, and then enter or select values for all

required fields. You can optionally enter values for nonrequired fields as needed.

X

Add contract or master agreement

Description *Type

new bid package Select one

Subtype Effective date

Select one v month/day/year &=

Vendor Storage location

0148 - CHMC-Hubbard Cen

Cancel

Click Add to add the contract. A new contract is created with an automatically assigned contract
number. This number ultimately becomes the purchase order number when the PO is created.
This PO or agreement number remains the same during the life span of the agreement

What's next: Sometimes your vendors might ask for a PO number to get material ordered or to start the
process of supplying material.

Create a contract from scratch

During your project, you might identify a specific scope of work that you will need a contract for, how-
ever, due to the nature of the work you will not need to produce a bid package. For example, you may
have rental or service agreements that are simple enough to set up the contract without a bid package,
or perhaps your project is a small infrastructure project that doesn’t require any long-lead items that
have a long buyout process. For instances like this, you will want to create a contract from scratch.

The following steps walk you through creating a contract from scratch.
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Create a contract from scratch
Summary: Create a contract from scratch to start a contract from new information.
Considerations: When you create a contract from scratch it is not associated with a bid package.

1. From the Contracts page, click the Add Contract icon. The Add contract dialog box opens.

@) Steel Structure Job (105091) - Contract ¥

-

2. Complete the following fields:

e Description

* Type

¢ Subtype (optional)
e Effective Date

e Vendor (optional)
e Storage location
e Scope (optional)

Add contract

Description *Type

Select one

Subtype Effective date

Vendor Storage location

0057 - Blue Water Energ

-
El
w
~
<
]
U]
L}
it
il
N

Cancel

3. Click Add. The Contract Header tab opens.

Contract tabs

Contract has the following Tabs which contain all the pertinent information for the contract. These tabs
are located along the top of the Contract record page and from left to right as follows:

e Header
¢ Line Items
e Schedule of values
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e Vendor Change Order Log
* Back Charges

e Payment Forms

e Payment Progress

¢ Supporting Documents

e Workflow Assignments

e Sync Log

e Contract Closeout

. VENDOR CHANGE S crerocRess  SUPPORTING
HEADER BACK CHARGES PAYMENT FORMS PAYMENT PROGRE:
ORDERLOG

You will need to use the arrows to scroll over to the next header.

If technical field assistant lines are added to the contract, an additional header tab will be created to
house them.

The tabs are ordered based on how often are used; they do not reflect the order of a typical contract
management workflow.

You might need to use the arrows to scroll through all the tabs.
Contracts toolbar
The Contracts page has the Download purchase order, Contract Totals, and Notes icons available on

every tab.

L 32 B

Download purchase order

Click the Download purchase order icon to quickly download the default purchase order template for
the contract type when you are in a contract. If you want to use a purchase order other than the default,
you can use the Contract writer.

You can also download a purchase order directly from the Contract register. When you select a contract
in the register, the Download purchase order icon is enabled.

The organization-level default purchase order is attached in contract approval emails.
Contract totals

Clicking the Contract Totals icon opens a slide-out panel that has a breakdown of your contract’s
totals.
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PP

Total tax

The total tax is estimated when you click Estimate Tax in the Vendor or Delivery address field on the
header tab. Click the Information icon to see a break-down of the taxes. Taxes are calculated based on
the tax types and their default percent listed in project settings. When the contract is published, tax
information is updated from the purchase order response.

Manual adjustments

The Manual adjustments line lets you quickly see the total amount of updates to the contract that were
made outside of a vendor change order. The total is linked to the Changes drill-down view of the line
items tab, so you can see details of the Manual adjustments value. When you click the link, the first
line item with manual adjustments shows in the Manual adjustments table.
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Actions ¥

Contract totals
Created by:

Vendor

Status

Type

Contract retention

Total tax {_D

Original value

$ 284,376.000

Manual adjustments

Total change orders

Total potential change orders

Total proposed accrual

Accrued liguidated damages

Associations

Contract Creation

VEMDOR
HEADER LINE ITEM SCHEDULE OF VALUES : ngm
X
® 0001 -
Changes
Draft Vendor CO ID = VCO description

Joint Venture agreement

0.00% $ 0.000

50.000

Current value

$732,495.836

§ 448,119.836

50.000
$0.000

$0.000
$0.000

Received to date

$0.000

0.00%
§731,495.836

Contract invoices

) Unassigned

InEight Inc. | Release 25.5

Assigned [ Submitted [ JRemaining

0.34%
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Contract Invoices

The Contract invoices section shows the state of all contract invoices in the system to gain visibility
into the processing of invoices. The section shows the amount and percentage of invoices in the con-
tract that have been assigned or submitted and what is remaining. The section is color-coded as follows
to give you a visual status of the contract invoices:

e Orange = Invoices assigned to the contract but not assigned to a payment form
Yellow = Invoices assigned to a payment form in any status other than submitted
Green = Invoices that have been submitted

White = The contract total minus the submitted invoices

Click the Contract invoices link to go directly to the Payment Forms tab if your organization uses pay-
ment forms or the Payment Progress tab if your organization does not use payment forms.

Retained to date calculation

In the Contract summary push panel, the Retained to date field calculation is Actual retained + Remain-
ing new retention value. This calculation considers what is already paid and new amounts even if the
retention rate is changed. If you make any changes on any retention line item It will calculate only what
is left on the line item.

> 7300000579 - demo testing IPY ¥

- ADEF SETTER VENDOR CHANGE — T P TECHNICAL FIE ! KFLOW
e DNETTEVE ORDER LOG EACE CrIARDE s s N i S ASSISTANCE ~ DOCUME! N NMENTS 2
] (oY
% DIU PACREYE DUUYGET e
f -
Contract totals Division of responsibilities (DOR) v
Created by: marianne Crane on 02/19/2020
¥0.00  of  ¥1,003,650.00 Retention A
Invoiced to date Retention Percent % Value ¥
0.00 “Type L
¥0.00  of ¥1,003,650.00 - ervicesubtype - RN e L
S
Paid to dat o .
¥5
0.00% Effective d Vend BB coculater
¥0.00  of ¥1,003.650.00 wem=s - T = Retained ¥0.00
Retsined to date :
o Released ¥0.00
Released to date Net due in 1§ days M i Liquidated damages ~
0.00%
Y000  of ¥0.00 T B - R Technical field assistance v
Blackhawk Drive, BELLEVUE, Arizona, 681 D04 - Van Nuys N Platf - Reporting (Switch) v
Technical field assist: d to d:
0.00%

¥0.00  of  ¥43,000.00 Rz consieialebet i Reference data

Notes

You can click the Notes icon to view the Notes slide out panel, which displays the contract’s notes and
supporting document notes. You can add notes in the bottom section, which will be stamped with the
author, time and date. It is important to remember that these notes, once entered, become a part of the
legal document and cannot be deleted.
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Send a contract for approval

To submit a contract for approval, click Save and start approval. If you have set up group workflows,
select the applicable group for the contract. For example, if you are starting the approval process for
Segment 1 of the project, select the Segment 1 group.

Contracts > 7200002670 - Rebar furnish and Install USD §

VENDOR CHANGE

Actions h HEADER LINE ITEMS
ORDER LOG

Detalls

Contract status

Header Tab

The Header Tab contains the following sections for capturing key contract information:

¢ Details

e Diversity participation
e Contract terms

e eSign
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e Additional details
e Reference data

Details

Additional details

Contract User Guide

@ Associate a bid package

Contract status

Draft v
*Description
*Type Subtype
Material contract Select one
Effective date *Vendor
09/23/2024 ]
Payment term *Contract currency

POOS - Pay when Paid - 5 days from recpt of C.. ¥ US Dollar
*Delivery address @ Estimate Tax Storage location

v

Incoterms Incoterm location

dasiiSaTest IS /,,

Bid package budget
Division of responsibilities (DOR)
Vendor contact

Retention

v

] estimate Tax

Liquidated damages
Reporting (Switch)

Custom fields @

v Reference data

Agreement ID

/Anreemen\ value B

| Diversity participation

Contract terms

View details

eSign

esign C

Contract details

The Details section of the Header tab shows basic information about the contract
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Details
Contract status. o
Draft
*Description e
*Type 9 Subtype o
Material contract Select one
Effective date e *Vendor e B Estimate Tax
09/23/2024 &=
Payment term o “Contract currency 9
P005 - Pay when Paid - 5 days from recpt of C.. ¥ US Dollar
*Delivery address 9 ﬁ Estimate Tax Storage location 0
v
Incoterms. o Incoterm \ocaﬂone
v

Il
lil
N

1 Contract status Drop-down of statuses you can change manually to track the progression of
the contract. Contract must be in Executed status to publish a PO to the ERP
system

Changing the contract status to Executed is the action that triggers the com-
pliance review of supporting documents. Once the supporting documents are
approved by Compliance, the Create Purchase Order button becomes active.

2 Description Free text entry; Brief overview of the contract which will display in reports.
The description can be edited as needed.

3 Type Drop-down denoting the kind of contract. Different contract types map to dif-
ferent PO types in ERP system.

4 Subtype An additional drop-down to further categorize contract type.

5 Effective date  Beginning date of the contract, the date in which both parties have signed the
agreement.

6 Vendor Drop-down menu of all vendors set up in ERP system. You can click the

Advanced vendor search icon at the bottom of the list to see the Select
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vendor dialog box that shows more vendor details and has its own search
function.

7 Payment term  Drop-down menu to indicate terms of payment for the contract. Only pay-
ment terms marked as Available in the Master data library are shown in the
drop-down menu.

8 Contract cur-  Drop-down menu; currency in which the vendor will be paid. If there is no
rency vendor or if the vendor does not have a currency assigned to their record in
the master data library, the field has a drop-down menu, so you can select the
contract currency. A warning icon is shown when the selected Contract cur-
rency does not have an exchange rate set up in the Project details, and a yel-
low warning banner shows at the top of the page.

9 Delivery Drop-down menu; Location where materials are delivered, or services are per-
address formed.

Note: Delivery addresses can be added or modified in project settings with
proper permissions.

10 Storage loc- ERP entity for tracking materials within the ERP system.
ation
11 Incoterms International commercial terms that specify which party is responsible for

material while in shipment to destination. Only Incoterms marked as Avail-
able in the Master data library are shown in the drop-down menu.

12 Incoterm loc-  Names the destination for Incoterms.
ation

13 Country of ori- The country where the project is being built.

gin

14 Discipline Drop-down menu to indicate the discipline category the contract falls under.

15 Two-way Allows for paying invoices without formal goods receipts; typically used for
match progress payments.

16 Scope of con-  Free text entry field to provide more information on the contract’s scope.
tract You can use the Expand icon to expand the text box for easy text entry and
viewing. You can then collapse the text box when you are finished.

Following are additional details about the header tab.
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Contract Status

The Contract status field is a drop-down that allows you to select the status of your contract.

Contract status

Draft -
*Description =Type
Steel - Supply and Install Service agreement v
*Effective date =Vendor

01/24/2018 iz 0010011153 - Merrill Iron & Steel Inc hd

The table below lists the status options available to select from.

Draft The contract is still being created.
In review Contract is following the workflow for approval.

Out for vendor sig-  Contract is with the sub or vendor for signature.
nature

Out for internal sig-  Contract has been signed by vendor of subcontractor and is now routed for
nature internal signatures.

Executed Contract has been signed by both parties.
Terminated Removed vendor or supplier off site.

Cancelled Contract has been cancelled or never got executed.

Closed Contract has been completed and closed out.
Description

Description is a free text field where you can enter the information to describe what the contract is for
(e.g., Steel — Supply and Install).
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“Type Subtype
Subcontract Tabour M
“Effective date *Vendor

03/19/2019 =] California Corridor Constructors,

Type
The contract type will already be populated from when the user added a new contract.
Contract Subtype

Created to further categorize contracts, subtypes which can be added to each contract type in your
organization settings. Configure your organization settings by first creating a new subtype and then
associate it to an existing contract type.

Contract status

Executed -

“Type Subtype
Subcontract Tabour M
“Effective date *Vendor

03/19/2019 =] California Corridor Constructors,

From the Organizational settings, select Contract > Contracts > Settings.

5100000 - PKS Incs - Organization home ~

Favorite projects & organizations

Applications
5100000 - PKS Incs >
Steel Training Job (105091) > Model Suite (@ Estimate g3
Steel Training Job 2 (105092) >
Van Nuys North Platform (103442) > Organization home

Organization home Assigned users

Assigned projects

Manage favorites

All nroiects £ araanizations

Go to Contract configurations, then select the settings icon under Contract type name.

Contract configurations

Integrate tax calculation before publishing contract? Integrate Ariba for contracts?

English Espariol B R -

Contracttype name e e e
M ontact Foa o 1200 am Contat ®
- & o o o S— ®
Master Senvice Agreement El A 8100000000 8199999990 Master Senvce Agreement ®
on-sLool & ovsion o0 620 on-stont ®

In the Subtype configurations slide out panel, select the subtypes tab.
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Add contract subtypes

~Subtypename  ERPCode « Subtype name

nnnnnnnnnn

® ® ®

To add a subtype, click in the new field under the Subtype name. Type in the name of your new sub-
type, then click on the Add  icon to add to your list. Then click Save. The new subtype can now be
added to any contract type.

Effective Date

The effective date is when your contract has been executed and becomes an official legal document.

Vendor

The Vendor drop-down list shows all vendors that you have set up in the system. After they are added
to your vendor database under Master data libraries, you can search for them by vendor number or by
company name.

It is important to make sure you have the correct vendor tied to this contract as it will determine who
gets paid from your ERP system. If you are using a schedule of values, and the Hide in plan and pro-
gress check box for a schedule item is not selected, changes made to the vendor on this page are auto-
matically updated in InEight Plan.

The Estimate Tax calculator for this field lets you estimate the tax for the contract line items. Prior to
publishing a contract, if you click Estimate tax, taxes are calculated based on the tax types and their
default percent listed in project settings. The estimated taxes are shown in the contract's line items and
the contract totals. When the contract is published, tax information is updated from the Purchase order
response.
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Payment Term

Your payment terms are what you and the vendor or subcontractor agree on during contract nego-
tiations. From the drop-down list, you can select from several different options that InEight Contract
pushes to the ERP system. Once you have set these and executed the contract, it is difficult to change
afterwards.

Payment term Contract currency

P030 - Pay when Paid - 10 Days netdiscount .. ¥ US Dollar

Delivery address @ Estimate Tax Storage location

Incoterms Incoterm location

DES - Delivered ex ship

*Country of origin Q Search code

United States Of America

Two-way match Discipline

©

Only payment terms marked as Available in the Master data library are shown in the drop-down menu.

Contract Currency

You will need to select the correct currency for payment to the vendor. This should be determined dur-
ing contract negotiations and discussed with your business team to make sure you are able to pay the
vendor with the agreed upon currency prior to contract execution. If a vendor has not been selected, the
currency of the contract is used.

“Payment term *Contract currency

VPAY VENDOR ONLY - NT0O - US Dollar -

Delivery Address / Storage Location

The delivery address will be set up during your project initiation. For instances where you want the
material to be delivered to a yard or a storage facility, or a subcontractor to show up to perform work at
an identified onsite location, you will have the option of picking that address.

The Estimate Tax calculator for this field lets you estimate the tax for the contract line items. Prior to
publishing a contract, if you click Estimate tax, taxes are calculated based on the tax types and their
default percent listed in project settings. The estimated taxes are shown in the contract's line items and
the contract totals. When the contract is published, tax information is updated from the Purchase order
response.
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Incoterms

Incoterms indicate who is responsible for the material during shipment to the jobsite or the storage loc-
ation. This will default into the Vendor Master Record as terms for the materials to be shipped.

Payment term Contract currency

P030 - Pay when Paid - 10 Days net discount .. ¥ US Dollar

Delivery address @ Estimate Tax Storage location

Incoterms Incoterm location

DES - Delivered ex ship

*Country of origin Q Search code

United States Of America

Two-way match Discipline

©

Only Incoterms marked as Available in the Master data library are shown in the drop-down menu.
Country of origin

A pull-down with a selection of countries where the project is located.

*Payment term *Vendor currency

Intercompany Payment terms with Payment bl US Dolar

*Delivery address B caloulate tax *Storage location

Van Nuys Bivd, Van Nuys, California, 91405, U.. Van Nuys N Platf

Country of origin Qsearch code

Hint. type ‘country name

Two-way match

The two-way match function in the contract module allows you to set a predetermined plan to pay a
vendor. This plan is paid against a set schedule, such as completion milestones or progress payments.

If Yes is selected, the ability to create goods receipts against the purchase order and denotes the goods
receipt as not applicable for all line items is disabled. When the purchase order is published, the ERP
system can be mapped to create an invoice plan.

If you do not know if your contract will have an invoice plan, the best practice is to leave the setting
selected to No. Otherwise, if you select Yes and then determine that an invoice plan is not correct after
the contract has been pushed to the ERP system, the ERP system does not allow you to make this cor-
rection; a new contract must be drafted.

Use the toggle to set Two-way match feature to Yes or No.
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Discipline

The discipline pull-down list will provide the type of discipline categories you can choose for your con-

tract. The disciplines are pulled from the master data set up in InEight Platform.

Invoice pan[oiscy pline

Scope of contract

Diversity participation

Scope of contract

Free text area where you can indicate the scope of your contract.

Scope of contract

Diversity participation

Diversity participation is required on certain contracts and can be federally regulated. Diversity par-
ticipation can include, but is not limited to

¢ Disadvantaged Business Enterprise (DBE)

e Minority and Women Owned Business Enterprise (MWBE)

e Service Disabled Veteran Owned Business Program (SDVOB)
¢ On-the-Job Supportive Services Programs (OJT/SS)

The following steps walk you through how to add diversity participation to your contract.
Add Diversity Participation

Summary: Add diversity participation information, so you can track the diversity participation in the
project.

Considerations: The percentage and value of the diversity participation can be tracked at an individual
line item level. This allows lines that do not count toward diversity participation to be excluded from
reporting.

1. From the Header tab, expand the Diversity participation section, and then set the toggle Diversity

Participation to Yes.

2. Select an Applicable Diversity Category.
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Diversity participation

Diversity participation
™

N
I'x@ _/'I

Applicable diversity categories Percent % Comments

Veteran Owned Small Busin.. ¥ 15.00000

Women Owned Small Busin... ¥

@ Add category

To add multiple Diversity Participation Categories, click the Add Category Icon as many times as
needed.

3. Optionally enter the goal percentage represented by the vendor. You can have multiple diversity
participation categories on a contract, each with their own percentage. The sum of the per-
centages does not have to equal 100%. The field is used for tracking and reporting purposes only.
It is not validated against the line items diversity participation fields.

Contract terms

The Contract terms section of the Header tab includes free-text fields where you write the language
which is in the physical contract document, such as inclusions, exclusions, warranty information and
other contract terms. You can expand the View details section for easy text entry and viewing. You can
collapse the section when you are finished.
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Contract terms

View details

lil
~

Exclusions

Format v B

L}
]
[
]
i}

ll
Y

Format v B

lil
N

Contract term 5

Contract term 6

Contract term 7

Contract term 8

Contract term 9

Contract term 10

Some contracts have paragraphs for inclusions that list all the items that are included in the contract. A

contract manager would write in that field and then use the tag for inclusions in Contract writer to gen-
erate the Microsoft Word document.

If you are not generating the Word document from Contract, you can use the field to write what is
included and then use that field for reference, so you do not have to open the scanned contract to read.
[Contract terms]

View details

Inclusions
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eSign section

The eSign section of the Header tab lets you view or add recipients to be used as default eSign signees.
This section has subsections for eSign, Project contacts, and division of responsibility. All signees must
be added to at least one section.

eSign

eSign (& a

Recipient Name Company Title Email

eSign @

Project contact: Contact 4

Division of responsibility ®

Responsible engineer

Contract ma
Purchasing manager
Field handler

Purchasing agent

e Names in the eSign section are populated from the project eSign setup tab (Project settings >
Contract > Configrations > eSign setup). You can also manually enter the names of the signees.

e Names in the Project contacts section are populated with contact information from Project con-
tacts added in Project details. This section is for reference only. If you want to add or change
recipients, you must edit the Project Contacts.

e Names in the Division of responsibility section are populated with user information defined in
the Division of responsibilities section of the contract details. The company is populated from the
Company legal name in Project details. The title field is always blank. This section is for ref-
erence only. If you want to add or change recipients, you must edit them in the Division of
responsibility section of the Additional details.

Additional details

The Additional details section of the Header tab includes expandable sections for detailed contract
information.
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Additional details @ Associate a bid package

Bid package budget v
Division of responsibilities (DOR) v
Vendor contact v
Retention v
Liquidated damages v
Reporting (Switch) v

Custom fields @ v

Associate a bid  Prompts a window containing a list of all unassociated bid packages in the project.

package This feature allows you to associate a bid package to the contract after creating the
contract.

Bid Package Generates a quick look on where production is from the budget.

budget

Division of Comes over from Bid package when converting.

Responsibilities

Vendor contact ~ The project assigned contacts associated to the contract vendor, or you can enter
any name in this field.

Retention Amount entered will pre-populate each line item for hold back during invoice pay-
ment.

Liquidated dam- Free text entry in terms of percentage or $ value. Maximum allowed liquidated
ages damages per the contract.

Technical field  Select Yes or No to specify vendor or supplier to provide on-site commissioning
assistance or training.

Reporting Allows some contracts to be omitted from standard reporting. Typically used for
(Switch) low risk contracts which don’t require high visibility.

Custom fields Fields you can use for entering information that is not covered on the tab.
Bid Package Budget

Gives you a glance overview of the budget running against the bid package associated to your contract.
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Bid package budget ~

Budget Value $
Original base value 5000
Contingency in estimate 5000

Escalation in estimate $0.00

Un-awarded adjustment 5000

Owner change amount $0.00

Total estimate. $0.00

Division of responsibilities (DOR)
Retention
Liquidated damages

Technical field assistance

< < < < <

Reporting (Switch)

Division of Responsibilities (DOR)

These are roles that will be available to assign a person to when creating a bid package in Project Set-
tings.

Bid package budget v

Division of responsibilities (DOR) ~

p3

a2

Retention
Liquidated damages

Technical field assistance

< < < <

Reporting (Switch)

You can remove a role from being needed on a bid package. The drop-down for that role will then not
appear when creating a new bid package.

Vendor contact

Vendor contacts are defined in the project Assigned contacts associated with the contract vendor. Use
the Vendor contact section to select a contact to be the primary contact for the contract.

If there are no contacts defined for the vendor, the list is empty and you cannot add a contact. If a
vendor is changed or removed from the contract, the contact is removed.

Retention

Retention is the amount of money that is held back from each invoice until the contract is complete. A
contractor will always want to retain (hold back) a certain percentage of each invoice, as it ensures that
the vendor or subcontractor will continue to work until their scope is complete. In some cases, retention
will be waived. This typically happens when the relationship between vendor and contractor is strong.
In some cases, you will want to waive the retention; this is a case by case decision your company
would make.

The amount of retention appears on each line item in the contract but is editable to suit those lines
which should not have retention.
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Bid package budget v
Division of responsibilities (DOR) v
Retention ~
Retention Percent % Value §

0.00% $0.00
Retained $45,052.00
Relcased s4418.00
Liquidated damages -
Technical field assistance v
Reporting (Switch) v

Tax Jurisdictions

All organizations do not require a notification with a tax jurisdiction, selecting the Tax Jurisdiction noti-
fication has a toggle ON or OFF. These are for clients which do not have a tax system. Access this
toggle from the Organization settings > Contract > Notifications.

. - WORKFLOW CONTRACT
s BID PACKAGES CONTRACTS
‘@ General - ASSIGNMENTS TEMPLATES
N

o~ Contract configurations  Accrual/Receipt settings  Line item account settings ~ Diversity participation | Notifications | Contract closeout  Supporting documents
& ] Control

@ Progress
Notifications

[©) Compliance
(&) ~omp

@) contract
() Contrac Retention release requests

\,’S;l Change =)

\.\-B Design

() Report Supporting documents expiration
S

Delivery address tax jurisdiction notifications

&)

Assign users or roles to receive a notification to input *Users
the tax jurisdiction when a new delivery address is

added? ¥ Abhilasha Pasupulety

Users h

Liquidated Damages

Liquidated Damages will occur when your vendor or subcontractor fails to meet milestones, material
delivery dates and other specific dates that have been agreed on in the terms and conditions in the
executed document. Many times, this will result in financial compensation.

Bid package budget -
Division of responsibilities (DOR) v
Retention v
Liquidated damages ~

Percent % Value §
Technical field assistance v
Reporting (Switch) v
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Technical Field Assistance

Technical Field Assistance is used when your contracted vendor or supplier is specified in the contract
to provide field personnel for on-site commissioning or training. When a contract has technical field
assistance written into the vendor contract, those specifics can be added to the Technical field assist-
ance section in the Header tab. You can enter the Description, Contracted Quantity, Unit of Measure,
Unit Price, and comments for the purposes of tracking assistance from the Vendor. All this information
must be a part of the signed executed contract with the Vendor or subcontractor.

Bid package budget
Division of responsibilities (DOR)
Retention

Liquidated damages

> < < < <

Technical field assistance

Technical feld assistance

Reporting (Switch) v

Adding this to your contract will give you the capability to track your budget for your technical field
assistance. This helps as a tracking tool to reduce overruns.

The following steps walk you through how to turn on the tracking of technical field assistance for your
contract.

Enable Technical Field Assistance
1. On the record page for the contract you created in Step by Step 5.2.2, select the Header tab.
2. Under the Additional details section, expand the Technical field assistance menu and use the

toggle slider to set Technical Field Assistance to Yes.

Technical field assistance

Technical feld assistance

Selecting Yes adds a Technical Field Assistance tab to the main contract page.

3. In the Technical field assistance table at the bottom of the form, complete the table below with
the following:

e Select the remove icon Double time and any other entries so you end up with just Standard
Time, Overtime, and Trip

e Standard time: 100 MH, $45/mh

e Overtime: 20 MH, $67.50/mh

e Trip: 5 EA, $500/EA

Technical field assistance
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4. Click Save at the top of the page.

IENT PROGRESS

To track technical field assistance on the Technical field assistance tab that is now enabled, fol-
low the steps below.

Add Technical Field Assistance

1. On the record page for the contract you created in Step by Step 5.2.2, select the Technical Field
Assistance tab.

=[]

2. Click the Add Technical Field Assistance icon at the top left of your screen under actions.

3. In the Add technical field assistance window, complete the fields with the following information:

e Description: Standard time

e Date: last week

e Technician Name: Mary Smith

e Work performed: Inspection

e Quantity: 4

e Unit Price: [this will populate from the previous page]

e Warranty work: Select Yes or No depending on your specific operation
e Approved by: [Select a name]

¢ Comments: [None]

4. Select Add.

e The Widgets will update and track remaining technical field assistance (TFA)
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Total amount contracted:
$8,350.00

Total amount used:
$18000 98%

Reporting (Switch)

The reporting toggle allows you to include or exclude each contract from reporting functions. Toggle
the button to “Yes” if you want this contract to show up in reports, (e.g., Buyout Log, Procurement
Status Report).

Bid package budget

Division of responsibilities (DOR)
Retention

Liquidated damages

Technical field assistance

> < < < > <

Reporting (Switch)

Include this contract in primary reporting section?

N )

Reference data

The Reference data section of the Header tab includes data generated by agreements and purchase
orders generated under the contract. These values can be entered manually or be received from a JSON
PO response from your ERP system. If the values received from your ERP system are different, they
will be updated in the Header tab. If values are blank in your ERP system, those fields will not be
updated in Contract. These fields are also available as columns in the Contracts list.

Reference data

When you copy a contract with an inactive vendor, the Agreement ID field still has the master agree-
ment ID, but the field is treated as a free-text field for reference; the contract is not actually associated

to the master agreement. If you activate the vendor, you must manually associate the master agreement
to the contract.

Import a contract template

If you have contract details already established on a spreadsheet and want to import this data into Con-

tract, Contract enables you to import that data into the program. Select the Import icon to begin the pro-
cess of importing this data.
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On the top right of the screen is the Import icon. When selected, it will open the download the Import
data from template screen. You can import a template to complete or drag and drop your existing tem-
plate for importing back into Contract.

PAYMENT PROGRESS SuPPORTING HORKFLOW SYNCLOG CONTRACTCLOSEOUT

s B [B « a

DOCUMENTS ASSIGNMENTS

Import delivery schedule - Google Chrome

& mt1t01kwt-qa-204-sea.hds.neight.com/AppContract/FileUpload/FileUpload?projectid=158Contractld=7400001761&ContractDetailld=1

Import data from template

i¥blank default  [If blank default from
will be.

Required  [Require .
will be used used

rrrrrr ~ pay terms inco terms.

Template IR

The following data will have values will be populated automatically.
For Contract Line import template, the following data will have their values populated:

e Currency

e Pay terms

e Inco terms

e Discipline

e SubType

e Contract type

e Storage location

After the spreadsheet is completed, save and drag it onto the to import it into Contract. The contract
description is limited to 100 characters. If the description exceeds 100 characters, an error is shown in
the import pending area of the import history.

Contract validates the dates based on the person who imports the data. If the dates do not match the
preferences of that person, Contract generates an error in the import history and removes the date.
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s SRKELOW
PAYMENT PROGRESS UPPORTIN YoRKFLOY SYNCLOG CONTRACTCLOSEOUT

s B [B « a

DOCUMENTS ASSIGNMENTS

Import delivery schedule - Google Chrome

Contract automatically generates an email with the import results. The email contains a link to view the
Import History window where you can remove or fix the errors. To filter errors, click the Errors link at
the bottom of the page. A filtered error page shows the remaining errors.

No records are imported if there are any errors in the file.

Create forms or mail in InEight Document

If a project is associated with Document, you can create a form or mail item from a contract. Document
saves the form or mail and creates a link in the Supporting documents tab.

Single-sign on is available for Contract-to-Document features, such as creating mail or a form. When
you use one of these features, the Document sign-on page opens, and you can enter your credentials.
This creates a sign-on token that lets you remain signed in until the session ends. The first time you
sign in to Document, a black secondary window and the Document Home window also open. You can
close these windows. Single sign-on is activated, and they are not shown again.

Creating forms or mail is initiated from the Actions menu. If Actions > Create document > Form or
Mail is inactive, you can select the Settings (cogwheel) icon in the Actions menu to set up integration
with Document.

Create a form in Document

You can create a Client RFI or Request For Information form in Document and add it to the Supporting
documents for the contract in a single procedure.

1. From the Details page go to Actions > Create document, and then select Form.

2. If you are not already signed into Document, use your credentials to sign into InEight Document.
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o

Eight
DOCUMENT
=2 TeamBinder

User ID
Company ID

Password

+ Remember Login User ID & Company ID

Multiple Accounts? Login via Profile

English | Frangais | Italiano | Espaiol | (&6 | Farsi

Contact Support +1(800) 801 1426

Bookmark This Page | Forgot your password?

A sign-in token is created that lets you remain signed in to Document until the session ends. If
this is the first time you are signing in to Document from Contract, a black secondary window
and the Document Home window are shown. After you close these windows, single sign-on
(SSO) to Document is activated, and they are not shown again.

3. The Create new form dialog box opens. Select the form type, and then click Next. The Request
for information window opens in Document.

4. Complete the form, and then select the users for distribution of your form. A success message is
shown and a link to the form is added to the Add supporting documents dialog box.

5. Click Add to add the form as a supporting document.
Create mail in Document

You can create a mail item in Document and add it to the Supporting documents for the contract in a
single procedure.

1. From the Details page go to Actions > Create document > Mail.

2. If you are not already signed into Document, use your credentials to sign into InEight Document.

o

Eight
DOCUMENT
=2 TeamBinder

User ID
Company ID

Password

+ Remember Login User ID & Company ID

Multiple Accounts? Login via Profile

English | Frangais | Italiano | Espaiol | (&6 | Farsi

Contact Support +1(800) 801 1426

Bookmark This Page | Forgot your password?

3. The Create Document Mail dialog box opens. Select the mail type from the list defined in Docu-
ment that are specific to the project's mail type, and then click Next.
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Create Document Mail

o Select Mail type

Select the Mail type to be created. Upon clicking the ‘Create’ button, you will be taken to InEight Document to create the mail
*Mail type

| a

Change Order

Change Order Response

Formal Letter

General Correspondence

IDF Response

Issue Documentation Form

Cancel ‘

4. Optionally add an attachment. If you selected documents on the Supporting documents page
before you started the action, they are automatically included.

e To add an attachment from the Supporting documents tab, click Next. The Select doc-
uments dialog box opens. You can choose documents from the Supporting documents tab
with the Document source My computer. After you attach the documents, click Create. The
Mail module opens in Document with your attachments included.

e To add an attachment in Document, click Create. The Mail module opens in Document.

Click Attach files > Attach Documents, where you can search for the document. After you
select a document, click Save.

¢ To send mail without an attachment, click Create. The Mail module in Document opens.

5. Enter information in the To and Subject fields. The other fields on the page are optional. Enter or
update the fields as needed for the mail message, and then click Send. A summary page opens.

6. Edit links and notes, if needed. The mail is added in Document.

7. Close the Document window. You are then prompted to add the mail as a supporting document
in Contract. The document type defaults to Correspondence but can be changed.

8. Click Save to save the mail to the Supporting documents page.
Line Items Tab

The Line Items tab displays the line items that you will pay against in the ERP system, including

information about budget and commitment, schedule of values, change orders, payment progress, pay-
ment forms, and accruals and receipts.

Line items are pay items for the contract. These can be materials, services, or credits. Material, Service,
and Credit lines each have a description, product category, quantity, unit of measure, value, WBS phase
code and general ledger account. Additionally, line items may contain delivery schedules, retention,
tax amounts, equipment details, batch characteristics and comments as needed.
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Each line item on the contract needs to be added within the Contracts module, and these will become
the line items on the associated PO once the contract is pushed to an ERP system for PO creation. The
Line item details page includes sections for you to enter all relevant information for the line item. You
can add line items individually or import them via the import template.

Line items register

The Line items register lists all line items for the contract. The line items grid contains sections that let
you see related columns concurrently. The Line items sections include Details, Budget and Com-
mitment, Change Orders, Progress, Payment Forms, and Accruals/Receipts.

If the Change orders, Payment forms, or Schedule of values features are not enabled in the Contract
type configuration in the organization settings (Settings > Contract > Configurations > Contract type
configuration setup), the corresponding sections are not shown on the Line items tab.

c
o

= Maenailo = omeipon | Powctcmgy = uewy = U = Untenes

E e

Items with errors show a yellow exclamation point indicator. You can hover over the indicator to see
the error. You can then click the Line item ID to edit the field.

The bottom of the grid shows the number of items in the grid, the number of items selected, and the
number of errors. To see only the selected items, click View selected. Click Clear selection to deselect
all items. You can click the number of errors to see all items with errors.

Many fields in the Details section are editable from the register, so you can quickly update a value
without opening the Edit details panel. Editable fields are highlighted in blue when you hover over
them.

Details

Productcategory =  Quantity = UoM = Unit price =

MPB - SUBBUILDING Ea ($5.0000)

Some of the views contain links that take you to a detailed page view for additional information.
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- o BACK CHARGES PAVMENTFORMS  PAYMENT PROGRESS ROENG  oeouw
ORDERLOG . . . DoCUMENTS ASSIGUENTS.

Line items column management

The Line items register uses sections to group data. You can expand or collapse the columns and the
column selector builder to choose the information you want to see.

You can choose between the standard grid and the enhanced single grid registers. The enhanced single
grid register features faster loading and scrolling times, and collapsible sections that are color coded to
their corresponding drill-down viewsets. The standard presentation, features collapsible sections that
are in a light gray color. Delays in scrolling and loading might occur. Use the Line item single grid
toggle at the top of the page to switch between the presentations. When the toggle is set to On, the
enhanced single grid version shows. The toggle defaults to On.

Actions v HEADER LINE ITEMS SCHEDULE OF VALUI

@ Go to Line ltem |D

Line item single grid

|:| o Linelte.. = Type = Material ID = Description
D 0001 Material

The first section of the grid contains identifying information, including the line item ID, type, material
ID, and description. The columns in the first section are stationary and cannot be collapsed. You can
expand the columns until the section takes half of the screen area. After you have reached the max-
imum expansion, the scroll bar shows at the bottom of the section.

You can click the arrow in the column header of the other sections to expand or collapse that section.
The Collapse icon for each section is floating, so it is always visible as you scroll. You can manually
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size columns, so you can see the information you want. To collapse all collapsible sections, click the
double arrow in the first section.

Totals 2 Seeced:0 View seected. e slecton rors: s

The column management feature lets you rearrange grid sections, add or remove columns within the
sections, and remove sections if they are not needed. Click the Manage columns icon in the toolbar to
open the Column Selector Builder dialog box.

Column Selector Builder

Available columns Selected Columns.

Search Q Search

[ section/column name

wes

0B total cost
B total cost
CE total cost
Line item commitment

Pending line tem commitment

[J | scheduled value

[J  value claimed

[J % Complete

[ Value remaining
Number of potential changes
Potential change quantity

Potential change net amount

[ | section/column name

Line tem ID.

O Tyee
[ Material0

[ Description

a
im _______}

[ Product category
[ Quantity

O uom

[ unit price

0O per

[ Netprice

[ Lower limit

[ Uppertimit

[ cost center

[J wBs category

[ wes code

The Available columns section shows all columns that are available for each section. To add a section
or column, select it, and then move it to the Selected Columns section. To remove a section or column,
select it, and then move it to the Available columns section. You can also rearrange sections from the
Column Selector Builder dialog box. To move a section, select it, and then use the arrows to move the
section up or down. You cannot move columns between grid sections, except in the following
instances:

e The Type, Material ID, and Description columns can be moved from the first section to the
Details section.

e Any columns from the Details section can be moved to the first section.

Click Save to apply the changes. The changes are saved for as long as you are on the Line items page.
To save the column arrangement as a view, expand the View drop-down menu, and then select Save
view as.
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When you open the Line items register, only the Details and Budget and commitment tabs show. You
can add other sections and columns as needed. After you have added the sections or columns they
remain in the view until they are removed, or you reset the defaults in the Column Selector Builder dia-
log box.

Add or edit line items

You can use icons on the Line items register to add new line items or edit existing line items.

To add a line item, click the New line icon, and then select New line. See "Line items from master
agreements" on page 188 for information about the From master agreement option to add lines.

Actions v HEADER LINE ITEMS

= Type

O 001 Credit

To edit a line item, select it and then click the Edit line item icon.

When you add a new line or edit a line, the Add or Edit line item slide-out panel opens. The panel
shows a condensed view of the Line item Details page.

You can also add a line by copying an existing line. To copy a line in the Line items register, select the
line and then click the Copy icon. Select Line item to copy to the register and assign a line number.
You can then edit the line item is needed. If the schedule of values is enabled for the contract, you can
copy a line item to the Schedule of values page. See "Schedule of values tab" on page 190 for inform-
ation about copying a line item to the schedule of values.

Save
After you have filled out the Line item details page, save it. There are several options for saving:

e Save - will save and take you back to the Line Items tab

e Save and new - will save and then take you into a new blank Line item details page to start a new
line item

e Save and create delivery schedule — will save and take you to the schedule delivery page

‘ Cancel ‘ ‘ Save and new ‘ ‘ Save and create delivery schedule ‘ m

Line item details

When you add a new line item, the Line item details slide-out panel opens, where you can fill in the per-
tinent information for the line item. If you prefer to work with a full screen, you can click the View full
page icon at the bottom of the slide-out panel to show the full page view.

The Line item details page is organized in sections to group like information.
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Line item details (1)

E
Account assignment detal\sﬁ

Wes code

,,,,,,,,,,,,,,,,,

ssssss

‘‘‘‘‘‘

Additional fields 0

Custom fields ©

Additional links

Additional details e

Comments

Line item details section

Contract User Guide

The Line item details section of the Line item details page contains the basic details for the line item.

The Line type allows you to select what type of line this will be paid on. There are four different line
items to pick from:

Material
e Service
Limit

Line item details

frype

Material

Type

Material

Material
Service

Limit

Credit

Credit (this would be used when there is a deposit or an expected refund)

When working with multiple line items you can Jump between line items navigation, details, status for

open and close a line item by selecting the downward arrow.

10002276 -Test > Line ltem 0001

Line item 0001 - details

-

Status

Open

-

Line 0001 Lirnit

Line 0002  Limit

Line ltem ID  Description
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Material Type

When using Material ID numbers, companies use these 11-digit numbers to represent something which
is purchased, sold or rented. These companies mandate the usage of these numbers because of their
business processes. Other companies decide not to use the numbers and want to use free text. This is
so they don’t have to search for the 11-digit number to represent what was used.

Line item details unetemiooor - Quantity

Type Material ID QAdvanced material search " Quantity

114,000
D Description

160000.. SUBCONTRACTFIBER OPTIC TERMINATION,FABRICATE
160000.. RENTALMIXERREMIXER 5.5-10CYDIESEL

160000.. RENTALMIXER SMALL VOLUMETRIC PLANTELECTRIC
Country of origin

Afghanistan - 1cnnNN RENTA
Hint: type ‘country name’ Q Advanced material search

If your organization uses a material master that has material attributes, the Long description field in the
Line item details is disabled, regardless of the Long description field configuration in the Organization

settings. You must click the Assign material attributes icon to add attributes that will populate the long
description.

The Product category field holds the 8-digit UNSPSC (United Nations Standard Products and Services
Code). These codes are universal and no longer the hierarchy. Your Materials Master will be brought in
automatically for you if you use it. If you do not use a Materials Master, then you need to go and find

a UNSPSC or product category. If you cannot find the code, you can search using the advanced mater-
ial search.

Line item details Line item ID 0007

Type Material ID Q Advanced material search

Install Rebar jmht) v

Country of origin 12350000 COMPOUNDS/MIXTURES

Afghanistan 31230000 MACHINED RAW STOCK
Hint: type ‘country name’

MR MAT.. MR MATGROUP 123
*Valid from

06/07/2019 i MR MAT.. MR MATGROUP 1123

Service Type

When Service is selected from Type, you will notice only one difference from Material. You will lose
the Material Master ID within this tool. The Service type most likely acts differently in your ERP sys-
tem, so you will receive that differently in your ERP system as well.

Limit Type

Limit lines are a special line type that do not have a quantity or unit of measure, but that you know you
will be paying for. Limit line items allow you to specify a lower dollar value and an upper dollar value
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for the line item. The upper limit represents the most you would pay for that line item, and is the
amount calculated into contract totals. This can be helpful for items such as freight, which may be
spread over multiple invoices and do not have a quantity associated with it, but that you can specify an
upper and a lower dollar amount for that the total cost needs to fall between. If it falls within those para-
meters, you will pay the invoice.

Credit Type

Sometimes you may need to reduce the scope of your contract and add a credit line to reduce the con-
tract amount accordingly. For these instances, you would use the Credit line item type. Credit line items
contain the same fields as material line items, but any pricing you enter will automatically be a negative
(credit) value.

For example, when you enter 100 cubic yards at a unit price of $10, the system will display the unit
price as ($10.00) and the total price as ($1,000.00).

Credit lines reduce the total overall value of your contract. This is different than back charges, which
allow you to maintain your total contract value and just short pay the invoice. See "Back Charges " on
page 263for more information about back charges in a contract.

Validity

Valid from and Valid through is the time frame when that line item is in effect. Think of Valid from as
your delivery date or first date of service. You can leave the end date blank unless there is a date where
claiming against this line item must no longer occur.

Line item details

After the date entered in the Valid through field has passed, the line item is automatically set to Closed.
When the contract is already published and the line item closes, the Line Item ID field shows the
Revised line item icon. If you do not want the line item status to be Closed, you can manually change
the status and extend the Valid through date to a future date. Closed line items cannot be added to
vendor change orders or payment forms.

O @ Linettemid = Type =
O 0001 Mmeum (

Agreement item ID

If the contract is associated to a master agreement, you can use the Agreement item ID field to asso-
ciate an unpublished line item to the master agreement. See "Line items from master agreements" on
page 188 for more information about associating an existing line item to a master agreement.
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Quantity & pricing section

Under Quantity & pricing, you can enter your quantity, unit of measure, and price for the line item and
then click Estimate tax. When it comes back, you get a response when the fields are completed. That is
when the tax is calculated, because the tax component lives outside of your ERP system, but Contract
must retrieve that tax information from your ERP system prior to calculating. If the organization has
been configured to Allow edits to Is taxable field (organization Settings > Contract > Configurations >
Line item type configuration), the Is taxable check box shows above the pricing summary for the line
item. This check box defaults to selected. The taxes for the line are estimated either from project set-
tings or from a third-party integration. When the Is taxable box is not selected, no taxes are estimated
from project settings. Any tax information that is provided in the Tax request response, purchase order
response, or manually uploaded via LogicApps file are shown regardless of the Is taxable check box
and are considered when calculating taxes on payment form line item.

Quantity & pricing

*Quantity *UoM *Unit price *Per

$0.00 1 EA

Net price $0.00

Tax amoun t soool ®

Gross amount $0.00

Click the Information icon to see estimated tax information based on the project settings.
Account assignment details section

Account Assignment Details

Assignments encompass the WBS and Cost Centers giving you the flexibility to assign contract line
items to different account assignments. This gives the project flexibility to be able to assign line items
to a WBS as well as a cost center within the ERP system based on the project specific requirements.

Account assignment details

Account assignment type

1

WBS

WBS

Cost center

e el Tialdie s
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WBS Category

For WBS Category, the selections available to choose from are Permanent, Consumables and Rentals.
You need to pick the appropriate drop-down for that line item.

Whatever is selected for the WBS category, it triggers the General Ledger Account and the type of
materials. You must have the category selected because it controls your ERP system’s GL and tax-
ability.

Once a Purchase Order (PO) is created, you cannot change the vendor or the line type because these
become hard coded. If mistakes were made, you must create another line item and delete the wrong
one.

Account Distribution

When Account distribution is selected as “Single” all your costs for that line item will be tied to one
WBS code.

Account distribution *WBS code *General ledger account

Single hd 1034 - 170338 P§ Connector, ¥ 521320 - Supplies-Consuma,

A Split by drop-down appears with the option to split your costs by Quantity, Percentage or Value.
Once you have that determined, you can split as needed between multiple WBS elements in the boxes
below. You can also add as many WBS items to that line item as needed.

Account distribution

Split by Percentage -

Single

Split by Quantity
General ledger account
Split by Percentage

Split by Value 521320-Supplies-Consumable; ..

521320-Supplies-Consumable/ .

Total
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Cost Center

Cost center adds an account assignment type to complement the existing WBS type. Some projects
need to be charged to a different type of an account that does not integrate with Control but does integ-
rate with the ERP system. They would get their numbers through Control, Plan or Progress. Having the
Cost Center option gives you the flexibility to assign contract line items to different account assign-
ments in the ERP system. Based on project specific requirements.

Account assignment details

Account assignment type Account distribution *Cost center

Cost center - Single -

The Cost Center is a free-text field. However, in the Master Data Library, cost centers can be defined to
use. If your organization maintains cost centers in the Master Data Library, they 1 appear as an auto-fill
under the cost center pull-down. There is nothing in this field which forces you to have an exact make
with any other items listed.

Cost center fields and columns appear throughout the application where WBS code fields and columns
already exist. Cost Center selection would be used when costs are being charged to the overall project
and not to a specific WBS.

Additional fields section

The Additional fields section contains five custom fields, which you can define in the Organization set-
tings. You can use these fields to map a custom line item JSON to your ERP system. Organizations spe-
cify the names of the custom fields on the Contract Custom Labels page of the organization settings.

Additional fields

Custom fields (D

LicL1 Custom list 2

Select one v Select one

Internal Order Custom field 2
Custom field 3 Custom field 4

Custom field 5

Additional details section

The Additional details section contain fields that let you add a percentage for goods receipt, diversity
participation, and overdelivery tolerance at a line-item level.
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Diversity Participation

Diversity participation fields let you manage the diversity participation percentage and value for a line
item. The Percentage field calculates a value based on the percent of the value of the line item. The
Value field calculates a percent based on the value of the line item. The two lines work together. When
you update one, the other updates automatically. For example if the value of the line item is $50,000,
and you update the percentage of the diversity participation to 10%, the value of the line item becomes
$5000. If you update the value of the line item to $6000, the percentage becomes 12%.

Additional detalls

Retention percent Diversity participation
0.00%
Goods receipt Overdelivery tolerance (%)
Required -

When the line item value is updated using a vendor change order, the percentage is used to calculate
the new diversity value.

Line items from master agreements

A master agreement is a type of contract, set at the project level, between a general contractor and a
supplier to purchase goods or services later. When a contract has been associated with a master agree-
ment, you can add a line item from the master agreement to take advantage of the terms, conditions,
and pricing of the master agreement. You can also associate an existing line item to the master agree-
ment. See "Master Agreements" on page 229 for more information about master agreements.

Add a line item from the master agreement

You can add a line item directly from a master agreement. When you add lines from the master agree-
ment, line item details are predefined, and the association to the master agreement line item is auto-
matically created.

The contract must already be associated with a master agreement.
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1. From the Line items tab of the contract, click the Add line item icon, and then select From mas-
ter agreement. The Add from master agreement dialog box opens.

2. Select a line item from the list.

3. Click Add. The line item is added to the line item register. The Type and UoM columns are
dimmed and cannot be changed.

You can now create a purchase order from the line item.

Associate an existing line item to a master agreement

You can associate a line item to a master agreement, so you can use the terms of the master agreement
to purchase the line item.

The contract must already be associated to a master agreement, and the line item must already be cre-
ated and saved. You can only associate a contract line item that has not been published. After the con-
tract line item is published on the purchase order you can no longer associate it to a master agreement.
Line items that are already associated to a master agreement have the Line Item Id and Type fields
dimmed in the Line items register; all other fields are editable in the register.

1. From the Line items tab in the contract, click the line item number. The line item Details page
opens.

2. Select a master agreement line item from the Agreement item ID field drop-down list.

Line item 0002 - details - Status open v Quantity & pricing

Type *Quantity *UoM *Unit price “Pe

Service v 10000 Hr v $5000 1OHR

$500.00

B cacutate tax s @

Country of origin Harmonized Tarff Schedule Qsearch code Gross amount $50000

Additional fields

Custom fields @

AG-01 AG-02

Select one

Internal Orddr LF2

0001 SUBCONTRACTINTERIOR FINISHES INSTALLATION

0002

0003 ELECTRICAL CORD ASSEMBLY

3. Click Save. The line item is associated to the master agreement.

Disassociate a line item from the master agreement

You can disassociate a contract line item from the master agreement item when you no longer want the
item tied to the master agreement line item.
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You can remove the association at any time. After the association is removed you can reassociate the
contract line item to the same master agreement line item.

1. From the Line items tab in the contract, select the line item, and then click the Edit line item
icon. The line item Details page opens.

2. Click the Disassociate icon next to the Agreement item ID field, and the click Yes in the con-
firmation box.

Line item 0002 - details ~ Status | open

Type

Country of origin Harmonized Tariff Schedule Q Search code
Long description

Valid from *Valid through

01/26/2022 01/31/2022 &8

*Delivery address Agreemen titem ID

22495 Van Buren Bivd, Riverside, California, 92.. ¥ W

3. Click Save. The association is removed from the contract line item. The value of the line item
goes to the generic MPA 0000 line.

You can associate the line item to a different master agreement line item.

Schedule of values tab

As you work on a contract, you often need to see the quantity or value of a line item claimed against a
component, so you can progress the contract. A component is used in InEight Plan and InEight Pro-
gress to divide a cost item into manageable and identifiable parts, so they are easy to track. The sched-
ule of values lets you see the totals claimed by a component. You can also use the totals to reconcile a
vendor invoice with the contract line items.

The Schedule of Values tab shows the details of line item parts. Each part is made up of a description,
schedule quantity, unit of measure, unit price, schedule value, and WBS code. You can choose whether
to have the schedule item available to use in Plan and Progress or to hide it from those applications.
The Schedule of values page lists all of the schedule items for the contract. A warning shows if the
schedule value exceeds the Net price of the line item.

The Contract discipline (Project Settings > Assigned disciplines and commodities) must be set to Avail-
able to send schedule of value items to Plan.
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Quantity and value in the schedule of values

The schedule of values can help you track values and quantities of line items. If you want to track only
the value of a line item, you can create a value-only schedule item. A value-only schedule item can
include positive, negative, or zero value but have zero quantity, so you can track and claim value
without entering a quantity.

Add a schedule of values

To add a schedule of values, click the Add schedule of value icon on the Schedule of values tab.

uuuuuuuuuuuuuuuuuuuuuuuuuuuuu

Schedule of value items

nnnnnnnnnnnnn
nnnnnnn

Add schedule item

When you add a new schedule item, the Add schedule of value slide-out panel opens, where you can
fill in the pertinent information for the schedule item.

I T T S

1 Contract line item ID Select the line item associated with the schedule of value item.

2 Description Free text entry field to describe what the schedule of value item is.

3 Schedule quantity The total quantity of the item. When this field is enabled, the quant-
ity must be greater than zero.

4 UoM Select the unit of measure for the schedule of value item. The unit
of measure can be different from the unit of measure for the line
item.

5 Unit price The unit price, in the currency of the contract, of the schedule of

value item. The unit price is automatically calculated when the
schedule value or schedule quantity is updated. A negative number
can be entered for the unit price when an item has a negative value.

6 Schedule value Contract calculates the schedule value based on the quantity and
unit price.
7 Value only Select the Value only check box to create a value-only schedule

item. Checking this box disables the Schedule quantity and Unit
price fields. Also, the Hide in plan and progress field is set to Yes
and then disabled.

8 WBS code The WBS code assigned to the line item.
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9 Hide in plan and pro- Select the box to hide the schedule item from Plan and Progress.
gress Deselect the box to track the schedule item as a contract component

in Plan. If an item has a value other than zero in Plan and Progress,
you cannot deselect this check box. If you have made a mistake and
need to deselect the check box, you must go to Plan or Progress,
and then edit the item there. After it is edited, you can deselect the
check box. A schedule item that is hidden in Plan and Progress can
be claimed directly from Contract.

When the check box is not selected, any changes made to the
vendor in the contract details are automatically updated in Plan.

10 Custom fields The contract-level custom fields.
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Add schedule item

DETAILS CONTRACT CLAIM

Contract line item ID

Select item...

Schedule quantity

Unit price

WES code

External Order

List 1

Custom field 3

Custom field 5
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You can also add a schedule of value item from the Line items register. Any line item type can be
copied. To copy a line item from the Line items register to the schedule of values, select the line item,
and then expand the Copy icon. You can then select To schedule of values. A notification shows that
the line item has been added to the schedule of values. The following columns are copied with the line
item:

e Line Item ID
e Description
e UoM

¢ Quantity

e Unit Price

e WBS code

e Custom fields

The Hide in Plan/Progress field in the schedule of values defaults to Yes. You must manually fill in the
remaining fields. The line item is automatically associated to the schedule of values.

When you copy a limit line item to the schedule of values, the Value only check box is automatically
checked and disabled. The unit of measure defaults to a value of PLS.

If the line item had been deleted or closed, the line item is copied, but the line item ID is left blank.

You can use the import and export feature to set up and maintain a large schedule of values.

Schedule of values register

After you add a schedule of values item, Contract adds a Schedule item ID and adds it to the schedule
of value items register. The register lists all schedule items for the contract. The schedule of values grid
has sections for schedule of values details, Contract claims, component progress, and summary pro-
gress. Arrows in the column headers let you collapse or expand the section. Multiple sections can be
collapsed. The first section, which includes the Schedule line item ID, Contract line item ID, and
Description cannot be collapsed. You can click the double arrow in the first section to collapse the rest
of the sections.
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The bottom of the grid shows the total number of items and the total number of selected items. To see
only the selected items, click View selected. Click Clear selection to deselect all items. The Go to
Schedule ID link helps you quickly find Schedule items that are not visible on the page.

You can rearrange the columns within a section using the Column Selector Builder. To open the
Column Selector Builder, click Manage columns. The Available columns section shows all columns
that are available for each section. To add a selection or column, select it, and then move it to the Selec-
ted Columns section. To remove a section or column, select it, and then move it to the Available
columns section. Click Save to apply the changes. You can also rearrange sections from the Column
Selector Builder dialog box. To move a section, select it, and then use the arrows to move the section
up or down. You cannot add columns to the first section in the grid. You cannot move columns
between sections.

Column Selector Builder

Available columns Selected Columns

Search Search

Section/coulmn name [J  section/coulmn name
Schedule Of Value Items Schedule item ID

Schedule Quantity Description

Schedule Of Value ltems

Uom

Unit Price
Schedule Quantity
Schedule Values
Uom
Whbs Code
Unit Price
Hide In Plan And Progress
Schedule Values
Custom List 1
Wbs Code
Custom List 2
Hide In Plan And Progress
Custom Field 1 i

O
O
]
]
=]
=]
=]
=]
O
O
O

You can search for specific available or selected columns. For example, you could search for value
Claimed, and the search results show all columns called Value Claimed in all sections.

Schedule of values details

The Schedule of value items section shows the schedule quantity, component quantity, unit of measure,
unit price, schedule value, WBS code, and whether the item is hidden in Plan and Progress.
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If the schedule values for a line item exceed the net price of the line item, all schedule items for that
line item are marked with a warning icon in the Schedule values column. To keep totals in sync, you
must change the number in the line item or the schedule items. If a schedule item has been claimed in
Plan or Progress, you cannot delete the schedule of values item. You can update the item, and then the
update goes to Plan or Progress.

If a schedule item is not hidden in Plan and Progress, the Component quantity column shows the Com-
ponent quantity from Plan. If the value is modified in Plan by splitting the contract component, a blue
dot shows next to the quantity to indicate the component quantity does not match the schedule quantity.

If there is no quantity claimed, you can delete a schedule of values item that is not hidden from Plan
and Progress.

The total schedule value amount shows at the bottom of the section.
Contract claims

The Contract grid section shows the quantity and value claimed in Contract. The total amount claimed
in Contract shows at the bottom of the section. If the current date is not between the valid from and
valid through dates of the associated line item, an error icon shows in the Contract line item ID column
of the register, and no claims can be made from associated schedule items.

See "Claim schedule items from Contract" on page 201 for information about claiming in Contract.
Component progress

The Component progress grid section shows claims that were made in Plan and Progress. Click on a
link in the Quantity claimed or Value claimed column to go to quantity tracking in Plan.

The total amount claimed in Contract shows at the bottom of the section.
Summary progress

The Summary progress grid section shows the total of claims made in Contract and in Plan and Pro-
gress.

Quantity claimed The total number of items claimed.

Value claimed The total amount (that is, the quantity multiplied by the unit price)
claimed.

% Complete The percent of the schedule value that has been claimed.

Quantity remaining The number of items that remain to be claimed (that is, the schedule

quantity minus the quantity claimed).

Page 196 of 341 InEight Inc. | Release 25.5



Contract User Guide Schedule of values tab

Value remaining The value that remains to be claimed (that is the schedule value minus the
value claimed).

Contract < Component progress < Summary progress <
Quantity claimed = Value claimed = | Quantityclaimed = Value claimed = | Quantity = Vale = % =  Quantity = Valie =
claimed claimed Complete remaining remaining

14 $140.00 0 $0.00 14 $140.00 14.00% 86 $86000 |~
0 $0.00 0 $0.00 0 $0.00 0.00% 10 $1,000.00
15 $3,000.00 0 $0.00 15 $3,000.00 75.00% 5 $1,000.00
0 $0.00 0 $0.00 0 $0.00 0.00% 30 $9,000.00
0 $0.00 0 $0.00 0 $0.00 0.00% 40 $3,600.00
25 $1141.75 0 $0.00 25 $1141.75 50.00% 25 $1,141.75
60 $19.80 0 $0.00 60 $19.80 100.00% 0 $0.00
0 $0.00 0 $0.00 0 $0.00 0.00% 70 $12,523.00
0 $0.00 0 $0.00 0 $0.00 0.00% 80 $6,160.00
12 $480.00 0 $0.00 12 $480.00 13.33% 78 $3,120.00
9 $1,800.00 0 $0.00 9 $1,800.00 9.00% 9 $18,200.00
10 $20.00 0 $0.00 10 $20.00 9.09% 100 $200.00
12 $4.20 0 $0.00 12 $4.20 10.00% 108 $37.80
13 $18.72 0 $0.00 13 $18.72 10.00% n7 $168.48
14 $21.70 0 $0.00 14 $21.70 10.00% 126 $195.30
0 $0.00 2 $1000 2 $10.00 20.00% 8 $40.00
1 $62.00 0 $0.00 1 $62.00 5.00% 19 $1,178.00
$6708.17 $10.00 $6718.17 1031% $58424.33

Date fields in the toolbar let you narrow the dates that components were claimed.
The total value claimed, percent complete, and value remaining show at the bottom of the section.
Payment claims

The Payment claims grid section shows the quantities and values used in payment claims. For inform-
ation about Payment claims, see "Payment claims" on page 310.

Vendor quantity The quantity of the claim for a vendor.
Vendor value The value of the claim for a vendor.

Certified quantity The quantity of claims that have been certified.

Certified value The value of claims that have been certified.

Certified delta The difference between the vendor value and the certified value.
Pending quantity The quantity of claims that are pending certification.

Pending value The value of claims that are pending certification.

Pending delta The difference between the vendor value and the pending value.
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Copy a schedule of values item

When you want to add more than one schedule of values items for a single line item, you can add one
schedule item and then copy it. This can save you time when you have a line item that applies to a
large scope of work and you want to track it in smaller segments. You can create a schedule of values
item for the line item and then copy the schedule item and change details instead of entering inform-

ation multiple times.

When you copy a schedule item, only values in the Schedule of values section of the Schedule of val-
ues register is copied. You must add data to the Quantity claimed and values sections as needed.

Copy a schedule of values item

Summary: Copy a schedule of values item when you need multiple schedule of values items that are
similar in description or value, so you can add them quickly.

Considerations: The copied schedule item has the same data in the Schedule of values sections as the
original. After copying, the schedule values for the original item and the copied item show with a yel-
low with a yellow caution icon because their values added together exceed the line item value.

1. From the Schedule of values register, select the schedule item you want to copy.

2. Click the Copy schedule item icon.

VENDOR CHANGE
Actions v r
HEADER LINE ITEM SCHEDULE OF VALUES ORDERLOG SYNC LOG CONTRACT CLOSEOU™

“ 0 ® & GotoSchedule ID mz 0O B 2 ¢

& | Schedule of value items \ent progress

Contractline = Description =| Schedule =  Component = UoM = Value =| Quantiy = u
item quantity Quantity claimed claime claim

0001 1 101.0000 0.0000  Cubic 4000 $0.000 0.0000

o

w = o
58
3
1
gg

S
=]
o

(<]

0002 200.0000 0.0000 Barf 0.0000 $0.000 0.0000

0003 300.0000 0.0000  Cub, 10000 $0.000 0.0000

$0.000

Totals: 3 Selected: 1 View selected Clear selection

The copied item is given a schedule line item ID and shows on a new line.
3. Edit the new and original schedule items as needed.

Remove or delete a schedule item

When a schedule item is not needed, you can remove it or delete it from the schedule of values. When
you remove a schedule item, it is permanently removed from the contract, and subsequent schedule of
value items are renumbered. When you delete a schedule item, the item shows in the register with a
strikethrough, and it cannot be edited. The remaining schedule items are not renumbered, so you can

Page 198 of 341 InEight Inc. | Release 25.5



Contract User Guide

Schedule of values tab

maintain the schedule of values ID order. Only schedule items that have not been claimed in InEight
Plan, InEight Progress, or Contract can be removed or deleted.

You can remove a schedule item if it has never been associated to a vendor change order, payment
claim, or payment form. To remove a schedule item, select it, and then click the Remove schedule of

value icon.

Actions ¥

HEADER LINE ITEM SCHEDULE OF VALUE
E @ ® @ Go to Schedule ID

(4 Schedule of value ite

|E| Schedule = Contract line = Description —="| Schedule quantity

line item ID item ID

1 ooo Guardrails with No Handrail 284 01
|:| 2 0001 Guardrails with SS Handrail 257.0(
|:| 3 0001 Stainless Steel Rail 181.0C

You can delete a schedule item when the vendor change order, payment form, or payment claim has a

net value of 0 and the following conditions are met:

¢ The Contract claim sum of all claims is 0

e The Payment claim Certified section is 0

e The Payment form This submission section is 0

To delete a schedule item, select it, and then click the Delete schedule of value icon. The item is
deleted and shows a strikethrough. The Hide in plan and progress check box is automatically set to Yes

and disabled.
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Actions =

HEADER

LINEITEM

Contract User Guide

SCHEDULE OF VALUE

4 6 |® &  Goto Schedule ID
& Schedule of value ite
|E| Schedule = Contract line Description ="| Schedule quantity
line item ID item ID
D 1 0001 Guardrails with No Handrail 284 .0C
3 0001 Stainless Steel Rail 181.0C

VIDEO | Delete or Remove Schedule of Values

Undo a deletion of a schedule item

If a schedule item was deleted from the schedule of values, you can re-add it from the contract Sched-
ule of values tab or the vendor change order Schedule of values tab. To re-add the item, click the Undo

schedule removal icon.
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VCO total Remaining amount to allocate

$0.00 $0.00

Actions v ET @ 'D Go to Schedule ID

(4 Current schedule line

|E| Schedule = Contract = Description = WBScode — Cust{Schedule quantity
line item ID line item ID

] . 0.00
(] 2 . 2 4.00
(] 3 . 3 3.00
(] 5 . 5 1.00

The strikethrough is removed from the schedule item, and the value of the schedule item is added back
into the contract. When you re-add a deletion in a vendor change order, the Change order adjustment
section of the vendor change order Schedule of values tab is updated.

Claim schedule items from Contract

You can claim individual schedule items or multiple schedule items from the Schedule of values page.
Claiming in Contract lets you track claims that might not be tied directly to work performed daily in
the field.

You can view claim history of an item from the Contract claim history tab of the Edit schedule item
slide-out panel (Edit > Contract claim history).

Schedule items must be within the valid from and valid through dates of the associated line item to be
claimed. If the current date is outside of those dates, you cannot claim the schedule item. An error icon
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shows in the Contract line item ID column of the Schedule of values register and in the Claim multiple
schedule items dialog box when the posting date is invalid for the associated line item. If there is a
valid from date, but no valid through date, an error is shown when the date is not after the valid from
date. If there is only a valid through date, an error is shown when the posting date is after the valid
through date.

Claim a schedule item in Contract

You can claim a schedule item from the Edit schedule item slide-out panel.

The schedule item Hide in plan and progress check box must be set to Yes. After an item has been
claimed, the value of the Hide in plan and progress field cannot be changed.

1.

6.

Select a schedule item, and then click the Edit schedule icon. The Edit Schedule item slide-out
panel opens.

. Go to the Contract claim tab.

Deserption Pscode = Moen = | Qunitycamed

Edit schedule item

SOKIAY ey clined todet) vom Schedubd v Vale climed (o dote)

o000 00OO0OO0OOCOO0O0 @™

Enter the claimed quantity or claimed value. The other value is automatically calculated. A
prompt asks if you want to recalculate the other field based on the entered value.

e If you choose to recalculate, the other value is calculated.

e If you choose not to recalculate, you can enter a value, including values that are rounded.
The values might not match mathematically.

When you make a claim against a value-only schedule of values item, you can only claim value.
The ability to claim quantity is disabled and cannot be recalculated.

Enter the claimed date and any notes.

If you want to claim additional items, click the Add claim icon in the slide-out panel, and repeat
steps 2-5 as needed.

Click Add.

The Quantity claimed and Value claimed columns in the Contract section of the register are updated.
All columns in the Summary progress section are updated.

Page 202 of 341 InEight Inc. | Release 25.5



Contract User Guide Schedule of values tab

Claim multiple schedule items
You can claim multiple schedule items at one time from the Schedule of values register.

The schedule item Hide in plan and progress check box must be set to Yes. After an item has been
claimed, the value of the Hide in plan and progress field cannot be changed.

1. From the Schedule of values register, click the Claim multiple schedule items icon. The Claim
multiple schedule items dialog box opens.

Claim multiple schedule items

03 Load remplae Save as template Unchecked

2. Enter the claimed quantity or value for each item. The other value is automatically calculated. A
prompt asks if you want to recalculate the other field based on the entered value.

 [f you choose to recalculate, the other value is calculated.

¢ If you choose not to recalculate, you can enter a value, including values that are rounded.
The values might not match mathematically.

3. If you want to claim additional items, click Add schedule item. The Add schedule items dialog
box opens.
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Add schedule items

checked Hide in Plan and Progress' schedule items are not displayed in the list

Value remaining = Percentcomplete =

$1.125.00
$11.00
$25.00
$8:800.00
$2:340.00

$6.900.00

Cancel

4. Select one or more schedule items, and then click Add. The items are added to the Claim mul-
tiple schedule items dialog box.

5. Enter the claimed quantities or values for the added items.

6. Click Claim.

The Quantity claimed and Value claimed columns in the Contract section of the register are updated.
All columns in the Summary progress section are updated.

Claim schedule items from a spreadsheet

When you have many schedule items to claim at one time, you can use the import function to claim
these items.

The schedule item Hide in plan and progress column of the spreadsheet must be set to Yes. Claims for
schedule items with Hide in Plan and Progress set to No are ignored upon import. After an item has
been claimed, the value of the Hide in plan and progress field cannot be changed.

1. On the Schedule of values tab, optionally select items to be exported.
e If you select items, only those items selected are exported.

¢ If you do not select any items, all items are exported.
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2. Click the Export icon, and then select With data. A Microsoft Excel spreadsheet with the sched-
ule items is downloaded.

3. Open the template, and then claim items in the Quantity claimed or Value claimed columns, and
then save the file.

4. Click the Import icon. The Import data from template dialog box opens.
5. Browse for the file or drag and drop it to the dialog box.

6. Indicate whether to import values based on the quantity, value, or both. If you select Quantity,
the Value claimed is recalculated regardless of what was entered and vice versa. If you select
Quantity and Value, both columns are read regardless of whether they match. You are respons-
ible for maintaining those fields.
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Import schedule of values - Google Chrome

Import data from template

I:{; Import template

Data will be imported 1n to Schedule of values new

Drag and drop the file here or browse

Browse...

Claim Option
Quantity v
Quantity
Value

Quantity and Value

7. Click Import. Data is imported and the results are emailed when completed.
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From the email notification, click Review data. The import history page opens, and you can review the
import. The Schedule of values page is updated. The import history shows the import type Schedule of
values.

Claiming templates

If you have many schedule items or if you have a group of claims that you use on a regular basis, such
as at the end of the week or each time concrete is poured, you can create a claim template. The tem-
plate can help you quickly find the schedule items you need each time the event occurs.

Create a claiming template
You can create a claiming template when you claim multiple schedule items.

1. From the Schedule of values register, select one or more schedule items, and then click the Claim
multiple schedule items icon. The claim multiple schedule items dialog box opens.

Claim multiple schedule items

2. Add the schedule items for the template as you do when you "Claim multiple schedule items" on
page 203, and then click Save as template. The Save template dialog box opens.

3. Enter the name of the template, and then click Save.
You can use the claiming template to make a claim from contract.
Claim multiple items from a template

You can load an applicable template when you have a group of claims that are used regularly, so you
do not have to search for each item.

A template must already be created.
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1. From the Schedule of values register, select one or more schedule items, and then click the Claim
multiple schedule items icon. The claim multiple schedule items dialog box opens.

Claim multiple schedule items

2. Click Load template. The Load template dialog box opens.

3. Select the template you want to use, and then click Load. The template opens in the Claim mul-
tiple schedule items dialog box.

4. Review the template, and add or remove items as needed.
5. Enter the claimed quantities or values for the added items.
6. Click Claim.
Convert a schedule schedule of values to a payment form

You can quickly convert schedule of value items to a payment form from the Schedule of values
register. The new payment form is automatically populated with values from the schedule of value
items for the date range selected.

Convert a schedule of values to a payment form
Convert a schedule of values into a payment form when a claimed schedule item is ready to be paid.

You must have payment form permissions to convert schedule of values items to payment forms, and
the Contract type must be configured to use payment forms. Items must be claimed before they can be
converted to a payment form. The item can be claimed in Contract or Plan or Progress.

1. From the Schedule of values register, select the claimed items to convert. Click the Associate
schedule item icon, and then select Payment form. The Add payment form dialog box opens.
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Add payment form

“Description

“Work completed from “Work completed through

month/day/year B month/day/year

Progress estimate number Progress estimate billing period

month year
Hint Type: 1234
Comments

2. Enter the payment form information, and then click Add. The payment form is added, and the
Payment form Details page opens.

You can continue adding payment form information on the Payment form Details page. The schedule
items you selected show in the Payment forms Schedule of values page.

Convert a schedule item to an accrual or receipt

You can convert a schedule item into an accrual or receipt from the Schedule of values register.

Convert a schedule item into an accrual or receipt

Convert a schedule item into an accrual or receipt from the Schedule of values register, so you do not
have to enter the information on the Accruals page.

You must have accrual/receipt permissions to convert schedule of values items to an accrual or receipt.
Only items that are eligible for goods receipts can be converted. If the receiving amount causes the line
item to be over the allotted tolerance, an error message is shown when you convert to a goods receipt
or accrual.

1. From the Schedule of values register, select one or more schedule items.

2. Click the Associate schedule item icon, and then select Accrual/Receipt. The Add new item dia-
log box opens.

Contracts | > | N —— usD §
Actions v HEADER LINE ITEMS SCHEDULE OF VALUES

Z ®|B ¢

&
|” Convert to accrual/receipt
2

VENI
o

onvert to payment form = Schedul
= P

3. Select the type, and then add a description and posting date.
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Add new item

Cancel

4. Click Add. The accrual or receipt is created, and the schedule of values quantity is shown on the
corresponding line item. If the value of the Summary Progress Value Claimed field is 0, the item
is added to the accrual, but defaults to a 0 value. When you convert a value-only schedule of val-
ues item, Contract converts the sum of the claimed values of the schedule of values associated to
the parent line item.

Supporting Documents

The Supporting Documents tab contains all the documentation for the contract in one location. This
includes all insurance, surety, waivers, etc. Because this information is in one tab, the contract, com-
pliance, and finance teams can verify the vendor has supplied all necessary documentation for com-
pliance with the subcontract.

Add Supporting Document

On the Add supporting document window, you are required to specify the document type. All system-
managed and custom document types are supported.

The Add supporting document window requires additional data dependent on the type of document you
attach. For example, the Insurance document type requires the following addition fields: Subtype,
Insurer, Effective date, Expiration date and Notes. You can also add a document from InEight Docu-
ment.

Single sign-on is available for Contract to Document features, such as adding a document from Docu-
ment. When you use one of these features, the Document sign-on page opens, and you can enter your
credentials. This creates a sign-on token that lets you remain signed in until the session ends. The first
time you sign in to Document, a black secondary window and the Document Home window also open.
You can close these windows. Single sign-on is activated, and they are not shown again.

Document types Insurance, Surety, Certification, Tax ID form, and Other have the option to send noti-
fications when the document expires. An expiration value is set at the organization and project levels
that indicates the number of days before the responsible parties receive notification. When the Expir-
ation notification enabled toggle is set to Yes, notifications are sent until you turn off the setting in the
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document or after 180 days past the expiration date. The Expiration notification enabled toggle remains
set to Yes, so you can quickly see that notifications were sent. The Tax ID form document type also

has a field for the Tax identification number.

Add Supporting Contract Documents

1. On the record page for the contract, select the Supporting Documents tab.

AssoNmeNTs  SYNeLoS

2. Click the Add Document icon, and then select New supporting document.

@,

] . 'Link
— | New supporting document

" From supporting document list Iple Te
! From InEight Document G MW

_J | 103442 TWO-04 Traffi... 103442 |W

3. Add Supporting Document details — Title, Document Type, File/Link, Executed date (if applic-

able) and Notes.
4. Click Add.

Adding Documents to Supporting Documents Register

For a quick way to add documents to a central location to add all at once to a contract can be done at
the Contract tab. You can add a new supporting document or a document from InEight Document.

To add a new document, go to the Contracts > Supporting Documents tab. Click the Add Supporting

document icon, and then select New Supporting document.

Complete all the fields required, including upload your document you want to be attached from your

desktop or from InEight Document.
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Edit supporting document
*Title *Document type

DRAFT INSURANCE Insurance -
Contract

-

Hint: Type a contract ID / Vendor ID or Description to tie this s ent to
*File/Link
newdoc.docx @
*Subtype

Umbrella b
*Insurer *Policy number

abc ins 111333
*Effective date “Expiration date

01/06/2020 o 01/24/2020 |
MNotes Expiration notification enabled?

©

After you select Save,the document is saved to the register and ready to be linked to a contract later.

cotmers o
Actions v @ F_"T ®
Contract ID Contra... Title File/Link Document ...
DRAFT INSUR... newdoc.docx Insurance
7400002210 Smoke Tes... abc INSURANCE newdoc.docx Insurance

When you upload a document of type Proposal, subtype from Vendor in InEight Change and associate
it to a Contract ID, the document is visible in Contract as read-only on the main Supporting document
register and the Contract supporting document tab.
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If a VCO was selected in Change, it is also shown on the VCO supporting document tab. The proposal
has an approval status of Not applicable, and Contract Document workflow is not considered. Only the
Change workflow for the document is considered. The document is read-only in Contract.

View a supporting document

To view a supporting document, click the link in the File/Link column of the Supporting documents
register. The document opens a preview in a new tab, so you can view the pages of the document and
then decide if you want to download it to your workstation. You can use the Previous and Next buttons
to view all pages.

HistoricalWeatherRecord_2023-April-05
Previous | PageNo:1 /1 Next

Historical Weather Record

Omaha, Nebraska, 68114, United States Of America, Lat. 41.2656 , Lon. -96.0493

(UTC-06:00) Central Time (US & Canada)

Selected Range:  Date: Time: Date: Time:

From: 0410512023 12:30 AM To: 0410512023 11:30 PM

Date ime remperature jeather condition in Precipitation

To download the document to your workstation, click Download file.
Upload a document to InEight Document

You can upload a saved supporting document to InEight Document from Contract, so you do not have
to load it in Document, and then link it back in Contract.

Upload a document to Document

Upload a supporting document to Document when you want to take advantage of Document's organ-
ization and versioning features.

Only documents with the document source My computer can be uploaded.

1. From the Supporting documents register, select a document with the document source My com-
puter, and the click the Upload icon.

a0
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2. If you are not already signed into InEight Document, use your credentials to sign in to InEight

Document.

The Upload window in the Documents module of Document opens with the document you selec-

ted in Contract already attached.

3. If you want to add more documents, you can add them at this time.

4. Click Save and Transmit. The document is now saved in the Document Documents module.

5. Close the Document window. Contract shows the Edit supporting document dialog box. The file

link is replaced with the document link form Document.

6. Click Save. The Supporting documents register refreshes with the file link to the Documents mod-
ule. The Document source is replaced with InEight Document, and the External document type

and status are now populated.

Supporting documents approval

Document approvals can be started for one or more documents. To start the approval process, select the

documents, and then click the Start approval button.

® @ B @ &
Title File/Link Document type Subtype
neéw executed contract Executed contract

Insurance Crther
Executed cha e order
Ortheis
InSurance Worker's Compensali
Insurance Umbrella

InSurance Auto Liability

Executed contract

Insurance

General Liability

PAYMENT FORMS

Approval status
Mot started
Approved
Approved

Mot applicable
Approved
Approved
Approved
Approved

Approved

After you start the approval process, the Start approval dialog box shows all of the steps for each doc-

ument selected.
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Group steps include a drop-down menu for group selection. You can add the Current approvers column
to the register to easily see the person or role responsible for the current approval step. For workflows
with one or more group steps, you must select groups for each group step in each document. After you
enter all information, click Start to start the approval process. The Start approval dialog box stays open
until all workflows have successfully started.

If you have an approver role, you can review and either reject or approve the contract's supporting doc-
uments from the Supporting documents register or from your Action items register.

With appropriate permissions, you can recall a document after it has been approved. To recall a doc-
ument, click the Edit icon to open the Edit supporting document dialog box, and then click Recall
approval.

Show or suppress a document in a generated contract document

You can specify whether a supporting document details are shown in a generated document. A toggle
on the Supporting documents register, Show in generated document, lets you indicate whether the doc-
ument is shown in a collection table in a generated document based on the collection table type. When
you have a supporting document that you do not want to show in a collection table, set the toggle to
No. When a document is generated, only the documents that were set to Yes are shown.

o6 00 ©06 |43

A document that is available at more than one level, such as a contract-level document available on the
contract and VCO Supporting documents pages, can have a different setting at different levels. For
example, you might set the toggle at the contract level to Yes to show in a generated document. You
could set the toggle at the VCO level for the same document to No to not show in a VCO document.
Contract uses the setting that corresponds to the level of the collection table tags in the template. Using
the previous example, Contract shows the supporting document in a collection table as follows:
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e When you generate a document for a contract, the document is shown because the only collection
table type in a contract document is a contract table.

e When you generate a document for a VCO that has a contract-level collection table, the doc-
ument is shown because it is part of a contract-level collection table.

¢ When you generate a document for a VCO that has a VCO-level collection table, the document is
not shown, because the document is suppressed at the VCO collection table level.

Workflow Assignments

Each contract is unique and may require various levels of approval. The Workflow Assignments tab

allows you to set up the proper approval steps. The approvals are broken down into different parts of
the contract management process (contract, change order, and payment form) to allow for maximum

flexibility in the approval workflow.

When the Projects must select specific users... check box in the organization workflow approval setup
(organization Settings > Contract > Workflow assignments > [Bid package or Contract type] > Add
approval dialog box) is selected, you must assign specific users to each role in each step. When the
check box is not selected, and there are multiple roles assigned in a single step, you can assign one user
to any role in each step before workflow can begin.

If a role in a workflow assignment has no users assigned to it, the workflow cannot be started. A warn-
ing indicating that there is no applicable user for the step is shown.

Workflow Assignment

1. From the Workflow Assignments tab of a contract, select the type of approval setup.

> 7400001489 - PB - Structural .

. s e
ons v GHENT FORMS PAYMENT PROGRESS TECHNICAL FIELD UPPORTIN HORKFLOW svNCLOG CONTRACT cLOSEOUT

ASSISTANCE DOCUMENTS ASSIGNMENTS
Cancel s

2. On the approval set up page, click the Add approval icon. The Add approval slide-out panel
opens.

. VENDOR CHANGE . . SUPPORTING WORKFLOW
EOF VALUES oROERLOG BACK CHARGES PAYMENT CLAMS PAYMENT FORMS PAYMENT PROGRESS ocuMENTS PRy

P Vendor change order approval setup  Payment form approval setup  Document approval setup Cancel > =)

SYNCLOG CONTRACT CLOSEOUT

Vendor change order approval setup

Cancel
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3. Enter the step title and then assign users, groups, or roles as approvers, and then click Add.
4. Click Save on the approval setup page.

Start the approval workflow

Start the approval process when the contract or vendor change order is complete and ready for final
approval.

Approval steps must be configured at the organization, project, or contract level. If you want to make
changes to the approval steps, you must go to the Workflow Assignments tab to make your changes. If
your organization has chosen to not allow workflow when the contract is over budget, an error message
shows when you start the approval. See "Organization settings" on page 31 for more information about
allowing a contract type to go to approval when over budget.

1. Go to the Header tab for a contract or the Details page for a vendor change order, and then click
Save and start approval. The Start approval dialog box opens to the approval steps page.

X

Start approval

Contract approval steps
Startup

PE

==nl -

2. Review the change approval steps as necessary, and then click Next.

3. Review the contract budget. Contract converts the workflow values from the project currency to
the contract currency to see if you have exceeded budget. If there is no conversion rate listed in
the project details, the conversion rate is assumed to be 1:1. When the contract is over budget, a
yellow warning banner shows at the top of the Budget check tab, and the loss is shown in red in
the Gain/Loss column.
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7.
8.

Start approval

e Commitment check

Contract Current value exceeds Current Control budget for the assigned WBS phase codes

Current value Current budget Gain/Loss

$10,040,000.00 $1860,428.93 ($9.179571.07)

[ Cancel J [ Back J m
If information required for the workflow is missing, the applicable section header in the contract
Additional details section on the Contract Details page shows a red warning icon.
Choose one of the following:

¢ If you do not want to add a message and attach supporting documents, click Start. The
approval process starts.

e If you want to add a message or attach supporting documents, click Next. The Add mes-
sages page opens.

Choose one of the following:

e If you want to add a message to be included in the workflow email, type and format it, and
then click Next. The Attach supporting documents page opens.

e If you do not want to add a message, click Next. The Attach supporting documents page
opens.

Choose one of the following:

e [f you want to attach supporting documents, click Next. The Attach supporting documents
page opens.

e If you do not want to attach supporting documents, click Start. The approval process starts.
Select one or more supporting documents from the list of documents.

Click Start. The approval process starts.

The approvers receive a notification of the approval item. When you start the approval process and you
are the first approver in the approval workflow, the first step of the workflow is automatically
approved, and continues with the next step, if applicable. If you are the only step in the approval, the
item is set to Approved.
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Users who are added to roles associated with an active workflow can approve or reject workflows
items. They do not get a workflow notification, but the workflow item is shown in the Action items tab.
Worklfows that are not completed within 90 days are terminated and automatically removed from the
Action items tab.

You can view document approval workflow progress and history on the project Workflows > Work-
flow details page. If the workflow has been recalled, the name of the person who recalled the workflow
is shown in the workflow heading.

When the workflow is complete, Contract sends a completion email to you as the initiator, people who
created the item, and the person who completed the last step.

Contract Writer

If there is a need to create a customized contract document between the contractor, owner or sub-
contractors, Contract provides Contract writer to aid in the development. This is a legal document,
which needs to be signed by all parties and stakeholders.

Create a Contract document
When you are ready to create a contract document, you can generate it from one or more templates.
Create a contract document

1. To use a template in a contract, open Contract, and then select the Contracts tab.

SUPPORTING
/
CONTRACTS DOCUMENTS. INVOICES ACCRUALS / RE.
petons = (@) N ® Q

D Descrip... Type Status Approv... ER.. Vendor ... Ori... Current.. Paidto ..

7400001714 773134 Test Material c. Executed Not ap. Success Byrons Offi $1.500 $6,275.00

7400001681 TestMateri Material c. Executed Approv... ses Success Byrons Offi $83.33 $166.67

7200001738 structural Subcontract Draft Recalled ss* Kiewit Fina. $800.00 $800.00

7400001581 hguguytu Material c. Draft In appr... ese Byrons Offi $1,000 $1,000.00

7400001580 773134 Test Material c. Executed Not ap. Success Byrons Offi $1.500 $1,500.00 $100.00

7400001556 Line impotr Material c. Draft Not ap. Byrons Offi $0.00 $0.00

7200001737 Line item i Subcontract Draft Not ap. PTI Manito. $0.00 $0.00

2. Select a contract ID to open a contract.

@) 105091 (Steel Training Job) - Contract + Contracts

SUPPORTING

CONTRACTS DOCUMENTS

s+ @

) Descripti.. Type Status Approval... ERP..

7200000870 Rebar Install Subcontract Executed Not appli

7200000869 Column Ass Subcontract Executed Not appli Succes

Material con. I review Not start

7300000510 Environment ervice agre. Executed Not appli Succes

7400001256 ABStructua Draft Inappro.. ==

[m]
[m}
o
O | 74000m257
o
o
o

7400001253 Structural st

Draft Not start

e The contract Details opens for the selected contract
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@) 105091 (Steel Training Job)

Contracts > 7400001253 - Structural Steel Module...

Actions HEADER LINEITEMS VENDOR CHANGE BACK CHARGES PAYMENT FORMS PAYMENT PROGRESS SUPPORTING WORKFLOW o
ORDER LOG DOCUMENTS ASSIGNMENTS

Soveand sr pproval s 2

Details Additional details N Associate a bid package
Contract status Approval status
Bid package budget v
Draft v
Division of responsibilities (DOR) v
*Description Retention o

3. From the Actions drop-down menu, select Generate contract document.

Contracts > 7400001253 - Structural Steel Module...

Actions e HEADER LINEITEMS VENDOR CHANGE BACK CHARGES ]
ORDERL0G
Details Ad
Contract status Approval status ]
Draft v
D

4. Select the template type from the submenu. Only template types applicable to the Contract tab
you are currently on are enabled.

Contracts > 7300008657 - On-site Insulation Labor usD §$

Actions v HEADER LINE ITEMS SCH

View import history

Generate contract document >
Contract

Run report >

Launch dashboard

Details

Purchase Order

Other

Contract status

e The Contract template page opens for you to select the created contract template

e The list shows available templates assigned to the contract type

e The Contract template details sections lets you specify details about your contract doc-
ument

5. Move one or more templates from the Available templates column to the Selected templates
column.

Select contract templates @ Contract template details

Seect th required emplats 0 tatgeneating conract document
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Use the up and down arrows to the right of the Selected templates column to change the order of
the templates, if needed.

6. In the Contract template details section, choose one of the following in the Generate document as
field:

¢ Individual documents to get a separate document for each template you selected.
e Merged document (PDF only) to merge the templates into a single PDF document.

7. If you selected Individual documents in the previous step, use the Generate document file type as
field to indicate whether to download as a template file type or download as a PDF. If you selec-
ted Merged document in the previous step, skip this step.

8. Use the toggle to indicate whether to save the contract document in the Supporting documents
tab. If you choose to save in the Supporting documents tab, add the name of the document. This
document name shows in the Title and File/Link columns of the Supporting documents register
after the document is generated.

9. Select the watermark text. If the organization-level settings require a watermark and the end
watermark event has not occurred, the Select watermark stamp field is required. If the end water-
mark event has occurred, the watermark is optional.

10. Click Next. The Review templates page displays the templates in the order you selected.

Choose the template you want to review from the Review templates list. The template tags dis-
play as fields in the display area. The message, "No general tags found in this template" in the
display area can indicate that the table consists of only collection tags. If the Allow users to edit
the document during creation toggle in the template details is set to No, the fields on the Review
page are disabled.
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° Review templates

Review templates  ~ conl
Template Name

w ™ #ffield values will replace the corresponding tags in contract document.

conl

AW- -03
Project ID
Contract ID
Company code
Blank1

CF1
Vendor nam
Company code name
Vendor address
=B

The Review templates dialog box lets you edit or add information to the fields that populate the
document after it is generated. Any field that is blank is not added to the document, and you can-
not add information later.

11. Make changes and additions to the contract information. Use the Review templates list to select
the next template, and make changes.

12. After you have reviewed all changes, you can see a preview of your document by clicking the
Preview document button. The preview opens in a separate window with the tags filled in. If
you used collection tables in any of your templates you can view them in the preview document.
The content of the preview varies as follows:

¢ If you selected Download as a PDF document when you generated the document, the pre-
view contains all of the templates in the order you specified.

e If you selected Download as individual documents when you generated the document, the
preview contains only the template that was displayed when you clicked Preview doc-
ument. You can preview other documents by selecting the file from the Review templates
list and clicking preview document.

13. Click Finish. If you created a merged document, Contract writer downloads a PDF that includes
all of the templates. If you created individual documents, Contract writer downloads a PDF for
the selected template only.
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Changing data in Review contract fields updates the data published in the contract document but
does not update the data field in Contract.

Create a contract document from the register

You can generate a contract document from the Contract, VCO, or Master agreement register without
having to open the contract or VCO.

1. Select one contract, VCO, or master agreement in the register.
2. Expand the Actions menu, and then click Generate contract document.

The Generate contract wizard opens for you to follow the procedures and generate a contract document.

eSignature support

When a project is integrated with DocuSign, you can use Contract's Supporting documents pages to
send and manage documents that have DocuSign tags. DocuSign functions are supported on the Con-
tract-level, bid package, document, back charge, and payment form Supporting documents pages.

Send contract documents for eSignature via DocuSign
When a project is integrated with DocuSign, you can send a document to DocuSign for an eSignature.

DocuSign tags can be embedded in the contract template. The DocuSign tags correspond to DocuSign
recipients configured in the project settings, project contacts, and user information defined in the Divi-
sion of responsibility section of the contract details.

Send a document for eSignature
After a document has been created, you can send it for official eSignatures via DocuSign.

Documents must be in Word, Excel, or PDF format. They must be saved to the contract or VCO sup-
porting documents page with the document source My computer. You must have Edit contract per-
missions to send documents. Ensure that your browser's pop-up blocker is disabled before you click
Send from the Contract DocuSign wizard. You must have the permission Send for eSignature to send a
document for signature.

1. From the contract or VCO Supporting documents page, select one or more documents with the
document source My computer, and then click the Send for signature icon.

..........

The Send for signature wizard opens.
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2. Review the Names in the Assigned section of the wizard. If you want to add additional recip-
ients, find their names in the Unassigned section, and then click the Add icon. All signees in the
Assigned section have ad-hoc signee tags that can be placed on the document in DocuSign.

X

Send for signature -

Assi
Signing order c

Assigned

Recipient Name Company Title Email Action Signin.

Needstosign ¥ 1

S)] Project contact : C Needstosign ¥ 2

Unassigned

Recipient Name Company Title Email

®

Cancel m Send

3. For each assigned recipient, specify in the Action column whether they need to sign the doc-
ument or if they are just to receive a copy.

e When the value is Needs to sign, the recipient receives a document that is ready to sign.

e When the action is Receives a copy, the recipient receives a snapshot of the document in
the signing order. For example, if the recipient marked Receives a copy is second in the
signing order, they receive the document after those first in signing order, even though they
are not signing.

4. Review the values in the Signing order column. The numbers in the column specify the order in
which the recipients are sent the document for eSignature. You can assign a single number to
multiple signees. The signee or signees with signing order 1 are notified first by DocuSign. After
all signees in signing order 1 have signed, DocuSign notifies all signees with signing order 2, and
SO on.

5. If recipient information is missing from the Assigned section, update the information as needed.
Any updates you make are saved in the DocuSign section on the header tab of the contract.

6. Click Next. The Add message page opens.

7. Enter an email subject line and message to the recipients, and then click Send. A DocuSign win-
dow opens with the documents you chose.
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If the DocuSign window does not open, ensure that your browser's pop-up blocker is disabled.

8. If your DocuSign administrator has configured Advanced Options, you can expand the Actions
menu, and then select Advanced Options.

Add Felds | Envelope | Doc u"'nh:‘|r- Google Chrome

& .1'p1"-.-:j e dousign.comysend/prepare Aali

L 2

Q, - A

Standard Fields
s £ gna
s () Inta

@ Date Signed

—

8 Attachme

B note

o | Approve

& [ I

L4

You can then customize the following options:

e Branding — Select a logo and brand colors, set up by the DocuSign administrator, for the
envelope.

e Recipient privileges — Give recipients options for how they sign the document, such as sign-
ing on paper, assigning delegates, and editing documents.

¢ Reminders — Specify whether DocuSign sends reminders to signees, when to start sending
them, and how often to send them.
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¢ Expiration — Set the number of days until the envelope expires and how often to send
alerts.

e Comments — allow senders and recipients to enter comments on documents in the envel-
ope.

Click Save. You are returned to the document.

9. Optionally, add additional tags for signatures, initials, and dates. All names from the Assigned
section of the wizard are shown in a drop-down list in the upper left pane. Select the name of the
person you want to add, and then select Signature, Initial, or Date Signed, and then click the
place in the document. If the document has tags for a text box, drop-down list, check box, or
radio buttons, add the values to the document.

B ®

Previous Subcontract Amount: $ 120.00
Change Order Amount: $ 15,000.00

New Subcontract Amount $ 15,120.00

Acceptance of the terms of this Change Order constitutes full and final settlement of all costs and time associated with this
Change, and Subcontractor agrees to waive all rights to make any further claim arising out of, or resulting from, this Change. Except
as hereby modified, all terms and conditions of the Subcontract as heretofore modified remain unchanged and in full force and effect.

IN WITNESS WHEREOF, the parties hereto have executed this Change Order by their proper officers or duly authorized agents
this 10" day of September 2019.

Tt ame] Tt wame]
= Sign g sign

By| X ! Byl
“Title Title

(ORI hem@~ »

10. Click Send.

The documents are routed for signature, and DocuSign sends an email message to each recipient based
on the signing order. In Contract, the DocuSign status column on the Supporting documents page is
populated with the status of Sent. You can hover over the status to see the name of the person who sent
the document and the status of the signatures. The Contract writer automatically adds the sender to the
last position of the list with the action Receives a copy. After it is completed, the signed document is
loaded as a supporting document with a document type Signed document. The person who sends the
document to DocuSign receives an email notification when the document signatures have been com-
pleted and also receives a copy.

When a supporting document has a DocuSign status of Created, Sent, Completed, or Signed, you can
no longer edit the file link.

Correct document sent to DocuSign

Sometimes you find you must make corrections, such as changing signees or adding or changing doc-
uments, after the envelope has been sent to DocuSign. Often, going through the eSignature provider to
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make a correction results in voiding the envelope and incurring the charge of creating a new one. You
can avoid the expense of additional envelopes by initiating corrections to the envelope in Contract.

Edit a sent document
Make corrections to an envelope after it has been sent to DocuSign.

When a supporting document has a DocuSign status of Created, Completed, or Signed, you can no
longer edit the file link. When the status is Sent, you can edit the document in the original eSign envel-
ope without incurring the expense of additional envelopes.You must have the Correct eSignature per-
mission to correct DocuSign documents.

1. On the Supporting documents register, hover over the ellipsis in the DocuSign status column for
a sent document. The DocuSign Status dialog box is shown.

SUPPORTING .
DOCUMENTS DocuSign Status: Sent Cor

Sent by, File/Link: 74 _org temp 22.2022-Jul.. | Q

= shoy =

©

Company Name DocuSign Status

q Sent

hj (Receives a copy) Delivered

Void eSignature

2. Click the Correct button. DocuSign opens with the view of the original envelope.

Make the corrections in the DocuSign envelope. Refer to DocuSign documentation for more inform-
ation about envelopes.

DocuSign certificate of completion

After signing is completed, the certificate of completion is now available when you hover over the ellip-
sis in the DocuSign status field in Supporting documents.

The certificate of completion is stored in Supporting documents, but it does not take up a separate entry
in the Supporting documents register. The certificate does not expire in Contract.

Not applicable .
DocusSign Status: Completed Claim
Not applicable
File/Link: Purchase Order Standard.

Company  |Name DocuSign Status Modified on

Not applicable

Completed 06/09/2023 07:33 am
Not applicable

Not applicable

When you click View certificate of completion, a preview of the certificate from DocuSign opens in a
new tab. You have the option to download the file if you want to store it separately.
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PO Creation

Purchase Orders are used to send the contract line items and financial data to your ERP system. This
creates a platform for you to acknowledge the receipt of goods and services, as well as track quantities
and pricing so vendor payments can be processed.

The following items are required for the Create Purchase Order button to become available:

e The contract must be approved by a project administrator if indicated within the workflow assign-
ments.

e All required supporting documents must be uploaded and approved by the compliance team.
Note: This includes a copy of the executed contract.

 If the contract is in the approval process, the purchase order cannot be created until approval is

complete.
Create a Purchase Order
1. From the Contract > Contracts page, open the Structural Steel contract you have been working in.
2. Click Save.
e The Create Purchase Order button will appear on the top right corner of the screen

3. Click on the Create purchase order button at the top right of the screen.

e A toaster message appears notifying you of the creation of a purchase order
4. Return to the top navigation and select the Sync Log tab.

e This is where you would be able to see if your sync was successful. If Success appears in
the field, then you know it got to your ERP system. If you have a proxy ERP environment,
the success message is autogenerated.

SYNCLOG

Published by Status Log token ID

Marianne Crane Success 97eb5a73-8481-418¢-99e2-3b0cdd6063,

e If there is a failure message, click on the Log token ID link to see the errors. This inform-
ation can be helpful for Support to resolve the issue

Note that after a PO is created you cannot change the vendor or the invoice plan selection on the
Header tab. On the Line Items tab, you cannot change the line item type, the product category, or
the account distribution selection. All other fields are still editable, and the PO can be updated.

Validations around supporting documents or workflow settings are still applicable.
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Master Agreements

A master agreement is a type of contract, set at the project level, between a general contractor and a
supplier to purchase goods or services later. A master agreement lets you set up the terms, conditions
and pricing of a contract. You do not commit the value of the agreement until you write an associated
contract or purchase order against it. For example, a master agreement could be an agreement to pur-
chase services across multiple years of a contract. Instead of purchasing all the services now, you can
write contracts for the services against the agreement as needed over the duration of the project. All
transactions of the contract purchase order associated to the master agreement for visibility.

A master agreement is not a standard contract purchase order. Because you receive and pay against all
the contracts and purchase orders associated to it, it is not necessary to create a goods receipt or pay-
ment term against a master agreement. These are made against the individual associated contracts.

Configuration

You configure a new contract type to be specific for master agreements. A contract type that is con-
figured to be a master agreement can only be used as a master agreement.

Settings in the Contract type setup configuration in the organization settings (Settings > Contract> Con-
figurations > Contract type configuration setup) let you indicate whether a contract type is a master
agreement and, if so, whether to publish to the ERP system. For contract types that are not master agree-
ments, you can indicate whether to allow association to the master agreement.

To configure a contract type as a master agreement, set the Is this a Master agreement toggle to Yes,
and then indicate whether to publish to the ERP system. After the master agreement has been used, you
can no longer change these settings. The master agreement tab is only shown in the register home page
if there is one contract type that has the Is this a master agreement setting set to Yes.

When defining the required fields for the master agreement, it is best practice to set the Enable, Require
for purchase order, and Lock after purchase order settings to Yes. A vendor is required by the ERP sys-
tem. If you publish to an ERP system, you must enable the Vendor field and require it for a purchase
order or publishing will fail. Other field requirements must match those of your ERP system's require-
ments, so you can successfully sync the master agreement to the ERP system.
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For contract types that are not master agreements, you can indicate whether the contract type can be
associated to a master agreement. A contract must be associated to a master agreement to be able to
write contracts of that type from the master agreement. Set the Allow association to Master Agreement
toggle to Yes to allow associations. Set the toggle to No if you do not want to be able to write contracts
against the agreement.

Create a master agreement

You can use Contract to create and manage master agreements. The following steps walk you through
the process of creating a master agreement.

Create a master agreement

Create a master agreement in Contract when you want to have an agreement about contract terms and
pricing without having to commit the financial resources right away.

Master agreements are created on the Master agreements tab. You must have at least one contract type
configured as a master agreement to see this tab.

1. From the Contract >Master agreements tab, click the Add master purchase agreement icon. The
Add master purchase dialog box opens.

2. Complete the following fields in the dialog box:
e Description
* Type
e Subtype
o Effective date
e Vendor
e Storage location
e Scope of contract

3. Click Add. This brings you to the Master agreements Header tab, which is similar to the Header
tab for a contract.
4. Complete the header information, and then click Save.

You can now complete the remaining tabs as you would with a regular contract.
Master agreement tabs

Master agreements can have the following tabs, based on your master agreement contract configuration:
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e Header

e Line items

¢ Schedule of values

e Vendor change order log
e Back charges

e Supporting documents

* Workflow assignments
e Sync log

e Contract closeout

e Associations

Master Agreements

The Associations tab is unique to master agreements. The other tabs work the same as the Contracts

tabs.

Contract totals icon

Click the Contract totals icon to display a slide-out panel that has a breakdown of the master agree-

ment's totals.

Master agreement totalg X

Created by on 07/22/2021

Vendor
Status Draft

Tyve Purchase Agreement
Contract retention 0.00% $0.00
Totaltax s227500.00

Original value Current value
$ 385,000.00 $387,881.00

$0.00
inge orders $0.00

Accrued liquidated damages $0.00

Associations

Received to date

0.00%
5000 of  §2677235

Contract invoices

Unassigned (1 Assigned @Submitted (JRemaining

0.00%
5000  of  §2677235

Submitted to date

0.00%
5000  of  §2677235
Paid to date
0.00%
5000  of  §2677235

Retained to date

5000 of  $0.00

Released to date

5000 of  $0.00

The slide-out panel is similar to the Contract totals slide-out panel with the following exceptions:
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» A section for change orders shows the total amount of change orders, total amount of potential
change orders, and the accrued liquidated damages.

¢ The Received to date, Contract invoices, Submitted to date, Paid to date, Retained to date
amounts, and percentages come from the contracts that have been associated to the master agree-
ment and not from the master agreement itself.

See Contract creation for more information about the Contract totals slide-out panel.

Master agreement banner

The master agreement banner shows at the top of all pages in the master agreement to help you track
the current value and associations.

......... lue Associations value Received to date value Invoiced to date Paid to date Retained to date: Released to date
$10,000,000,000.00 $7130.00 $0.00 $7,130.00 $000 $000 $

The Current value is the amount of the master agreement. The remaining fields come from the contracts
associated with the master agreement. For example, as you write associations to the master agreement,
the Associations value increases.

The Remaining to buy field on the Associations and Vendor change order tabs is automatically cal-
culated. The remaining to buy is the difference between the master agreement current value and the
total associations current value.

Master agreement line items

The Line items tab lets you define the line items of the master agreement. These line items can be used
when you add line items to an associated contract. You must have at least one line item to publish the
master agreement.

The line items register is similar to the register for contract line items. The first line in the line item
register of every master agreement is a default placeholder 0000 line item, where a net price can be
manually entered. This line item is used to hold value that is not specifically applied to numbered line
item. For example, if you add an associated contract or purchase order that already has a line item, the
value of the associated line item will show in the 0000 line item progress viewset.

VENDOR CHANGE SUPPORTING
Actions v
HEADER LINE ITEMS SCHEDULE OF VALUES ORDER LOG BACK CHARGES DOCUMENTS

Line items C eoccce >

Linelte. | = Type = Material ID = Descripti.. =| Productcat. = Quantity = UoM = Unitprice = Per = Netpice =

$000 |

O o Material line item 10,000,000.000  Ea $1,000.00 1 $10000000

Contract line items can be reassigned to master agreement line items. All information, other than quant-
ity, from the master agreement line are updated.
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See Line items tab for information about line item details.

Publish a master agreement

After you have added one or more line items, you can publish the master agreement.
Publish a master agreement

When you publish the master agreement to the ERP system, the ERP system creates a master contract.
You then write purchase orders against the master contract.

The master agreement must have at least one line item.
1. Go to a master agreement.

2. Click Publish master agreement. The master agreement is available for association. If Contract is
configured to publish the master agreement to the ERP system, a master contract is created in the
ERP system.

You can now associate contracts to the master agreement.

After the master agreements has been published, you can still update it. To update, enter your changes,
and then click Save. The Update master agreement button is enabled. Click the button to update the
master agreement.

Associations

The Associations tab lists all contracts that are associated to the master agreement. After a contract is
associated with the master agreement, any purchase orders created from the contract go against the mas-
ter agreement.

The values in the banner do not include tax. You can see tax values in the Total tax column on the
Associations register. The tax amount is the sum of the Tax amount field in all line items for associated
contracts. To see a break-down of all taxes that make up the total tax, hover over the information icon
in the Total tax column.

You can associate a new or existing contract to a master agreement from the Associations tab. Bid pack-
age vendor flow to Master agreement vendor upon association.

You can download a purchase order from the Associations tab.
Add a new contract to a master agreement
You can create a contract and associate it to a master agreement in a single procedure.

You can use only those contract types that are allowed to be associated with a master agreement.

InEight Inc. | Release 25.5 Page 233 of 341



Master Agreements Contract User Guide

1. From the Associations tab, click the Add contract icon, and then select New contract/purchase
order. The Add contract dialog box opens.

2. Enter information in the fields as you would with any contract. The contract type drop-down list
includes only those contract types that are allowed to be associated with a master agreement. The
Vendor field is disabled as is filled with the vendor name from the master agreement.

3. Click Add. The contract Header page opens.

You can then add contract details with any other contract. See Line items tab for information about
adding line items to an associated. contract.

Add an existing contract to a master agreement
Associate an existing contract to a master agreement
You can associate an eligible contract to a master agreement from the Associations tab.

Contracts are eligible when the contract type allows association with a master agreement and the
vendor is the same as the vendor of the master agreement or has not been assigned.

1. From the Associations tab, click the Add contract icon, and then select Existing contract/purchase
order. The Add existing contract dialog box opens.

2. Select a contract from the list of eligible contracts, and then click Add. The contract is added to
the Associations register. If the contract had no vendor assigned, the vendor in the contract is
updated to the vendor of the master agreement.

You can add line items from the master agreement. See Line items tab for information about adding
line items to an associated contract.

Close out master agreement

When you no longer want contracts to be written against the master agreement, you can close it out.
You can either close out the entire master agreement, which closes all line items, or you can close indi-
vidual line items.

Close out master agreement

Close out a master agreement when you no longer want contracts to be written against it. Closing out
the master agreement closes all of its line items. Any existing contracts associated with the master
agreement remain open until they are closed.

You cannot add line items from a closed master agreement even if the contract is already associated to
it.
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1. From the Details section on the Header page of the master agreement, change the Status field to
Closed.

2. Click Save. The Update master agreement button becomes the Closeout Master agreement but-
ton.

3. Click Closeout Master agreement to close out the master agreement. The master agreement is
removed from the Agreement ID drop-down list on the Contract header.

4. Click Update master agreement to publish the closure to the associated contracts. The master
agreement is no longer available for use.

Close out a master agreement line item

Close out a master agreement line item when the line item has run out of resources or for any reason
you no longer want contracts written against the line item.

This function is recommended when the master agreement has multiple line items. If the master agree-
ment only has one line item, it is best practice to close out the master agreement.

1. From the line item details, change the value of the Status drop-down list to Closed.

2. Click Save. The line item is no longer available in lists when you add a line item from a master
agreement.
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Contract management

The topics that follow describe these contract management concepts:

e Line item maintenance and management
¢ Creating and managing vendor change orders
e Logging back charges to the vendor

e Create accrual or goods receipt submissions and reversals
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InEight Contract Workflow — Contract Management
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Line Item Management

After you add a line item, Contract adds a line item ID and adds it to the Line items register. The
register lists all line items for the contract, and you can view line item information and copy, edit, and

delete line items.

The total net price is shown at the bottom of the page.

View line item information

The Line items register includes the following tools to help you quickly see line item information in

one place.
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1 View You can view additional data blocks to show information related to line
items.
2 Line error A yellow warning icon shows whether an error, such as a missing required

indicator field, exists in the line item. Errors must be fixed before you can publish a
line item. If you try to publish the contract without fixing the errors, a red
warning icon is shown

3 Selection ~ Show you how many line items in the list are selected and lets you view
tools only the selected items. You can also click Clear selection to clear the selec-
tions.
4 Errors Shows the number of line items with errors. You can click the n Items link

to view only the line items with errors.

5 Net value  The net value of all line items.

wos.

g

8188883828888 ¢:¢8¢8¢%8

View data blocks
You can view the following data blocks to supplement the line item view:
e Budget and commitment
e Schedule of values
e Change orders
e Progress
e Payment forms

e Accruals/receipts
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Copying a Line Item

Select the line item you want to copy and click the copy icon. You can then choose the sections of the
line item that you want to copy. The system duplicates the line item details of the selected sections.
This function can be useful when inputting multiple lines on a contract. After you have copied line
items, you can edit the line item details to reflect any necessary changes.

Copy line item

Which sections would you like to copy?
Delivery schedule
Equipment details

Material attributes

Editing a Line Item

There are two ways to edit line item details once a line item has been created or copied. You can edit
line item details in the line item overview page, or you can select the line item you wish to edit and
click the edit line item icon to open the Line item details page for that line item.

You cannot edit the Type field after starting an approval.
Deleting a Line Item

You can delete a line that has not been published to the PO. Highlight the line item and select the
delete icon.

® = B Q]

Line lteml.. "~ Type Material ID

B o Material

If you need to delete a line item which has been published to a PO, you would perform the same pro-
cess. However, a strike-through will appear on that line item until it is carried through to your ERP sys-
tem and processed.

If goods receipt and invoice payments have been applied to the line item, you can delete that line item
without having GR/IR adjustments performed on the back end. Contract line items are automatically
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closed when they are deleted. The Deletion, No further delivery, and No further invoice indicators are
sent to the ERP system.

If you see a yellow pencil on a line item it means that this line has never been sent over to your ERP
system.

Vendor Change Orders

On your contracts, you may need to manage and track contract changes between you and the vendor
(subcontractor or supplier) to account for unforeseen changes that come up during the execution of the
project. In the system, these are called vendor change orders or VCOs, and on each contract record
within the software, you can add VCO records to keep track of these changes.

Vendor Change Order (VCQO) Creation

You add VCOs by opening a contract’s record and selecting the Vendor Change Order Log tab.

Actions

HEADER  LINETEMS

VENDOR CHANGE
ORDERLOG

uuuuuuuuuuuuuuuuuuuuuu

The Vendor Change Order Log tab lists all the VCOs for your contract. You can add new VCOs by
clicking the Add button. To open an existing VCO, click on the hyperlinked VCO ID.

nnnnnnnnnnnnnnnnnnnnnnnnnnnnn

[[re 1.000.00000 |

The Unassigned Change items field shows the sum of any issue, PCO and CCO pricing items for the
vendor contract that have not been associated to a VCO. You can click the link in the Unassigned
Change items total to see a list of the unassigned change items that contribute to the total. You can then
click on an issue ID to view details of the change item in InEight Change.
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Unassigned Change items

The Remaining to buy field shows the amount left in the unawarded value of the bid package. The
Totals row at the bottom of the Vendor CO amount column shows the total of all vendor change orders
for a contract.

The Vendor change order record contains a header and two tabs of information to track your change
order.

1 VCO total The total cost for the change order agreed upon between you and the vendor.

2 Remaining The remaining change order cost not covered by the line items on the VCO.
amount to The value of this field must be zero +/- 0.00999 to start workflow, submit,
allocate publish, or execute the VCO. The +/- 0.00999 accounts for differences in

decimal precision.

3 Delay days due Documents how long of a delay the change order causes.
to issue

4 Responsible Tracks who is responsible for the next step in processing the VCO. Options
party include (e.g., client, vendor/sub, your company name). These options are

defined by your administrative team.
With the correct permissions, you can change the responsible party.

5 Vendor CO Tracks what step the VCO is on in the change order approval process. While
status the options on the drop-down list are company-specific, examples include:

¢ Draft

e In review

¢ Out for signature

¢ Execute and publish

With the correct permissions you can change the status.
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6 Approval Displays the status of the VCO approval.
status

7 Contract totals Displays a slide out panel that contains a breakdown of your contract’s totals.
icon

8 Add sup- Lets you create a new supporting document or add a supporting document
porting doc- from the Supporting document list or InEight Document.
ument

9 Notes icon Opens a slide out panel for entering notes related to the contract.

10 Cancel, Save  Select to cancel, Save and start Approvals or save the VCO.
and Start
Approval, and
Save buttons

VCO total c Remaining amount to allocate o 0 e

$0.00 $0.00 @ ] [onn

SUPPORTING
s e S0 900
cancel | [ save and stat approval am = 2

The following steps walk you through adding a vendor change order to your contract.
Add a Vendor Change Order
1. From the Contract > Contracts page, click a contract ID or description to open a contract.

2. Click on the Vendor Change Order Log tab.

nnnnnnnnnn

The Vendor change order details page opens.

4. Fill out the vendor change order information.
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‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘

VeO total Remaining amount to llocate Dclycays e tosue Vendor
$0.00 $0.00 None v oan

Vendor change order details

5. In the banner at the top of the page, select the Responsible party from the drop-down list, and
then enter Draft for the Vendor CO status.

6. Click Save.

The Vendor change order record contains tabs for entering the following VCO details: Details, Sched-
ule of values, Line Items and Supporting Documents.

Details tab

Use the Details tab to enter vendor change order details, terms, associated change items, and back
charges.

1 Vendor change Where you can enter basic information about the VCO, including Vendor
order details change order number, Description, Vendor change order amount, Effective
Date, Change order type, and Scope of change.

2 Vendor Where you can enter terms about the VCO, including vendor change order
change order  inclusions, exclusions, and warranty. You can also configure ten custom
terms terms in Organization > Settings > Contract custom labels.

3 Associated Where you can add issues or existing change items to the section, indicating

change items  the issue status, value type, contributed value, PCO name, and CCO name.
You can also add an existing issue. If the issue has multiple pricing items, a
line for each pricing item is added. The Contributed value column shows the
amount of each pricing item. Contract converts the contributed value from
the project currency to the contract currency.

4 Back charges  Enables you to add a back charge to VCO. Any back charges associated
with the VCO from the Back charges detail page are displayed here auto-
matically.
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Vendor change order demlso

Schedule of values tab

The Schedule of values tab contains schedule of value items from the contract-level Schedule of values
page. You can use the schedule items in the vendor change order to provide detail that is not provided
by line items. You can also push values from schedule items to the Line items tab or pull schedule item

values into the Line items tab.

The vendor change order Schedule of values tab format is similar to the contract Schedule of values
tab. It contains the following sections:

Current The line value in its current state in the contract schedule of values.
schedule line
value

Change Detailed information about the change order for the scheduled item.
order adjust-
ment

Total revised The total revised value of the schedule item. As you make changes to a schedule item
value through a vendor change order, the total revised value reflects the value after the
change order is executed.
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VCO total Remaining amount to allocate Delay days due to issue Responsible party Vendor
$30.00 $30.00 M
SCHEDULE OF SUPPORTING
DETAILS VALUES UNEITEMS o TS
Actions v ® Push to line items = Clearalifiters  []] )
« Current schedule line value < Change order adjustment < Total revised value
[] Schedule = Contract =~ == Descripti. <= WBScode = Schedule = UoM = Unitprice = Schedule = Quantity = Value =| Quantity = UnitPrice = Value =| Quantty = Value = Delta = Reason
line item ID line item ID quantity value
O 0001 a 1115 - Valid. 100 Cubic Meter $25.00 $2,500.00 0 $0.00 2 $12.00 $1.274.00 102 $3.774.00
O New 0001 TEST 1115 - Valid. 4 $1.00 $4.00 4 $4.00
Items: 2 $1,278.00 $3778.00

See "Schedule of values tab" on page 190 for more information about the schedule of values.

Add new schedule items

You can add a new schedule item to the vendor change order schedule of values when the item does

not already exist on the contract-level schedule of values.

1. From the vendor change order Schedule of Values page, click the Add icon, and then select Add
new schedule item. The Add Schedule item slide-out panel opens.

VCO total Remaining amount to allocate

$5,950.00 $950.00

Wl = woscode | S = M = u
.......

......

2. Enter the schedule item information, and then click Add.
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Add schedule item

Contract line item ID
Select item.

Schedule quantity

Unit price

WBS code

custom list1 hvt

Custom field 1

Custom field 3

Custom field 5

*UoM
0.000 Select item.
Scheduled value

$0.00

Hide in plan and progress

custom list2 hvt

Custom field 2

Custom field 4

Cancel

$0.00

Vendor Change Orders

3. The schedule item is added to the VCO schedule of values with a schedule ID of New.

The schedule item can be edited as needed. After the VCO is executed and published, Contract assigns
a Schedule item ID and adds it to the Contract Schedule of values register.

Add an existing schedule item

You can add a schedule item that already exists in the contract-level schedule of values to the vendor
change order schedule of values.

1. From the vendor change order Schedule of Values page, click the Add icon, and then select Add
existing schedule item. The Add Schedule item dialog box opens with a list of schedule of value
items from the contract-level schedule of values.

2. Select one or more items, and then click Add. The items are added to the schedule.
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You can update the Quantity or Value columns in the Change order adjustment section. When you
update the Quantity column, the value in the Value column is automatically adjusted, and vice versa. If
you want to include the items in the vendor change order, you must push them to the line items tab.

You can also add a schedule of value item from the Vendor change order Line items register. Any line
item type can be copied. After the line items are copied, the schedule of value items show in the
Change order adjustment section of the vendor change order schedule of values and are automatically
associated to the line items. To copy a line item from the Line items register to the schedule of values,
select the line item, and then expand the Copy icon. You can then select To schedule of values. A noti-
fication shows that the line item has been added to the schedule of values.

VCO total Remaining amount to allocate

($ 2,200.00000) ($ 6,700.00000)

Actions v EJ’ @ @ Go to Line Iltem 1D

Line item 4 Current line value
|E| o Line item .. = Descriptiol To schedule of values Cost center Quantity
0001 Acre 26
|:| New Acre

The following columns are copied with the line item:
e Contract line item ID
e Description

e UoM

Quantity
e Unit price

In the Change order adjustments section, the values of the Quantity, Unit Price, and Value columns are
calculated as follows:
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e When the line item has a positive net price, a quantity, and a unit price in the Change order
adjustments section, the copied schedule item uses the line item change order adjustments quant-
ity and unit price.

e When the line item has a positive net price and a quantity in the Change order adjustments sec-
tion but no unit price change, the copied schedule item uses the line item change order adjust-
ment quantity and calculates the unit price as the adjusted net price divided by the adjusted
quantity.

e When the line item has a positive net price and a unit price in the Change order adjustment sec-
tion but no quantity change, the copied schedule item uses the line item change order adjustment
net price divided by the change order adjustment unit price to calculate the quantity.

¢ When the line item has a negative net price in the Change order adjustment section, the copied
schedule item will be value-only.

The Hide in Plan/Progress field in the schedule of values defaults to Yes. You must manually fill in the
remaining fields. The line item is automatically associated to the schedule of values.

Any deleted line items are copied, but they do not have a line item ID.

VIDEO | Copying VCO Line Items

Push schedule items to the Line items tab

Push schedule items to the Line items tab when you want them to be included in the vendor change
order.

Contract pushes only the line items that are associated to the Contract schedule of values. If there are
schedule items that are not associated to the Contract schedule of values, you must execute and publish
the vendor change order. The Push to line items button is enabled if any of the schedule items have a
Contract line item ID. When the Contract line item ID is blank for all items, the Push to line items but-
ton is disabled, and you cannot push items to the Line items tab.

1. From the Vendor change order Schedule of values page, click Push to line items.

ccccc
xxxxxxx

sa8u400

oools ®

A warning message indicates that the push updates the Line Items tab with values from the sched-
ule items. If the associated line item has a zero unit price, the message indicates that the adjust-
ment quantity and unit price cannot be calculated and asks if you want to proceed.
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2. Click Yes to push the schedule items to the line items tab. Any value or line item that was added
to the Line Items tab is removed. Contract then pushes only the line items that are associated to
the Contract schedule of values and calculates the line item values. If the line item has a zero unit
value, no values are calculated for the Change order adjustments section of the vendor change
order. You can add them manually.

On the Line items page, the total values are shown in the Net price column in the This submission sec-
tion. If there are multiple schedule items tied to the line item, Contract adds them together to populate
the Net price column.

Line items tab

Vendor change order line items show how you are going to apply the amount you indicated in the VCO
to the contract. Under the VCO’s Line items tab, you indicate what line items in the contract pertain to
this change order. After you execute and publish a vendor change order, the Line items tab is a snap-
shot of the values at the time of execution.

The Line items tab lets you manage the line items for a vendor change order. The Line items tab is
described below.

1 Line item This section of the register contains the Line item ID, Description, UoM,
details WBS, GL account, and Product category. You can scroll to view all the
columns.
2 Current line For line items that already exist, containing their original quantities and pri-
value cing.

3 Change order  Displays the adjusted quantities and pricing you add to existing line items or
adjustments define on newly added line items.

4 Total revised  The total of the Current line values and Change order adjustments added

line value together.

5 Remaining As you total up your line items, their total amounts subtract from the VCO
amount to total to give you the remaining amount that needs to be allocated.
allocate

6 Pull from Lets you pull items from the Schedule of values page to update the line items.

schedule items
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e pree————
$9435032 @  $000

When a line item has been revised but not published, a Revised line item icon shows in the Line item
ID column for that line item. The icon lets you quickly see that changes have been made to the line
item, and you can decide if you want to proceed with the VCO or payment form.

Line items register

The Vendor change order line items register lists all line items for the vendor change order. Arrows in
the column headers let you collapse or expand the section. Multiple sections can be collapsed. The first
section, which includes the Line item ID, Description, UoM, and Cost center, cannot be collapsed. You
can click the double arrow in the first section to collapse the rest of the sections.

Veo total Remaining amount to allocate
$94,350.32 $0.00

The bottom of the grid shows the total number of items and the total number of selected items. To see
only the selected items, click View selected. Click Clear selection to deselect all items.

You can rearrange the columns within a section using the Column Selector Builder. To open the
Column Selector Builder, click the Manage columns icon. The Available columns section shows all
columns that are available for each section. To add a selection or column, select it, and then move it to
the Selected Columns section. To remove a section or column, select it, and then move it to the Avail-
able columns section. Click Save to apply the changes. You can also rearrange sections from the
Column Selector Builder dialog box. To move a section, select it, and then use the arrows to move the
section up or down. You cannot add columns to the first section in the grid. You cannot move columns
between sections.
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You can search for specific available or selected columns. For example, you could search for value
Price, and the search results show all columns called Unit Price and Net Price in all sections.

Vendor change order line items

On your VCOs, you can indicate the line item breakdown of the agreed upon change order amount in
one of the following ways:

¢ Add line items that already exist on the contract and alter them
e Copy line items from the VCO Line items page
¢ Create new line items to document the change

You must publish the contract before you can bring line items into the VCO or create a new line item
from a VCO.

Executing a vendor change order will update the contract line items, contract total, and the ERP system
purchase order

Enter Line Items into a Vendor Change Order

1. Click the Line Items tab in the Vendor Change Order.

$25,430.00
oes

2. Click the Add line item icon, and then select Add existing line item or Add new line item. If you
have a master agreement in place for the contract, you can select From master agreement. For
this step by step, select Add existing line item.

VCU total

$25,430.00

The Add existing line item dialog box opens.

3. Select a line item.
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Add existing line item

4. Click Add. The line item is added to your vendor change order

VCO total Remaining amount to allocate

$25,430.00 $25,430.00
®

You can also add a line by copying an existing line. To copy a line in the Line items register, select the
line and then click the Copy icon. Select Line item to copy to the register. You can select which sec-
tions you want to copy. You can then edit the line item is needed. The copied line item ID is New. A
line item ID is assigned after the VCO is executed.

Pull schedule items into the Line items page

After you update the quantities for a submission in the Schedule of values tab, you can pull the items
from the schedule of values to update the line items page.

Considerations: The Pull from schedule items button is enabled if any of the schedule items have a Con-
tract line item ID. When the line item ID is blank on all schedule of value items, the Pull from schedule
items button is disabled, and you cannot pull items from the schedule of values.

1. From the Line items tab, click Pull from schedule items. A warning message indicates that values
in the line items will be overwritten. If the associated line item has a unit price of zero, the mes-
sage indicates that the adjustment quantity and unit price cannot be calculated and asks if you
want to proceed.

2. Click Yes. The values from the Schedule of values page overwrite the values on the Line items
page. If there are no values on the Schedule of values page, Contract sets the quantity and net
price to 0.00. Any value or line item that is not associated to schedule items is removed. If the
line item has a unit value of zero, no values are calculated for the Change order adjustments sec-
tion of the vendor change order. You can add them manually.

Import and export line items

A convenient way to add line items is to import them using a line items template. You can also export
line items for reviewing and updating offline. You can import or export from the vendor change order
Line items tab.

VCO total Remaining amount to a sponsie pry v
$0.00 $0.00 v o

......................................

........................................................................................
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Import line items

Contract provides an import template that you can use to enter line items in bulk. From a vendor
change order, go to the Line items tab, and then click the Import data from template icon.

Import data from template

The Import data from template opens, and you can click Import template to download the template.
InEight updates the template frequently to match the updates to Contract, so it is recommended to
download a new template each time you plan to import.

The first page of the template contains the instructions for the templates. The guidelines describe the
information on the import template, exporting with data, and how to update or add more information to
the existing data. The Template page is where you enter you line items. The columns are color coded to
indicate which columns are system generated, required data, optional data, and ignored data. You can
complete the required areas for the line items. After you complete the spreadsheet, save it and drag it
onto the dialog box, and then click Import to import the line items into contract.

Contract validates the dates based on the person who imports the data. If the dates do not match the
preferences of that person, Contract generates an error in the import history and removes the date.

Do not change the name of the spreadsheet tabs.

After importing, you receive an email message listing status, the total line items, the total imported, and
number of errors. If the status is pending, click the Review data link to see the line items that have com-
pleted and those with errors. You can correct the lines with errors from the Import history grid, select
them, and then click Import to continue with the import process. The import is reprocessed, and Con-
tract sends you an email message when the import is completed. The VCO line items tab shows the
lines that were imported with the Line item ID New.

Export line items

The export function lets you export line items with data. If there are no line items in the VCO but there
are line items for the contract, the export template lists all lines tied to the contract. If you add a line to
the VCO and you export with data again, it only pulls the line that you added. The line does not have a
line item ID.

Page 254 of 341 InEight Inc. | Release 25.5



Contract User Guide Vendor Change Orders

Supporting documents tab

You can add a supporting document a Vendor Change Order by selecting its tab. From the Supporting

Documents tab under the Vendor Change Order tab, the add button now has two drop-down options to
add a New supporting document or From supporting document list. When you add from the supporting
document list, a window is shown with a list of existing documents to choose from.

@-

_ New supporting document [Lani

] From supporting document list Iple Te
' Fromin Eight Document G MW
_] 103442 IWO-04 Traffi ... 103442 IW

When New Supporting document is selected, the Document type is set by default Draft change order
and Vendor change order ID is automatically filled in with the current VCO ID. Vendor change order
ID is also filled if you change Document type to Executed change order.

X

Add supporting document

*Title *Document type

Draft change order -

*File/Link

SELECTFILE.. -

Vendor change order 1D Consent of surety signed

©

Executed date

Notes 1000

Cancel m

Selecting the From Supporting document list will show those documents, which are out in the register
and have not yet been assigned a contract. By choosing the documents you need, they will be added to
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the VCO. You can associate a Draft change order or Executed change order supporting document to

multiple VCOs.

From supporting document list

Title Document type
ertificate Certification
o Test Draft change order
Test_Meeting Meetings
o Owver_ride Owverride memo
Actions Ty
Actions - ®~-
Title File/Link
Test Templatedocument (35).docx
Over_ride Bid_Package_import_200data (1).xlsx

X

Subtype

Other

Payment Term Waiver

(o= )

Ll N SUPPORTING
DETAILS LINE ITEMS DOCUMENTS
Document type Subtype Approval status Approved/Rej... Approved/Rej._..
Draft change order Approved Ajay GK 03/02/2020
Override memo Payment Term W.. Approved Ajay GK 02/17/2020

Selecting From InEight Document takes you to the InEight Document log-in window, where you can

sign into the application and select a document.

When you remove an approved supporting document from within a VCO, it is still associated to the
contract but not to the VCO. If you want to disassociate a VCO document from a Contract, you must
disassociate it from the Supporting document tab or the Supporting document register.

View a supporting document

To view a supporting document, click the link in the File/Link column of the Supporting documents
register. The document opens a preview in a new tab, so you can view the pages of the document and
then decide if you want to download it to your workstation. You can use the Previous and Next buttons

to view all pages.
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HistoricalWeatherRecord_2023-April-05
Previous | PageNo:1 /1 Next

Historical Weather Record
Omaha, Nebraska, 68114, United States Of America, Lat. 41.2656 , Lon. -96.0493
(UTC-06:00) Central Time (US & Canada)

Selected Range:  Date: Time: Date: Time:

From: 0410512023 12:30 AM To: 0410512023 11:30 PM

Close Download file

To download the document to your workstation, click Download file.
Create forms or mail in InEight Document

If a project is associated with InEight Document, you can create a form or mail item from a VCO.
Document saves the form or mail and creates a link in the Supporting documents tab.

Single-sign on is available for Contract to Document features, such as creating mail or a form. When
you use one of these features, the Document sign-on page opens, and you can enter your credentials.
This creates a sign-on token that lets you remain signed in until the session ends. The first time you
sign in to Document, a black secondary window and the Document Home window also open. You can
close these windows. Single sign-on is activated, and they are not shown again.

Creating forms or mail is initiated from the Actions menu. If Actions > Create document > Form or
Mail is inactive, you can select the Settings (cogwheel) icon in the Actions menu to set up integration
with Document.

Create a form in Document

You can create a Client RFI or Request For Information form in Document and add it to the Supporting
documents for the VCO 1n a single procedure.

1. From the Details page go to Actions > Create document, and then select Form.

2. If you are not already signed into Document, use your credentials to sign into InEight Document.
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©

User ID

nEight
DOCUMENT

=== TeamBinder

Company ID
Password
+ Remember Login User ID & Company ID

Multiple Accounts? Login via Profile

English | Frangais | Italiano | Espaiol | (&6 | Farsi

Contact Support +1(800) 801 1426

Bookmark This Page | Forgot your password?

A sign-in token is created that lets you remain signed in to Document until the session ends. If
this is the first time you are signing in to Document from Contract, a black secondary window
and the Document Home window are shown. After you close these windows, single sign-on
(SSO) to Document is activated, and they are not shown again.

3. The Create new form dialog box opens. Select the form type, and then click Next. The Request
for information window opens in Document.

4. Complete the form, and then select the users for distribution of your form. A success message is
shown and a link to the form is added to the Add supporting documents dialog box.

5. Click Add to add the form as a supporting document.

Create mail in Document

You can create a mail item in Document and add it to the Supporting documents for the VCO in a
single procedure.

1. From the Details page go to Actions > Create document > Mail.

2. If you are not already signed into Document, use your credentials to sign into InEight Document.

o

Eight
DOCUMENT
=2 TeamBinder

User ID
Company ID

Password

+ Remember Login User ID & Company ID

Multiple Accounts? Login via Profile

English | Frangais | Italiano | Espaiol | (&6 | Farsi

Contact Support +1(800) 801 1426

Bookmark This Page | Forgot your password?

3. The Create Document Mail dialog box opens. Select the mail type from the list defined in Docu-
ment that are specific to the project's mail type, and then click Next.

Page 258 of 341 InEight Inc. | Release 25.5



Contract User Guide Vendor Change Orders

Create Document Mail

o Select Mail type

Select the Mail type to be created. Upon clicking the ‘Create’ button, you will be taken to InEight Document to create the mail
*Mail type

| a

Change Order

Change Order Response

Formal Letter

General Correspondence

IDF Response

Issue Documentation Form

Cancel ‘

4. Optionally add an attachment. If you selected documents on the Supporting documents page
before you started the action, they are automatically included.

e To add an attachment from the Supporting documents tab, click Next. The Select doc-
uments dialog box opens. You can choose documents from the Supporting documents tab
with the Document source My computer. After you attach the documents, click Create. The
Mail module opens in Document with your attachments included.

e To add an attachment in Document, click Create. The Mail module opens in Document.
Click Attach files > Attach Documents, where you can search for the document. After you
select a document, click Save.

¢ To send mail without an attachment, click Create. The Mail module in Document opens.

5. Enter information in the To and Subject fields. The other fields on the page are optional. Enter or
update the fields as needed for the mail message, and then click Send. A summary page opens.

6. Edit links and notes, if needed. The mail is added in Document.

7. Close the Document window. You are then prompted to add the mail as a supporting document
in Contract. The document type defaults to Correspondence but can be changed.

8. Click Save to save the mail to the Supporting documents page.

Associated change items

Often there will be issues or pricing items captured by the foreman or superintendent in the field that
you want to tie to your vendor change order. These issues and pricing items reside in InEight Change,
but you associate them to vendor change orders on your contracts. You can also add a new issue to
associate to your change order. The following Step by steps describe how to associate an issue or
vendor pricing items from a PCO or CCO to your VCO in Contract.

Issues are any potential concern that you want to track and monitor on a project, that may or may not

become change orders. Issues are further defined in the training materials for the InEight Change applic-
ation.
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Add a new associated change item

1. From the contract header page, click the Vendor Change Order Log tab.

Contracts > 7400001418 - PB - Structural Steel

Actions  ~ HEADER LINE ITEMS BACK CH

2. At the Associated issues section, click the Add Icon to add an issue.

~N

®

Associated issues

O Issue ID - Name. Issue status Value type Current value PCO ID - Name Client CO ID - Name

No results found in this issue.

Total $0.00

3. Select Add new issue.

Add existing change item

Valu | Add newIssue -

4. On the Add a new issue window, fill in the fields, and then click Add.

X

Add a new issue

The issue is now added to the register under Associated change items.

Associated change items ®

(m] Issue ID - Name = PCOID-Name =  CCOID-Name = Pricing ltem =  Status = Valuetype = Contributed.. =

[w] Additional fabrication

Total $0.00

5. Click Save. The issue is now in Change on the Pending issues page if you are not an issue
approver or the Issue log if you are an approver.

Add an existing change item

1. From the Associated change items section of the Vendor change order details, click the Add issue
icon, and then select Add existing change item. The Add Change item dialog box opens.
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2. Select a pricing item. Items in the issue column have pricing that was added at the issue level. If
the Issue column is blank, and there is a value in the PCO or CCO column, the pricing items
were added at the PCO or CCO level.

Add Issue

lssueD-Name =  PCOID-Name =  CCOID-Name = Vendor assigned = Staws =
pricing item CCO pricing Concrete Designs Inc cco
CCO pricing Concrete Designs Inc New

42- brand new CCO with auto syn. cco

38- 813 - issue 8/13 cco

0000000 oao

Cancel

Adding the issue does not automatically add the PCO and CCO pricing items added at the PCO
and CCO levels. If you want to add the pricing items added at the PCO and CCO levels, you
must select them.

3. Click Add. The pricing items are added to the Associated change items register. If you delete a
PCO later, all rows associated with the PCO are removed.

After pricing items are added, you can click the Add notes icon in the Description column to add a
description. After a description is added and saved, the column shows a View icon that you can click to
see the description of the pricing item.

VCOs created in Change

VCOs can also be created by InEight Change users. VCOs created in Change come in with a Draft
status and are automatically associated with the issue, PCO, or CCO where it was created. The Created
by field is set to the name Service Account for VCOs created in Change.

Schedule of values tab

Vendor change orders have their own schedule of values pages. You can add a schedule of values, so
you can see the quantity or value the change order has against a component.

You can add new or existing Schedule items. Items added to this page are added to the Schedule of val-
ues at the contract level only after the VCO is published. When you add a value-only schedule item to a
vendor change order, only the Value field is editable.

After you execute and publish a vendor change order, the Schedule of values tab is a snapshot of the
values at the time of execution.
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Import and export schedule items

You can use the VCO schedule of values template to quickly add schedule items and then import them
to a vendor change order. Use the import template to add new schedule items or edit existing items. For
more information about how to use the template, refer to the Instructions tab of the Microsoft Excel
template.

VCO total Remaining amount to allocate
// SCHEDULE OF
i 4 E h
DETAILS VALUES LINE ITEMS
Actions v = Go 1o Schedule ID
€ 4 Change
D Schedule = Contract = Description = WBScode = CustiSs i = Unitpnce = Schedule =" | Quantity
line item 1D line item 1D » value

I
For information about importing, see "Imports and exports" on page 105.
Delete a schedule item

When a schedule item is not needed in the contract, you can delete it via the Vendor change order
Schedule of values tab. When you delete a schedule item, the item shows in the register with a
strikethrough, and it cannot be edited. The Schedule quantity and Unit price values are moved to the
Change order adjustment section as negative values. When you execute and publish the vendor change
order, the schedule item is deleted with a strikethrough in the parent contract.

Project-level Vendor change order log

You can view a log of all VCOs for a project on the Vendor Change Order tab at the project level. The
log provides visibility to all VCOs for all the contracts in the project for tracking purposes, including
those created from InEight Change.

The register has filtering, column resizing, and information features like other registers in Contract.
Data in the columns are linked to any associated issues, PCOs, or CCOs in Change. You can see asso-
ciated issues, PCOs, and CCOs, in the Issue ID, PCO ID, and CCO ID columns.

Click the Information icon to see information about the VCO. The information slide-out panel has links
to the line items, associations, back charges, supporting documents, and contract.
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VCOs that were automatically created in Change have the Name Service Account in the Created by
column.

Back Charges

A back charge is a billing for work or costs incurred by one party that, in accordance with the agree-

ment, should have been performed or incurred by the party originally contracted to do the work. For

example, if you have a subcontractor responsible to move aggregate from one location to another and
their loader goes down, you may have them use one of your own loaders onsite and then back charge
the sub for the hours they used your loader.

Back charges can also be used to assess liquidated damages. You will log back charges under the Back
Charges tab of your contract record. You can associate a back charge to an issue to enable tracking in
InEight Change.

Add a back charge
1. From the Contract > Contracts page, open the Structural Steel contract.

2. Click on the Back Charges tab.

3. Click the Add Back Charge Icon.

4. Complete the Add back charge page by filling in the following:

e Description: Redo galvanizing

e Date supplier Notified: [ Yesterday]

e Date back charge work completed: [Last Wednesday]

e WBS Code: 1087 — Structural Steel

e Back Charge Amount: 5000

e Comments: Galvanizing rubbed off due to improper shipping. Used ABC Co. to reapply
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Back charge amount

$0.00

- SUPPORTING
DETAILS  pocumenTs z 2 Q

Cancel

Back charge details Created by:on Assignments

Back charge ID *Description

Date supplier notified Date back charge work completed

Account assignment type WBS code Split back charge

$0.00

Associated issue ()

ssue ID/Name Issue status. Value type Current value

Noissue has been associated to this back charge

5. Click Add.

e The back charge is now logged in the register to reference for billing the vendor

Contracts > 7400001418 - PB - Structural Steel

§ VENDOR CHANGE supeol
actons = JENTFORMS  PAYMENT PROGRESS

< HEADER e mewss o oran BACK oHARGES PAYMENT FORMS AYMENT PROGRESS e
® = ®

v Description WBS code Date suppl Date Comments

< |Redcgs\»amzmg 09/13/2018 09/05/2018 $6500000  Galvanizing rubbed off due to improper shipping. Used A

Associate an Issue to a Back Charge

Frequently, when a vendor receives a back charge, they want to track it in InEight Change. You can
associate an issue from Change to the back charge from the Back charge Details tab. Only one issue
can be associated with a back charge.

Tie an Existing Issue to a Back Charge
After an back charge has been added, you can associate an issue from InEight Change to it.
1. Click the Add associated issue icon, and select Add existing issue.

2. Select an issue from the list in the Add issue page.
3. Click Add.

Tie a New Issue to a Back Charge

After a back charge has been added, you can associate a new issue to it. When you create the new issue
and associate it with the back charge, the issue is added to InEight Change.
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1. Click the Add associated issue icon, and then select Add new issue.

2. Use the Add new issue window to add the issue name, issue start date, and a description of the
change.

3. Click Add. The issue shows in the Associated issue grid, but it has not been added to InEight
Change.

4. Click Save. The issue is added to the InEight Change application.

Add Supporting Documents to a Back Charge

On the back charge Supporting Documents tab, you can upload multiple documents, such as email mes-
sages and invoices. Any document that is relevant to the back charge should be uploaded. The sup-
porting documents can be a file or a link, or can be added from InEight Document.

Add a New Supporting Document

1. Go to the Supporting Documents tab.
2. Click the Add supporting document icon, and then select New Supporting document.
3. Complete the Add supporting documents page with the following information:
e Title
e Document type
¢ File or link
e Notes
4. Click Add.

Add an Existing Supporting Document

1. Go to the Supporting Documents tab.
2. Click the Add supporting document icon, and select From supporting document list.
3. Select one or more documents.

4. Click Add.

The supporting documents in the list are associated with a contract. When you disassociate a contract
from the Supporting document register, the back charge is also disassociated

Send back charge documents for eSignature via DocuSign

When a project is integrated with DocuSign, you can send a back charge document to DocuSign for an
eSignature.

DocuSign tags can be embedded in the contract template. The DocuSign tags correspond to DocuSign
recipients configured in the project settings and project contacts.

See "Contract Writer" on page 219 for information about sending documents for eSignature via
DocuSign. See "Organization settings" on page 31 for information about using tags.
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Assign a Back Charge to a Payment Form or Vendor Change Order

You can assign a back charge to either a payment form or a vendor change order by clicking the appro-
priate link in the Assignments section of the Back charge Details tab. Assigning the back charge to a
vendor change order or payment form can help you with tracking the back charge through the system.

When you assign a back charge to a payment form, it is automatically added to the list of back charges
on the Payment form detail page. The back charge is automatically listed on the Vendor change order
detail page when you associate it with a vendor change order.

Split a Back Charge

You can split a back charge into multiple charges. After the back charge has been split, you can treat
the back charges independently of each other, and associate different issues or assign to payment forms
or vendor change orders.

Accruals/Receipts

After goods or services are provided, you can use the Accruals/Receipts tool to track the associated
cost. If you have a receipt or invoice, you can enter it in Contract to send the cost to your ERP system.
If you have received goods or services but have not yet been invoiced, or you intend to pay for it later,
you can create an accrual.

To access the Accruals/Receipts log, select the Accruals/Receipts tab.

@) 105091 (Steel Training Job)

— SUPPORTING ACCRUALS / CONTRACT

06/13/2019 06/14/2019 1086-Concret. $10000  Draft

=

=

06/13/2019 06/21/2019 1086-Concret 000  Draft

06/13/2019 06/17/2019 1071-Concrete $1000000  Draft Column Asse.

Creating a New Accrual or Goods Receipt

You can create new goods receipts by clicking the Add icon.

Actions ¥ ®

Type ] Contract ID

Accrual 0002 7200000870

Accrual 0001 7200000870
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The Accrual/Receipts record contains a header with key information and actions.

Overview — Accrual/Receipts Record Header

1 Contract The Contract ID and name the accrual or goods receipt is associated to.

2 Vendor The Vendor ID and name on the contract.

3 Description Description of the receipt or accrual.

4 Posting Date This is the date of when the cost will hit the back-end accounting system or

ERP system.

5 Delivery num- The delivery number of the goods receipt.
ber

6 Supporting Upload or link any items associated to the goods receipt or accrual (e.g.,
Documents invoice, material receipt, PO, pictures, etc.).
file/link

7 Save and Sub- Submit the goods receipt or accrual. This will send the registered quantity or
mit amount to the accounting system/ERP system and adjust any associated line
items. In a proxy ERP environment, this adds the goods receipt or accrual
information to the contract line items in the accrual/receipt view set. Contract
sends accruals to InEight Control only after they have been submitted.

8 Save This will save the goods receipt or accrual information as a draft. No inform-
ation will be sent to the accounting system/ERP system. In a proxy ERP envir-
onment, no information is added to the accrual/receipt view set.

o @ o (3] e ) E——— (5] e
Tooonzieo coronazss -vop s

The following steps walk you through adding a goods receipt using the accruals/receipts tool.
Add an Accrual or Goods Receipt

Summary: Add a goods receipt when the goods or services have been delivered. Add an accrual when
the goods have been delivered, but you have not yet received an invoice and want to post the costs in
the current month.

1. From the Contracts register, select the Accruals/Receipts tab.

2. Click the Add icon. The Add new item dialog box opens.
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date.

=3
When creating a goods receipt, the Contract drop-down list shows only contracts with line items
that are expecting a goods receipt.
When creating an accrual, the Contract drop-down list shows all contracts containing line items.
4. Click Save. The Accruals Receipts Line items page opens.

5. Click the Add icon to add line items from the contract previously selected.

Add existing line items

7. Click Add. You can see the following details: Line ID, Line Description, Type, PO Qty, and unit
of measure (UoM). If you are adding a goods receipt, the following values are also shown: pre-
viously received quantities, quantity, receiving amount, ERP system status, and ERP system doc-
ument ID. If you are adding an accrual, the following values are shown: previously received
quantities, accrual type, accrual GL account, accrual amount, ERP system status, and ERP system
document ID

When creating a goods receipt, if a line item has been tagged in the contract as not requiring a
goods receipt, or if a line item has been fully received, it will not populate in the list of available
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line items.

When creating an accrual, all the line items that have not been paid out in full are available for
selection.

8. If you are adding a goods receipt, enter the value received in the in the quantity field. If a sub-
mitted goods receipt has quantities that were entered in error, you can enter a negative quantity
up to the amount that has already been received. The receiving amount will auto calculate based
on the quantity entered, multiplied by the unit price.

If you are adding an accrual, enter an amount in the Accrual amount column.

9. Optionally attach a copy of the receipt or invoice to the goods receipt or accrual. Click the Add
attachment link in the right side of the header. The Add supporting document dialog box opens.

10. Upload or link files via a URL, and then click Save.

X

Add supporting document

Title
Receipt 0002 - Column Assemblies A1-A10

SELECTFILE... w

This opens a window where a document can be uploaded or linked to via URL.

11. Click Save or Save and submit.

ACCRUALS CONTRACT
RECEIPTS TEMPLATES

Create.. Posting... wes Total

06/14/2019  06/30/2019  1071-Cone

061132019 | 0617/2019  1071-Conc.

What's next: In the Accruals/Receipts register, you can now see the receipt total and status have been
updated .

Editing an Accrual or Goods Receipt

There are two ways to edit an accrual or goods receipt once a line item has been created. You can edit
the accrual or goods receipt by clicking the corresponding ID, or you can select the item you wish to
edit by checking the leftmost box and clicking the edit icon adjacent to the add icon.
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Deleting an Accrual or Goods Receipt

You can delete an accrual or goods receipt which has not been submitted. Select the line item you
would like to remove and click the Delete icon. Accruals and goods receipts cannot be deleted once sub-
mitted. To adjust a submitted accrual or receipt, a reversal must be done. This is covered in the

reversals section of accruals and receipts.

Type D Contract D Contract description

Accrual 0002 7200000870 Rebar nstallation

Reversing an Accrual/Goods Receipt

If an accrual or goods receipt has been submitted, it can no longer be adjusted or deleted. Instead, a
reversal can be made. Reversals send a negative amount equivalent to the original accrual or goods
receipt. This is an all-or-nothing process, intended to keep accruals and receipts clear cut regarding sub-
missions and changes made with the ERP system or accounts payable.

Initiating a Reversal
1. From the Contract > Contracts page, open the Accruals/Receipts tab.

2. Select the line item for reversal and click Reverse Submission.

SUPPORTING ACCRUALS CONTRACT

CONTRACTS DOCUMENTS INVOICES RECEIPTS TEMPLATES

- © @ ® v a

Contract ID Description Created d.. Posting da.. wes Total Status File/Link

002 7200000870 Rebar Section P2 Installed 06/13/2019 06/14/2019 $10000  Draft

Rebar Section S1 Installed 06/13/2019 06/21/2019 $10000  Success Rebar Accrual

7200000870

7200000869 lies A1-A10 06/14/2019 06/30/2019

06/13/2019 06/17/2019

eipt -Reversal 06/19/2019 06/17/2019

7200000869

e A new page opens with the reversal information
You may change the description to signify it is a reversal

Accruals /Receipts | > 0001 X - Rebar Section S1 Inst...

Contract Vendor

7200000870 - Rebar Installation 0010060218 - Tonage Inc

Q

3. Make any additional adjustments to the posting date and supporting document as needed.
4. Click Save and submit when done for submission to the ERP system or proxy ERP.

e A new Line Id appears in the Accrual/Receipts register with the reversal
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. SUPPORTING . ACCRUALS
cccccccccccccccccccccccccc

| Accrual reversal il 7200000870 Rebar Installation Rebar Section 51 Installed - Reversal 06/19/2019  06/21/2019 | 1086-Conc ($10000)

Negative goods receipts

If the values were entered in error, instead of reversing a goods receipt, you can back out the error by
adding a line with a negative quantity up to the amount that has already been received. For example, if
you submitted a goods receipt for a line item with a quantity of 100 and it needs to be adjusted to a
quantity of 10, you can create a goods receipt for a quantity of -90. After the goods receipt is sub-
mitted, Contract automatically calculates the submitted receipt amount accordingly.

A goods receipt must already be submitted before you can create a goods receipt for a negative quant-
ity.
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Payment management

The following topics describe payment forms and how to track payment progress.
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InEight Contract Workflow — Payment Management

Bid Packages

Create Bid

Package

>
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Estimate

Invoices

Contract Setup
(Documents,
Details & Line

Items)

Add VCO

VCO Approval

Add
Supporting
Documents

Contracts

Documents Contract
Approval Approval

Create Payment Form
Payment Form Approval

=

Invoices for a project can be added to the Invoices register. Invoices must be associated with both the
contract and the actual pay form. Invoices can be added at a project level, assigned to a contract and a
payment form on a later date. This helps businesses to manage an influx of invoices.

Invoice register

The Invoice register shows a list of all invoices associated with a project, including ERP system, con-
tract, invoice, payment form, and vendor-submitted invoice information. You can use the Invoice type
columns to quickly identify whether the invoice is a standard invoice or a retention release invoice.
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You can add standard invoices and retention release invoices into the invoice register and then assign
them on a later date. See "Invoice attachments" on page 292 for more information about standard and
retention release invoices.

Add an invoice

Summary: Add an invoice to a project when a vendor has sent an invoice and you must add it manu-
ally.

You can associate the invoice to a contract when you create the invoice or on a later date. An invoice
must be associated before it can be converted to a payment form.

1. From the Invoices register (Contract > Invoices), click the Add invoice icon. The Add invoice dia-
log box opens.

2. Add the invoice information, including the invoice file or link, and then click Add if you are only
adding one invoice or Add and new if you want to add more invoices.

You cannot link to password-protected PDF documents.

3. Repeat step 2 as needed. If the Vendor invoice status column is used in the register, the invoices
have a vendor status of Not applicable.

If you did not assign a contract to the invoice, you can edit the invoice later.

To edit an invoice, select it, and then click the Edit icon. The Edit invoice dialog box opens, and you
can add or edit the contract or edit any other field.

To assign an invoice to a payment form, select one or more invoices, and then click the Convert
invoice icon. You can assign the selection to an existing payment form or convert to a new payment
form..

pions + @ 3 ®

Assign to existing payment form ~ {AY S

i Convert to new payment form

v | 60908 1 09/17/2019 $11.00 Purchat

v | 27498 Inv234 09/17/2019 $201.00 Purchat

2 09/16/2019 $101.00

v | 80916 Testla 09/16/2019 $220.00

v | 2191 Test2a 09/16/2019 $330.00

91369 123 09/16/2019 $270.00

v | 91379 325 09/16/2019 $360.00

v » 1 3

12600 1234 09/16/2019 $0.00
In a proxy ERP environment, you can only put one invoice on a payment form.

Invoice notes

To add a note to an invoice, select an invoice, and then click the Notes/feed icon. You can then add
notes to the Invoice tab of the Notes/Feed slide-out panel.
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Notes/Feed for X

\\\\\\\

Notes added to the Invoice tab show for the invoice only. You can add a note for the contract on the
Contracts tab of the slide-out panel.

If a vendor has submitted the invoice into Contract from the Vendor contract summary page, notes

from the vendor show with a blue bar on the left side of the note. When you add a note to a vendor-sub-
mitted invoice, you can specify whether the note is sent to the vendor by selecting the Send note to
vendor check box. If the check box is not selected, the note is internal only. See "Working with vendor-
submitted invoices" below for information about vendor-submitted invoices.

Working with vendor-submitted invoices

When you select a pending invoice, the Decline and Received buttons become enabled. Click Received
to accept the invoice or Decline to reject the invoice and send it back to the vendor. These buttons are
disabled when you select multiple invoices or an invoice created in the project.

When you click the Decline button, the Reject invoice dialog box opens. You must then enter a note
describing why the invoice was rejected, and then click Save to save the rejection and send it to the
vendor. The invoice remains in the register with a status of Declined until the vendor users recalls it.
After the vendor recalls the invoice, it is no longer shown in the register.

When you click the Received button, the Receive invoice dialog box opens. After you add an approval
note and click Save, the Vendor status column shows the Received status, and the invoice can be added
to a payment form like an invoice that was created in the project.

Vendor invoice submission

The Contract vendor invoice submission feature lets vendors submit invoices in InEight Contract.
Vendor-submitted invoices help you save time and reduce the chance of errors that come with entering
information on the vendor's behalf.

When a vendor submits an invoice, it shows immediately in the Invoices register, so you can assign it
to a payment form or decline it if needed.
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Vendor invoice submission setup

Before a vendor can submit invoices, you must set them up as a user with specific roles and project
access.

Vendor roles and permissions

Vendor users must be assigned to a role that includes the View Contract vendor page permission (Suite
Administration > Roles and permissions > Suite administration > Vendor > View Contract vendor
page). This permission automatically includes the Documents permissions under Suite Administration >
Roles and permissions > Organization and project > Documents.

Contract

O select all

Bid packages O selectall Contracts O Select all

O @ view bid packages [ Edit contracts

O ® Add supporting documents

O [ Edit supporting documents

When you create a vendor permission, set the administrator level to base level 0. The Vendor landing
page view must be assigned in the View assignments section.

User management

The vendor user must have a vendor assigned in the Vendor field of the User details. You can assign a
vendor user to a specific project on the project home page or assign the user at the organization level.

After you add the vendor user, they receive an InEight notification with a link and sign-in information.
Getting started with vendor invoice submission

As a vendor, you can submit invoices directly into your contractor's invoice register where they can be
processed quickly. After you have been set up as a vendor by the contractor, you will receive an email
from ineight.mail@ineight.com with a link to the vendor home page and sign-in credentials.

Vendor home page

To access the InEight system, click the link provided in the notification email, and sign in using your
credentials. After you have successfully signed, the home page opens to a vendor view. A tile labeled
Contracts lists the contracts you have with the contractor.
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Vendor (Default) v Y @
©
J © OpensreetMap contrbutors
@ EarthCam 5) Contracts n Yy B C
Contract value Contractstatus  Contract ID - Description Project ID - Name
$4,125,531.00000 Executed 7200010307 - Structural Steel 105302 - 1501 Mike Fahey - aka Build.

$115,000.00000 '~ Draft | Steel Material 104160 - Northa

$0.00000 = Draft 104160 - Northampton Solar

®

@& Dashboards / v Reports Al v 3 Tasks

0

You can click a contract ID to go to the Vendor contract summary page.

Vendor contract summary page

The Vendor contract summary page shows contract information, including contract totals and contact
details. A grid shows all invoices that you have created for the contract. The total number of invoices
and their total value are shown at the bottom of the grid.
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¢ 7200010307 - Structural Steel

Contract totals

Original value:
Current value:

Invoices

Invoice number

1111101

O/ 000|000
L1

ltems : 7

InEight Inc. | Release 25.5

Invoice date

05/31/2023

07/07/2023

07/07/2023

01/24/2023

02/24/2023

03/24/2023

05/23/2023

$100,000.00

$4,125,531.00

Record status
Recalled
Pending
Pending

Pending

Pending

Pending

Pending

Contract details

Contract ID:
Description:

Type:

Subtype:

Effective date:
Payment term :
Contract currency:
Delivery address :
Inco terms:

Inco terms location:
Country of origin:
Harmonized system

Invoice total
$1.00
$105.00
$ 500.00
$32,000.00

$ 55,000.00 |
$ 838,000.00

$1.00

$ 925,607.00
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After the contractor applies the invoice to a payment form and the payment form is submitted, the value
in the Paid amount column is updated with the amount paid.

You can use this page to add new invoices, edit existing invoices, and add notes to invoices.
Add invoices

You can add an invoice directly from the Vendor contract summary page. After the invoice is sub-
mitted, it is automatically sent to the contractor. The Add invoice interface lets you upload or link to
invoice documentation from your organization, so you do not have to send it by some other means.

Add an invoice
Summary: Add an invoice directly into the contractor's InEight system.
Considerations: You must be set up as a vendor user by your contractor.

1. From the Vendor contract summary page, click the Add icon at the top right of the grid. The Add
invoice dialog box opens.
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¢ 7200010307 - Structural Steel

Contract totals Contract de
Original value: $100,000.00 Contract ID:
Current value: $4125531.00 Description:
Type:
Subtype:
Effective date:
Payment term :
Contract curren
Delivery addres:
Inco terms:
Inco terms loca
Country of origil
Harmonized sys
Invoices
Invoice number Invoice date Record status Invoice total
O 1111101 05/31/2023 Recalled $1
CJ L e 07/07/2023 Pending $105
O — - 07/07/2023 Pending $ 500
] - 01/24/2023 Pending $32,000
L — 02/24/2023 Pending $ 55,000
] - 03/24/2023 Pending $ 838,000
) — 05/23/2023 Pending $1
Items:7 $ 925,607
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2. Enter the invoice number, invoice date, invoice amount, and tax information.

Add invoice

Contract

* Invoice number

* Invoice amount

* 00

* newtax2

* tax?
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3. In the File/Link field, enter a URL for an online invoice, or click the Select file button to add an
invoice file from your computer.

4. Enter comments regarding the invoice if needed.

5. Click the Submit button. The invoice is sent to the contractor added to the grid with a status of
Pending, and the item total and the Invoice total at the bottom of the grid are updated. You can
no longer edit the invoice unless it is recalled by the contractor first.

What's next: The contractor either receives or declines the invoice. When the Record status is Received,
the contractor has agreed to it and will enter it into their payment for system. When the Record status is
Declined, you can recall it and resubmit it to the contractor.

Edit invoices

Sometimes the contractor identifies problems with the submitted invoice that must be corrected. When
the contractor identifies errors, they decline the invoice, and the Vendor invoice submission page shows
the Record status for the invoice as Declined.

Recall and edit an invoice
Summary: Recall an invoice when you want to edit it and resubmit it to the contractor for payment.

Considerations: You can edit invoices with the Record status Declined or Pending. You cannot edit an
invoice with the Record status Received.

1. From the Vendor contract summary page grid, click the invoice number of the invoice you want
to correct. The Edit invoice dialog box opens.

2. Scroll to the bottom of the dialog box, and then click the Recall button. The fields become edit-
able, and the button name changes to Submit. The Record status in the Invoices grid changes to
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Recalled. The invoice is also removed from the contractor's invoice list.

Edit invoice

* INvoice amount

*Eile/Link

Comments
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3. Update the information as needed, and then click the Submit button. The invoice is sent to the
contractor, and the Record status of the invoice changes to Pending.

Add and read invoice notes

You can view or read notes on an invoice without opening the invoice. To view or add a comment to
the invoice, select an invoice and then click the Notes/feed icon. The Notes/feed slide-out panel opens.
You can then add notes. Any comments entered when adding the invoice are automatically applied and
are shown in the feed.

Notes/Feed for : ‘o X

Invoice submitted - Status ‘Pending': 07/07/2023 1008 AM

THESE ARE COMMENTS

0/1000

==

After you add notes and then click Add, the note is added with a time stamp. The contractor can also
add notes to an invoice. These are shown with a blue bar on the left side of the note.

Note to Contractor: 07/07/202310:09 AM
I HAVE SUBMITTED THE INVOICE WHERE DO | GET PAID

Note from Contractor: 07/07/2023 1012 AM
HE VENDOR

-Cancel [ Add |

Payment Forms

Overview

An InEight Contract payment form is the form used to communicate with the Accounts Payable team,
to ensure that invoices are paid. The payment form allows the Contract Manager to identify the work
period represented by the invoice and to which line items the invoice should be applied.
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As invoices are received at the jobsite, you can attach them to your payment form and allocate how
much of the invoice will go towards your contract line items. As the contract manager, you can then
submit the payment form for approval. Once the payment details are reviewed to validate the charges
are correct and approved according to the project’s workflow assignments, the payment form will dir-
ectly sync to your ERP (Accounts Payable) system for accounts payable to process. The ERP system
will then send back an APAY number for reference on your payment form, along with the status of the
invoice in the ERP system.

The following diagram illustrates the typical workflow for processing payments between InEight Con-
tract and your ERP system.

Payment Workflow — InEight Contract and ERP

InEight Contract |« Status Updates
Receive and scan
invoices at jobsite Create payment
i form |
Upload invoices Fill out payment
into payment form with invoice No :
form information ‘ Yes —
Allocate payment Payment
to line items approved l
?
Submit for T
approval

In a proxy ERP environment, the payment form is used to track line items for an invoice. Responses,
such as status, are autogenerated.

The payment form is initiated at the project level, routed to your Business Services team for approval,
and then submitted to Accounts Payable. A goods receipt or service confirmation must be completed
(if required) before the Accounts Payable team will approve the pay form.

Add a Payment Form

The following steps walk you through how to add a new payment form to your contract.
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Add a payment form

You can add a payment form when all invoices are received, and you want a standardized form to sub-
mit for approval.

1.
2.

On the Contracts register, select a contract.

Select the Payment forms tab, and then click the Add payment form icon.

The Payment form details page opens.

. Enter payment form information.

Click Save.

If you leave the Payment form details page without saving, the details you added are discarded.

The default payment form automatically downloads as the cover letter.

Overview — Payment Form Header

1

InEight Inc. | Release 25.5

Net payable

Remaining to
allocate (pre-
tax)

Previous gross

Current gross

To-date gross

Percentage
complete

Payment form
status

Tabs

The total amount you are paying to the vendor towards the invoices on this
payment form.

The total amount of this payment form’s invoices that are not yet allocated to
contract line items. The value of this field must be zero +/- 0.00999 to start
workflow, submit, publish, or execute the payment form. The +/- 0.00999
accounts for differences in decimal precision.

The total amount from the invoices of all payment forms submitted before the
one you are currently on.

The sum of the invoices attached to the payment form you are on.

The total of all invoices on all this contract’s payment forms. This is the sum
of your Previous gross and To-date gross amounts.

The percentage that the To-date gross is of your total contract amount (con-
tract Current value).

Indicates if the payment form is new, in review, or submitted.

The payment form is organized into three tabs: Details, Invoice Attachments,

Page 287 of 341



Payment Forms Contract User Guide

and Line Items.

9 Download pay- Provides a PDF summary of the payment form, including line items, invoices
ment form as  attached, back charges, and approvers. This summary becomes the cover
PDF sheet for Accounts Payable when the form is submitted.

10 Cancel, Save  These buttons allow you to cancel, save and begin approval or save the pay-
and start ment form.

approval and
Save Buttons

s > 0185 > pamntam- e o e °
Net payable Remaining to allocate (pre-tax) Previous gross Current gross  To-date gross ~ Percentage complete Paymentfom ststus 0
$26,000.00 $20,000.00 o N -

$10,000.00 $20,000.00 $30,000.00 3.00% o
N

ave and start approval (4]

DETALS  INVOICE A

s M

Overview — Payment Form — Details Tab

1 Tabs Tabs that let you add invoice attachments, line items and supporting doc-
uments to payment forms.

2 Toolbars Tools that let you do the following:

Download a payment form.
e View contract totals.
e Add a supporting document.

e View and add notes. The Notes slide-out panel has tabs for Contract
notes, Supporting document notes, and Administrative notes. Admin-
istrative notes are captured automatically when an administrator makes

changes to a payment form record or invoice on the Payment progress
tab.

2 Actions menu  Lets you generate a payment form document.

3 Payment form  Where you can input or review the payment form’s basic information, includ-

details ing: description, work completed dates, progress estimate number and billing
period, and comments.

4 Summary Summarizes the total gross amount of the invoices attached to the payment
form, less retention and back charges, resulting in the Net amount payable this
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request, which is the amount you will pay to the vendor.

The Progress estimate number and Billing period fields in invoices that are
associated to a payment form are manually entered by the user in the payment
form. If the information is different from the values from the ERP system, Con-
tract updates the fields with what was sent from the ERP system.

5 Back charges ~ Allows you to apply back charges from your contract’s Back Charges tab to
the payment form, to short-pay the invoice according to the back charge
amounts.

nnnnnnnnn

When the Progress estimate number and Progress estimate billing period fields are required for the pay-
ment form, you can still save the form. The fields are required for submittal and workflow. When the
status of the payment form is New, a yellow warning icon shows next to the Progress estimate number

and Progress estimate billing period fields to remind you that the fields are required for approval and
submission.

Overview — Schedule of values tab

The Schedule of values tab contains schedule of value items from the contract-level Schedule of values
page that you can use to build a payment form. Using a schedule of values to populate a payment form
gives you the flexibility to create a payment form based on the values claimed in a specific period. For
example, you could use the schedule of values to track the values used in a month. You can then push
the values to the Payment form Line Items tab, so you pay against the line items.

The payment form Schedule of values tab format is similar to the contract Schedule of values tab. It
contains the following sections:

This submission ~ The values used in this payment form.
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Pending sub- The values used in previous payment forms that are not in Submitted status.
mission

Previous sub- The values used in previous submissions that have been submitted.

missions

Current total The sum of values in the This submission and Previous submissions columns.
Remaining The Schedule quantity column in the Schedule of Values items section minus the

current total.

ssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssss

Net payable Remaining t
$0.00 $0.00

See "Schedule of values tab" on page 190 for more information about the schedule of values.
Add schedule items

Add a schedule item to the payment form schedule of values to use in creating a payment form.
You can add schedule items that have already been added to the contract-level schedule of values.

1. From the Payment form Schedule of values page, click the Add icon. The Add schedule item dia-
log box opens with a list of schedule of value items from the Contract schedule of values, includ-

ing the value remaining and the percent complete.
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Add schedule item

Schedule item ID = Description = Valueremaining =  Percent complete =

a s testing reducing less tha. $0.00 0.00%
0 s Sov4 $0.00 0.00%
O

7 sov7 $0.00 0.00%

2. Select one or more items, and then click Add. The items are added to the schedule.

3. Update the Quantity or Value columns in the This submission section. When you update the
Quantity column, the value in the Value column is automatically adjusted, and vice versa.

You can push the schedule of value items to the Line items tab. From the Line items tab, you can also
pull the items from the schedule of values.

Push schedule items to the Line items tab
You must push the schedule items to the Line items tab, so they can be included in a payment form.

Considerations: The Push to line items button is enabled if any of the schedule items have a Contract
line item ID. When the Contract line item ID is blank for all items, the Push to line items button is dis-
abled, and you cannot push items to the line items.

1. From the Payment form Schedule of values page, click Push to line items. A warning message
indicates that the push updates the Line Items tab with values from the schedule items.

2. Click Yes to continue. All schedule items are pushed to the line items. Any value or line item
that was added to the Line Items tab is removed.

Contract pushes only the line items that are associated to the Contract schedule of values and calculates
the line item values. On the Line items page, the total values are shown in the Net price column in the
This submission section. If there are multiple schedule items tied to the line item, Contract adds them
together to populate the Net price column.

Previous, Current, and To-Date Gross Amounts

To follow along, select Contract > contracts > Payments forms tab and select a form which you just
completed.

The Previous gross, Current gross, and To-date gross amounts displayed in the payment form header
help you keep track of how much you have been invoiced.
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Previous gross represents any invoices already submitted on previous payment forms. When you fill out
your first payment form for the contract, your Previous gross will be $0.00 since no previous payment
forms are submitted.

Current gross  To-d P

$0.00 $10,000.00 $10,000.00 1.00%

Your Current Gross is the total amount of the invoices you’ve added to your current payment form.

Current gross  To- P

$0.00 $10,000.00] $10,000.00 1.00%

Once you’ve submitted the first payment form, when you add a second payment form to the contract,
the Current gross from your first payment form becomes the Previous gross amount.

Previous gross Current gross  Todate gross  Percentage complete

$10,000.00] $20,000.00 $30,000.00 3.00%

The Current gross ($20,000.00) is the total of the invoices attached to your current payment form, and
the To-date gross amount is the total of all invoices on all your payment forms to date.

Previous gross Current gross  Todate gross  Percentage complete

$10,000.00 $20,000.00 [$30,000.00 |3.00%

Invoice attachments

Invoice attachments associate an invoice you receive from a vendor to a payment form. You can add
standard invoices or release retention invoices and track them on the Invoice attachments tab. The val-
ues you enter in the invoice attachment are used to populate the values in the header.

Retention release invoices help you manage retention release activities. Using a retention release
invoice lets you follow your regular process for submitting standard invoices and requesting retention
release, without leaving Contract.

Overview — Payment Form — Invoice Attachments Tab

1 Invoice details Shows the invoice information you enter when adding the invoice, including
invoice number, date, amount, tax, and invoice total, and retention release
requested.

2 Taxes The Total tax column shows a sum of all tax columns. The subsequent tax

columns are the active project-level tax types. You can hover over the Inform-
ation icon in the Total tax column to see a summary of all taxes.

3 File/Link References the link to or file name of the invoice When you click the file name
to access it, the document opens a preview in a new tab, so you can view the
pages. The preview lets you view all pages of the document by clicking the
Previous and Next buttons. If you want to download the document, click the
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4 Record ID and
Invoice status

5 Estimated post-

Download file button in the preview.

These fields update with the number and status of the payment form once it is
processed, so you don’t have to manually search for it. The status updates
every time you open the payment form.

For organizations that use a proxy ERP, this column lets you define your own

ing date posting date instead of using the submitted date. If you are relying on the integ-
ration with InEight Control for actuals, using the estimated posting date with
your proxy ERP can prevent incorrect actuals in Control. When you use an
ERP system, the ERP system provides the posting date regardless of the value
of this field. You must have permission edit payment form to update the Estim-
ated posting date column. The actual posting date is on the Payment progress
tab.

. INVOICE
Actions v DETAILS ATTACHMENTS
- O 2

[] |Inveicenumb_ = Invoice date = ivoiceamou- - Retentionrel. - Totaltax = Hettax = USTax

Il 100 12/11,/2024 £ 100.00 & 0,00 SEDU(D 4 5.00 43,00
[ e 12/11/2024 %1000 % 0.00 §1.5001) % 1.00 §0.50
[ 2 1211272024 £0.00 5 20.00 $200(7) & 2.00 §0.00
1_,...--'""—.___ B

$110.00 §11.50 5$8.00 §350

Add a standard invoice attachment

Summary: Add a standard invoice attachment to a payment form when the payment is not for retention
release. The invoice provides the Invoice pre-tax remaining to allocate and Net payable amounts
required to submit a payment form.

Considerations: Taxes calculated on the gross and on the net show in the dialog box. Payments for
retention release must use a separate invoice attachment.
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1. From the Invoice attachments page for a payment form, click the Add invoice icon, and then
select Add new invoice. The Add new invoice dialog box opens.

2. Enter the invoice information.

3. Click Add. Alternatively, you can click Add and new to add additional standard invoices. The
Net payable and Invoice pre-tax fields in the Payment forms header are updated with the amount
of the invoice.

What's next: You can submit the payment form. After the payment form has been submitted and pos-
ted, invoice attachments can no longer be deleted.

Add a retention release invoice attachment

Summary: Add a retention release invoice attachment to a payment form so you can submit a payment
form specifically for retention release. The invoice provides information for the Retention release
remaining to allocate amount required to submit a payment form for retention release.

Considerations: Only taxes calculated on the net show in the dialog box. The retention amount cannot
be greater than the total of the retention withheld.

1. From the Invoice attachments page for a payment form, click the Add invoice icon, and then
select Add retention release invoice. The Add retention release invoice dialog box opens.

2. Enter the invoice information.

3. Click Add. Alternatively, you can click Add and new to add additional retention release invoices.
The Net payable and Retention release Remaining to allocate fields in the Payment forms header
are updated.

What's next: You can submit the payment form. After the payment form has been submitted and pos-
ted, invoice attachments can no longer be deleted.

Schedule of values tab

The payment forms function has its own schedule of values page. You can add a schedule of values, so
you can see the quantity or value the payment form has against a component.

You can add or edit existing schedule items. Edits to schedule items show in the Schedule of values at
the contract level. When you add a value-only schedule item to a payment form, only the Value field is
editable.

After you submit a payment form, the Schedule of values tab is a snapshot of the values at the time of
submittal.
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Import and export schedule items

You can use the payment form schedule of values template to quickly add schedule items and then
import them to a vendor change order. Use the template to update the amount that will be submitted for
payment on this payment form. For more information about how to use the template, refer to the
Instructions tab of the Microsoft Excel template.

Met payable Invoice pre-tax Retention release Prey
Remaining to allocate Remaining to allocate /
54777.06 54777.06 5000 50
E SCHEDULE OF
: LINE ITEMS
Actions v / IMENTS VALUES
@ Go to Schedule 1D

— /

& Sche. < This submission

Schedule = Contract = Description =| S =| CQuantity = Value = HReten
line item 1D line item 1D

For information about importing, see "Imports and exports" on page 105.
Line items tab

The Line items tab for a payment form shows the line items that are paid with the payment form. With
any invoice, it is important to pay on the correct line items of your contract that you are being invoiced
for. If for some reason you or your team receive an invoice that has line items on it that are not on the
contract, you must verify that these charges are in fact correct. You will then need to determine if your
company's policy on change orders should be followed.

After you submit a payment form, the Line items tab is a snapshot of the values at the time of sub-
mittal.

Overview — Payment Form — Line Items Tab

Overview — Payment Form — Line Items Tab

Details Provides detailed information for the line items added to the payment form.
This sub- The total net amount and quantity allocated for this payment form. When you enter
mission the Net amount, the Quantity, Tax, and Retention are automatically calculated. The

tax column calculates a proportional estimate of the line item taxes based on the
taxes received in the purchase order response or manually uploaded via a Logic
Apps file, and whether the tax type should calculate on net price or gross amount.
These taxes are shown as a total and hovering over the information icon shows the
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individual taxes. When the payment form is for retention release, you can enter the
value in the Retention release column. See "Payment form submittal" on page 304
for information about submitting payment forms.

Pending sub-  The total amount and quantity allocated to this line for pending payment forms.
missions

Previous sub-  The total net amount and quantity allocated to this line item from previously sub-
missions mitted payment forms.

Current total Calculates the total quantity and net amount allocated to the line item from all pay-
ment forms (previous and current) on the contract, along with the percentage of the
total line item amount that has been allocated.

Remaining Calculates the total quantity, amount, and retention release remaining for this line in
the payment form.

Pull from Lets you pull items from the Payment form Schedule of values tab into the line

schedule items items. The values on the Line items page are overwritten. A warning message indic-
ates that values in the line items will be overwritten. When you click Yes, the values
from the Schedule of values page overwrite the values on the Line items page. If
there are no values on the Schedule of values page, Contract sets the quantity and net
price to 0.00. Any value or line item that is not associated to schedule items is
removed.

ooooo g

You can use the arrows in the column headers to collapse or expand the section. Multiple sections can
be collapsed. The first section, which includes the line item ID, description, and WBS, cannot be col-
lapsed. You can click the double arrow in the first section to collapse the rest of the sections.

‘‘‘‘‘‘‘

Detais
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You can rearrange the columns within a section using the Column Selector Builder. To open the
Column Selector Builder, click the Manage columns icon. The Available columns section shows all
columns that are available for each section. To add a selection or column, select it, and then move it to
the Selected Columns section. To remove a section or column, select it, and then move it to the Avail-
able columns section. Click Save to apply the changes. You can also rearrange sections from the
Column Selector Builder dialog box. To move a section, select it, and then use the arrows to move the
section up or down. You cannot add columns to the first section in the grid. You cannot move columns
between sections.

Column Selector Builder

Reset to default

Pull items from schedule of values

You can pull items from the Payment form Schedule of values tab into the line items. When you click
the Pull from schedule items button, the values on the Line items page are overwritten.

A warning message indicates that values in the line items will be overwritten. If there are no values on
the Schedule of values page, Contract sets the quantity and net price to 0.00. Any value or line item
that is not associated to schedule items is removed.

Pull items from schedule of values
You can pull in schedule of value items to the line items page to update line item values.

The values from the Schedule of values page overwrite the values on the Line items page. If there are
no values on the Schedule of values page, Contract sets the quantity and net price to 0.00. Any value or
line item that is not associated to a schedule item is removed. The Pull from schedule items button is
enabled if any of the schedule items have a Contract line item ID. When the line item ID is blank on all
schedule of value items, the Pull from schedule items button is disabled, and you cannot pull items
from the schedule of values.

1. From the payment form Line items page, click Pull from schedule items. A message warning that
the values in the line items will be overwritten is shown.
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2. Click Yes. The values from the Schedule of values page overwrite the values on the Line items
page.

Import and export Line items

You can use the payment form Line items template to quickly add line items and then import them to a
payment form. Use the template to update the amount that will be submitted for payment on this pay-
ment form. For more information about how to use the template, refer to the Instructions tab of the
Microsoft Excel template.

MNet payable Invoice pre-tax Retention release y Previou
Remaining to allocate Remaining to allocate /

5 0.000 5 0.000 50.000 5 0.00
tions v ’ SCHEDULE OF LINE FTEMS
T ( 3 VALUES
® y

F
|

& | Detaiy
V 4

D Line item 1D = Description = WBS = O = Taxamount — Gross — Raeti

amount (%)

For information about importing, see "Imports and exports" on page 105.
Payment forms register

When you are on a payment form record, you can go back to the payment forms register page, by click-
ing on the Contract title in the breadcrumbs.

On the Payment forms register, you can check the status of all the payment forms on the contract. The
Unassigned invoices field in the toolbar shows the total amount of invoices from the Invoices register
that have been assigned to the contract but have not yet been added to a payment form in the contract.
The totals bar shows the sums of the Current gross, Retention, Net earned, Back charge amount, Tax,

and Net Payable columns. The active project tax types show in columns on the Payment form register.
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Contracts 2 usb s
Actions ¥ HEADER LINE ITEMS VENDOR CHANGE
ORDER LOG
(] Payment form ID Description Current gro... Retentiol
O 0002 Payment form 2 $0.00 $0.00
O 0001 Invoice 1complete $ 7.500.00 $0.00
Totals $ 7,500.00 $0.00

To make scrolling through a large number of payment forms easier, you can click the Export icon to
export the information on the Payment Form register to a Microsoft Excel spreadsheet.

From the Contract Line Items tab, you can change the Viewset to Payment forms and the Payment
forms data block appears, so you can see how much of each line item has been submitted for payment.

Edit payment forms from the Payment forms register

Users with the Edit payment progress permission can edit payment forms from the Payment forms
register.

Edit payment forms from the register

Edit one or more payment forms when you must make changes to the payment to keep Contract in sync
with an ERP system.

You can make changes to the Payment form status, Record ID, Record status, and Notes fields only.
Changes made on the Payment forms tab affect the Payment forms tab only. They do not affect the
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Payment progress tab. When you edit the Payment form tab, no APIs are triggered, so duplicate items
are not created and submitted to the ERP system.

1. Select up to 10 forms, and then click the Edit icon. The Edit payment form slide-put panel opens.

SCHEDULE OF VALUES - VENDOR CHANGE su
Actions v
ADER LINE ITEMS 'SCHEDULE OF VALUES e SRDERTDE BACK CHARGES PAYMENT FORMS PAYMENT PROGRESS 5t
® ®

PaymentformID =  Description = Cument. = Retenti. = Netear. = Backc. = USTax Tax = Netpay. = Paymentformst. = Approval status =

8 0

0003 0003 - Inv 20120 $1432200  $0.00 $1432200 $0.00 $000  $0.00 $1432200 Submitted Approved =
0002 0002 - Inv 20059 $2781035 $000 $2781035 $0.00 $000  $000 $2781035 Submitted Approved

o
o

2. Make changes to the Payment form status, Record ID, Record status, and Notes fields for each
payment form.

0001 0001 - Inv 19981 $413828. s0.00 $413828. $0.00 $000  s000 $413828 Submitted Approved

Edit payment form

Notes 500

sssssssssssssssssssssssssssssss

Notes 50

3. Click Save.
The changes are recorded on the Administrative notes tab of the Notes slide-out panel.
Delete a payment form

You can delete a payment form when it is not needed or has been entered in error. Payment forms can-
not be deleted if they have been submitted and posted, that is, the payment form has been assigned a
document ID by the ERP system.

Delete a payment form

Summary: Delete a payment form when you have no plans to submit the form and no longer want it to
show in the Payment forms register.

Considerations: The payment form cannot have been submitted and posted.
1. From the Payment forms register, select the payment form you want to delete.

2. Click the Delete payment form icon.
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3. Click the Yes button in the confirmation box. The payment form is removed from the register.

What's next: You can view a note indicating that the payment form has been deleted in the Admin-
istrative Notes tab of the Payment form register's notes panel.

Generate a payment form document

You can generate a payment form document from selected templates. The templates are specific to pay-
ment forms and are configured in the project settings.

Generate a payment form

Generate a payment form when you want a document that has more information than what is supplied
in the payment form download. Payment form documents are saved in the Payment forms Supporting
documents tab.

You must have templates with the template type Payment Form. If no templates of this type are avail-
able, you can click the Settings icon in the payment forms wizard to go to the Contract templates page
of the project settings to add templates.

1. From any page in a payment form, expand the Actions menu, and then select Generate Payment
form. The Payment forms wizard opens.

2. Select the Payment form templates you want to use from the Available templates column and
move them to the Selected templates column.

nnnnnnnnnnnnnnnnnnnnnnnnn

Select payment form templates Contract template details

Use the up and down arrows to the right of the Selected templates column to change the order of
the templates, if needed.

3. In the Contract template details section, choose one of the following in the Generate document as
field:
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¢ Individual documents to get a separate PDF or template file type document for each tem-
plate you selected.

e Merged document (PDF only) to merge the templates into a single PDF document.

4. Use the toggle to indicate whether to save the contract document in the Supporting documents
tab for the payment form. If you choose to save in the Supporting documents tab, add the name
of the document.

5. Select the watermark text. If the organization-level settings require a watermark and the end
watermark event has not occurred, the Select watermark stamp field is required. If the end water-
mark event has occurred, the watermark is optional.

6. Click Next. The Review templates page shows the templates in the order you selected them.

7. Choose the template you want to review from the Review templates list. The template tags show
as fields in the display area. The message, "No general tags found in this template" in the display
area can indicate that the table consists of only collection tags. If the Allow users to edit the doc-
ument during creation toggle in the template details is set to No, the fields on the Review page
are disabled.

The Review templates dialog box lets you edit or add information to the fields that populate the
document after it is generated. Any field that is blank is not added to the document, and you can-
not add information later.

8. Make changes and additions to the payment form information. Use the Review templates list to
select the next template, and then make changes. Changing data in Review contract fields updates
the data published in the contract document but does not update the data field in Contract.

9. After you have reviewed all changes, you can click Preview document to see a preview of your
document. The preview opens in a separate window with the tags filled in. If you used collection
tables in any of your templates, you can view them in the preview document. The content of the
preview varies as follows:

e If you selected Download as a PDF document when you generated the document, the pre-
view contains all the templates in the order you specified.

¢ If you selected Download as individual documents when you generated the document, the
preview contains only the template that showed when you clicked Preview document. You
can preview other documents by selecting the file from the Review templates list, and then
clicking preview document.

10. Click Finish. If you created a merged document, Contract writer downloads a PDF that includes
all the templates. If you created individual documents, Contract writer downloads a PDF or ori-
ginal file type for the selected template only.
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If you chose to save the document to the Supporting documents tab, the document is saved to the Pay-
ment forms Supporting documents tab with type Payment request. It is not saved to the project- and
contract-level Supporting documents tabs.

Payment form download

From the Payment form record, you can download a PDF summary of your payment form, which
includes the following information:

¢ Summary information

e Contract number, current value and work completed dates
¢ Gross amount this request

¢ Net amount this request

e Net payable this request

e Line items

e Back charges

¢ Invoice attachment

¢ List of supporting documents

e Approvers

Downloading a PDF version of your payment form allows you to see how the payment form will look
for Accounts Payable and gives you an opportunity to verify the Gross amount this request amount
matches the Invoice amount (pretax).

To download the PDF, click on the Download payment form as PDF icon on the right toolbar.
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Payment form submittal

The process for submitting your payment form depends on whether you have an approval workflow set
up on your project or contract level Workflow Assignments tab. See "Workflow Assignments" on
page 78 for more information on how to set up an approval workflow.)

When you are ready to submit a payment form, you must update the columns in the This submission
section of the line items tab for the payment form.

e If you are submitting a payment form with a standard invoice, update the value in the Quantity or
Net price column for the line item.

e [fyou are submitting a payment form with a retention release invoice, update the value in the
Retention release column for the line item.

VIDEO | Retention Release via Payment Form

After the payment form is submitted, Contract saves and stores snapshots of the Schedule of values and
Line items tabs, so you can see the values at the time of submission. These values can help you track
progress.

After the payment form has been submitted and posted, you can no longer delete an invoice attachment
or the payment form.

Submittal without Workflow Assignments

If your company has not enabled workflow assignments, the submittal process is managed from the Pay-
ment form status drop-down list on your payment form record. From the drop-down list, you can keep
track of the payment form’s status by selecting either New, In Review, Submitted, or Dropped.

Percentage complete Payment form status

3.00%

=]

Selecting Submitted will send the payment form automatically to your ERP (Accounts Payable) system
for processing. Once submitted, you cannot recall the payment form, and you can no longer make
changes the form.

Submittal with Workflow Assignments

Note that even before starting the approval process, you still have access to the Payment form status
drop-down list, but it is limited to only the New, In Review, and Dropped options.

This allows you to track the progress of the payment form prior to sending it off for approval.
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With workflow assignments enabled for your payment forms, once your payment form’s invoice
amount is allocated to your contract line items, submittal of your payment form begins by clicking the
Save and start approval button, located next to the Save button on the top right of the page.

After you click on the Save and start approval, the following occurs:

¢ Email notification is sent to the first approver in the workflow assignments specified for your pro-
ject or contract. The default payment form downloads as the cover letter. If no payment form is
marked as a default, Contract uses the standard payment letter provided with the product.

[QA19.9] Pay t form 0002 - Payment form 2 for Project 103442 & Contract 7200000789

e The approver can view the payment form by clicking the appropriate link within the email

e When you start the approval process and you are the first approver in the approval workflow, the
first step of the workflow is automatically approved, and continues with the next step, if applic-
able. If you are the only step in the approval, you receive a second email confirming the new
issue has been approved.

e Any invoices that were attached to the payment form are added to the attachment

¢ Once reviewed, the approver can approve or reject the payment form by clicking on the appro-
priate link within the email

e Once approved, the next approver receives email notification to view and approve or reject the
payment form

e When the final approver approves the payment form, it is sent automatically to the ERP system
(Accounts Payable) for processing.

Once submitted, you cannot recall the payment form, and you can no longer make changes to the form.
At any time during the approval process, you can:

¢ Recall the payment form. You do this by clicking on the Save and recall approval button on the
payment form record

e Check which workflow step the payment form is on by hovering over the three blue dots
Approval status
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Payment form status Approval status

N
vew In approval -Final step
New v n approval - FmaIEI

T o

Auto submission fails when the retention on a line item across payment forms is more than the total
retention withheld.

Overpayment tolerance

When you attempt to overpay a line item, Contract shows notifications and acts according to settings
for the contract type set at the organization level.

The contract type configuration setup (organization > Settings > Contract > Configurations > Contract
type configuration setup) has an Allow overpayment of line items toggle for each contract type. When
the toggle is set to No, overpayment of line items is not allowed. When the toggle is set to Yes, over-
payment is allowed with either unlimited overpayment or with a maximum percentage of overpayment
tolerance.

When the toggle is set to No and you try to submit a payment form, either through workflow or manu-
ally, that exceeds the amount of the line item, a red warning message shows, and the form is not sub-
mitted.

When the Allow overpayment online items toggle is set to Yes, and you have entered a percentage
instead of checking the Unlimited check box, Contract validates that the total of all submitted payment
forms does not exceed the overpayment percentage before submitting the form. A red warning icon is
shown on the Line items tab of the payment form. If the project is set up for auto submission, the pay-
ment form is not submitted.

When multiple payment forms are submitted on a line item, and one of the payment forms changes the
overpayment calculation to exceed the overpayment tolerance, auto submission of the form fails, even
if it had been approved. For example, if the overpayment maximum percentage is set to 25% and the
line item is $1000, the overpayment tolerance is $250 for a total of $1250. If you send a payment form
through workflow for $750, it is under the $1000 and, if approved, can be submitted. However, if
another payment form for $750 had already been sent through workflow, and your payment form is
approved, it is not submitted because the total paid is $1500 and exceeds the overpayment tolerance.

Contract sends an email to let you know the submission failed due to the overpayment tolerance.
Supporting documents tab

The Supporting documents tab contains all the documentation for a payment form in a single location
so you can view documents in one place. You can add a new supporting document, a document from
the Supporting documents list, or a document from InEight Document.

Documents added directly in the Payment for Supporting documents tab do not show in the main Sup-
porting Documents register by default. If you want them to show in the main register, you can add
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them there and then associate them to a payment form by adding a document from the supporting doc-
ument list.

See "Supporting Documents" on page 210 for more information about how to add and approve sup-
porting documents.

View a supporting document

To view a supporting document, click the link in the File/Link column of the Supporting documents
register. The document opens a preview in a new tab, so you can view the pages of the document and
then decide if you want to download it to your workstation. You can use the Previous and Next buttons
to view all pages.

HistoricalWeatherRecord_2023-April-05
Previous | PageNo:1 /1 Next

Historical Weather Record

Omaha, Nebraska, 68114, United States Of America, Lat. 41.2656 , Lon. -96.0493

(UTC-06:00) Central Time (US & Canada)

Selected Range:  Date: Time: Date: Time:

From: 04/0512023 12:30 AM To: 0410512023 11:30 PM

Precipitation

Close [ pownload ite |
‘ontract Main.v23.4.20230410.01

To download the document to your workstation, click Download file.
Send payment form documents for eSignature via DocuSign

When a project is integrated with DocuSign, you can send a payment form document DocuSign for an
eSignature.

DocuSign tags can be embedded in a payment form supporting document. The DocuSign tags cor-
respond to DocuSign recipients configured in the project setting sand project contacts.

See "Contract Writer" on page 219 for information about sending documents for eSignature via
DocuSign. See "Organization settings" on page 31 for information about using tags.

Create forms or mail in InEight Document

If a project is associated with Document, you can create a form or mail item from a payment form.
Document saves the form or mail and creates a link in the Supporting documents tab.

Single-sign on is available for Contract to Document features, such as creating mail or a form. When
you use one of these features, the Document sign-on page opens, and you can enter your credentials.
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This creates a sign-on token that lets you remain signed in until the session ends. The first time you
sign in to Document, a black secondary window and the Document Home window also open. You can
close these windows. Single sign-on is activated, and they are not shown again.

Creating forms or mail is initiated from the Actions menu. If Actions > Create document > Form or
Mail is inactive, you can select the Settings (cogwheel) icon in the Actions menu to set up integration
with Document.

Create a form in Document

You can create a Client RFI or Request For Information form in Document and add it to the Supporting
documents for the payment form in a single procedure.

1. From the Details page go to Actions > Create document, and then select Form.

2. If you are not already signed into Document, use your credentials to sign into InEight Document.

)

User ID

DOCUMENT

"=~ TeamBinder

Company ID
Password
+ Remember Login User ID & Company ID

Multiple Accounts? Login via Profile

English | Frangais | Italiano | Espaiol | (&6 | Farsi

Contact Support +1(800) 801 1426

Bookmark This Page | Forgot your password?

A sign-in token is created that lets you remain signed in to Document until the session ends. If
this is the first time you are signing in to Document from Contract, a black secondary window
and the Document Home window are shown. After you close these windows, single sign-on
(SSO) to Document is activated, and they are not shown again.

3. The Create new form dialog box opens. Select the form type, and then click Next. The Request
for information window opens in Document.

4. Complete the form, and then select the users for distribution of your form. A success message is
shown and a link to the form is added to the Add supporting documents dialog box.

5. Click Add to add the form as a supporting document.

Create mail in Document

You can create a mail item in Document and add it to the Supporting documents for the payment form
in a single procedure.
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1. From the Details page go to Actions > Create document > Mail.
2. If you are not already signed into Document, use your credentials to sign into InEight Document.

)

User ID

DOCUMENT

"=~ TeamBinder

Company ID
Password
/ Remember Login User ID & Company 1D

Multiple Accounts? Login via Profile

English | Frangais | Italiano | Espaiol | (&6 | Farsi

Contact Support +1(800) 801 1426

Bookmark This Page | Forgot your password?

3. The Create Document Mail dialog box opens. Select the mail type from the list defined in Docu-
ment that are specific to the project's mail type, and then click Next.

X

Create Document Mail

o Select Mail type

Select the Mail type to be created. Upon clicking the ‘Create’ button, you will be taken to InEight Document to create the mail
*Mail type

Change Order

Change Order Response
Formal Letter
General Correspondence
IDF Response

Issue Document tation Form

4. Optionally add an attachment. If you selected documents on the Supporting documents page
before you started the action, they are automatically included.

e To add an attachment from the Supporting documents tab, click Next. The Select doc-
uments dialog box opens. You can choose documents from the Supporting documents tab

with the Document source My computer. After you attach the documents, click Create. The
Mail module opens in Document with your attachments included.

e To add an attachment in Document, click Create. The Mail module opens in Document.

Click Attach files > Attach Documents, where you can search for the document. After you
select a document, click Save.

e To send mail without an attachment, click Create. The Mail module in Document opens.

5. Enter information in the To and Subject fields. The other fields on the page are optional. Enter or
update the fields as needed for the mail message, and then click Send. A summary page opens.
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6. Edit links and notes, if needed. The mail is added in Document.

7. Close the Document window. You are then prompted to add the mail as a supporting document
in Contract. The document type defaults to Correspondence but can be changed.

8. Click Save to save the mail to the Supporting documents page.

Payment claims

The Payment claims module lets you manage payment claims from Contract. The payment claims func-
tion can be used when you are required to certify a vendor's claim of work in advance of receiving an
invoice or before the payment form is created. The payment claims functionality also can be used when
you want to create payment forms based on the schedule of values for the project instead of line items.
After a schedule item is associated to a payment claim, and you certify the claim, you can convert the
schedule item to a payment form.

The contract must have a schedule of values to use payment claims. You can add an existing or new
schedule items to the payment claim.

Payment claim dates

The payment claims function uses a series of dates scheduled based on your monthly payment claim
due date. Each date represents a requirement that you or your vendor must meet to ensure that the
vendor invoices match the work completed. You can configure up to 10 dates.

The Payment claims details and the Payment claims register show scheduled payment claim dates and
actual claim dates. You enter the date that scheduled event was completed. The Created date, Sub-
mission date, and Certification date are always required. The Created date is generated by the system
when you create the payment claim. The Certification date is generated when you set the Payment
claim status to Certified. You must enter the actual date for any remaining dates.

For information about configuring scheduled dates, see "Payment claims configuration" on page 55 at
the organization level and "Payment claims configuration" on page 75 at the project level.

Invoices

You can add new or existing invoices to the payment claim. All invoices must be added before the
claim is certified.

Supporting documents

You can add supporting documents to the payment claim. All supporting documents must be added
before the claim is certified.

Page 310 of 341 InEight Inc. | Release 25.5



Contract User Guide Payment claims

Payment claims register

The Payment claims register lets you see a summary of all payment claims in a project or contract. Con-
tract has Payment claims tabs at both the project and contract levels.

The column chooser shows only the dates set to Active in the settings.

Actions v f:;

|: ContractID = PaymentclaimID = Payment claim number =  Payment claim status =  Work completed from =  Work completedto = | Description
(] 1400006859 0004 akol Certified 09/22/2023 09/29/2023

I_] 300073561 (L] testl New 091872023 049/ 28/ 2023

|_] TADDDDEESS 0003 New 091472023 091472023

|_| TADDO0ERE oog1 New 09072023 0 247 2023

[0  140DO0GESS 0002 New 0901/ 2023 0914/ 2023

D [ A0DODEERST Qoo Carmified 09/01,/2023 09/04/ 2023

|:| 30007 3533 Lk} New 08/0272023 0822/ 2023

You can add a payment claim from the Payment claims register at both the project and contract levels.
Add a payment claim

Summary: Add a payment claim when you want to track communication dates with a vendor, to show
agreement on the work done and the amount to be invoiced.

Considerations: You must have a schedule of values and payment claims configured for the project.
Quick steps:

1. From the Payment claims register, click the Add payment claim icon. The Add payment claim
dialog box opens.

2. Enter the payment claim information, including the description and work completed from and
work completed to dates. If you added the claim at the project level, you must assign a contract.
If you added a claim at the contract level, the claim is automatically assigned to that contract.
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Add payment claim

Contract User Guide

*Contract

*Description

*Claim ID

*Work completed from

month/day/year

Date of request/claim

10/19/2023

Alternate payment claim ID

*Work completed to

month/day/year

‘ Cancel

3. Click Add to add one claim. Click Add and new if you want to add additional claims. The claim

is added to the Payment claims register.

What's next: You can add comments and the scheduled dates on the Details tab. You can also add
schedule of values items, invoices, and supporting documents on their respective tabs.
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Import payment claims

A convenient way to add payment claims is to import them using a payment claims import template.
Contract provides an import template that you can use to enter payment claims in bulk. To import pay-
ment claims, click the Import data from template icon on the project level Payment claims register.

MASTER VENDOR CHANGE SUPPORTING

CONTRACTS AGREEMENTS ORDERS DOCUMENTS PAYMENT CLAIMS
Actions b {D
I'_l ContractiD = PaymentclaimiD = Paymentclaim status = Work completed from = Work completedte = | Description = Payn
[ 7200007015 0003 New 10/19/2023 10/17/2023 Claim 1019
|: TADQDDTO 5 Qoo New 10/19/2023 101772023 Claim 1019
[] 1740000700 D002 Certified 10/18/2023 10/18/2023 No sov
M 40000700 5 o001 MNew 10/18/2023 10/20/ 2023 pel

For more information about importing, see "Imports and exports" on page 105.

After importing, you receive an email listing status, the total payment claims, the total imported, and
number of errors. If the status is pending, click the Review data link to see the payment claims that
have completed and those with errors. You can correct the lines with errors from the Import history
grid, select them, and then click Import to continue with the import process. The import is reprocessed,
and Contract sends you an email when the import is completed.

Payment claim details

The payment claim Details tab lets you view a summary of values, add and manage payment claim
dates, and add comments, and update the status.
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Requested value

S 0.00000

Actions A

Certified value Delta/Variations

$ 0.00000 $ 0.00000 o

Payment claim details

Contract User Guide
SCHEDULE OF
DETAILS VALUES

Payment claim I0: 0001
Created by: an 10

*Descriphion

Steel structure

*Payment claim 1D

*Work completed from

10/05/2023

Date of payment claim

10/20/2023

o Comments

&

Alternate payment claim 1D

X¥Z payment claim

"Work completed to

10/19/2023

I ™ S

1 Header val-
ues

2 Payment
claim status

3 Payment
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The value of the payment claim. Values are read from the schedule of values for

the claim.

The current status of the payment claim. When you are ready to certify the
claim, you can set this value to Certified. The Certified by fields shows the per-
son who certified the claim. The Certified on field shows the date the claim was

certified.

The scheduled dates configured in the settings for claims in this project. The grid
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I

claim dates  shows all dates that are set to Active and Default in the settings. If the Allow
users to edit dates in a payment claim toggle in the Payment claim configuration
at the project level (project > Settings > Contract > Configurations > Payment
claim configuration) is set to Yes, you can add dates or remove dates except for
the submission and the certification dates.

4 Comments A text box for comments. You can continue to add comments after the claim is
certified.

Manage claim dates

The dates shown in the Payment Claim Dates section of the Details page were configured in the organ-
ization and project settings. You can add or remove dates to align with your business needs. You can
also enter the actual dates for dates other than the Created date, Certified date, and Submission date,
which are system generated.

Add a payment date
Summary: Add a payment date when you need additional dates for your business needs.

Considerations: Only dates that are set to Active in the settings are available. The toggle for Allow
users to edit dates in a payment claim in the Payment claim configuration at the project level (project >
Settings > Contract > Configurations > Payment claim configuration) must be set to Yes.

Quick steps:

1. Click Add payment claim in the Payment Claim Dates section of the Details page. The Add pay-
ment claim dialog box opens.
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Add payment claim date

Avallable payment claim dates

Scheduled date

Subrmission date
Certification date
Payment date
testing 1

testing 2

Date name 3

® 0 0 6 6 O

Selected payment claim dates

2. Click the Add icon next to the dates you want to add. The dates show in the Selected payment
claim dates box.

3. Click Add. The dates are added to the Payment Claim Dates grid.
4. Click Save.

What's next: When the requirements for a date has been met, you can add the actual date to the grid.
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Update a payment date
Summary: Update the payment date when the communication for the date has been completed.
Considerations: The Created date, Submission date, and Certification date are generated automatically.
Quick steps:
1. Click the Actual date field for the scheduled date.

Paym ent C|a| m Dates @ Add payment claim date

Dates Schedule date Actual dates

*Created date 10/20/2023
*Submission date 10/10/2023 @
*Certification date 10/27/2023 @

@) *Payment date 10/30/2023 month/day/yearjill lg]

@ payment claim 1 11/14/2023

2. Use the calendar toggle or manually enter the actual date.
3. Click Save.
Remove a payment date
Summary: Remove a payment date when it is not needed for the payment claim.

Considerations: You cannot remove the Created date, Submission date, or the Certification Date. The
toggle in the Payment claim configuration at the project level for Allow users to edit dates in a payment
claim(project > Settings > Contract > Configurations > Payment claim configuration) must be set to
Yes.

Quick steps:
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1. In the Payment Claim Dates section, click the Delete icon next to the payment.

2. Click Save. The payment date is removed from the list.

Schedule of values

The Payment claims function has its own schedule of values page. You can add a schedule item to the
payment claim, so the payment claim is associated to work on the project. After the payment claim is
certified, you can convert the schedule item to a payment form instead of having to create the payment
form from a line item. You can also convert a certified payment claim to a contract claim without leav-
ing the Schedule of values page.

Schedule of values register

The schedule of values register for payment claims includes the following sections:

Schedule Shows schedule item details from the contract's schedule of values.

items

Summary Lets you track the contract and component progress claims on existing schedule of
progress values items. The Quantity claimed is the contract quantity claimed plus the com-

ponent progress quantity claimed. The Value claimed is the contract value claimed
plus the component progress value claimed. When you add a schedule of values from
the Payment claims Schedule of values page, these fields are zero.

Previous cer- Shows the quantity and value of the schedule item that have already been certified.
tification

Vendor sub-  Lets you enter quantities, values, and percent complete information that were sub-
mission mitted by the vendor outside of InEight. You can also import Vendor submission val-
ues.

Certification  Lets you update the quantity, value, and percent complete that are to be certified. To
save time and reduce entry errors, you can click the Copy Vendor Submission button
to copy the information from the Vendor Submission section into the Certification sec-
tion. If the Schedule item ID is New, you cannot certify if the quantity is greater than
0.

Current total ~ The current quantity and value of the schedule item.

Remaining The quantity and value left to claim in the schedule item.
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After you certify a payment claim, the Schedule of values tab is a snapshot of the values at the time of
the claim.

Add an existing schedule item

Summary: Add an existing schedule of values item when you want to associate a known schedule item
to a payment claim.

Quick steps:

1. From the payment claims Schedule of values register, click the Add icon, and then select Add
existing schedule of value. The Add schedule item dialog box opens.

The dialog box shows a list of all schedule of values items that are available for the payment
claim. You can use the column filters to help you narrow the list. Date fields in the dialog box let
you filter the Schedule item and Summary progress columns to show the values of a specific date
range. Click the Calendar picker icon to quickly enter dates for a range such as To date or Cur-

rent week.
X
Add schedule item
os/01/2025 B 1 0510272025 |’j| Search Q
[] Scheduleit. = Description = LineitemiD = WBSCode = Vauerem. = %Complete = Summay. = Summay. = Custo. = Custo. = Listl = Lst2 = Listed
[mpEs $20000 0.00% 0.0000 $0.000 .
0 s $200.000 000% 00000 $0000
0 s $100.000 0.00% 00000 $0.000
o $0.000 0.00% 00000 $0.000
[mpE) 0001 $100.000 000% 00000 $0000
0o $20000 0.00% 00000 $0.000
[mBRH $300.000 0.00% 00000 $0000
[mpRH] $20.000 000% 00000 $0000
[mJRH] $300.000 0.00% 00000 $0000
[mRY $20.000 0.00% 00000 $0.000

4 >
Totals: 11 Selected: 0 View selected Clear selection

Cancel

2. Select one or more schedule items.

3. Click Add. The are added to the Schedule of values register.
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What's next: The values in the Summary progress section of the Payment claim Schedule of values
register reflect all progress to date. When you change the date range on the Payment claim Schedule of
values register, the Summary progress section is updated.

Add a new schedule item
Summary: Add a new schedule of values item when an existing item does not exist.

Considerations: New items are added with a schedule item ID of New. You cannot certify a claim if the
schedule item ID is New and the quantity in the Certification section is not 0. New schedule of value
items cannot be added to payment forms.

Quick steps:

1. From the Schedule of values register, click the Add icon, and then select Add new schedule of
value. The Add schedule item dialog box opens.

2. Select a contract line item ID, and then enter the schedule item information. A description and
unit of measure are required.

3. Click Add. The item is added to the Schedule of values register with a schedule item ID of New.

What's next: To assign a schedule item ID, you must associate the schedule item to a vendor change
order and then execute the vendor change order. After the vendor change order is executed, the sched-
ule item gets an ID, and you can then add it to a payment form or certify the claim.

Convert a schedule item to a vendor change order

Summary: Convert a schedule of values to a vendor change order when you and the vendor agree that
the schedule item represents a new scope of work.

Considerations: If you convert to an existing vendor change order, the selected schedule items over-
write any existing schedule of value items on the vendor change order.

Quick steps:

1. From the Schedule of values register, select a schedule item, and then click the Convert schedule
of value icon.
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Requested value Certified value Delta/Variations

$ 0.00000 $ 0.00000 $ 0.00000

Actions v ® 4 )

Convert to accrual/receipt Schedule items
Schedule = Description Convert to Payment Form Schedule = UoM
item ID quantity

Convert to vendor change order

1 Steel materials 1 5.000 Ea

2. Select Convert to vendor change order. The Associate schedule item dialog box opens.
3. Indicate whether to associate the schedule item to a new or existing schedule item.
4. Complete the vendor change order information.
* When converting to an existing vendor change order, enter the vendor change order ID.

e When converting to a new vendor change order, enter the vendor change order details,
vendor change order number, description and vendor change order type are required.

5. Click Save.
Convert a certified payment claim to a contract claim

VIDEQO | Converting Payment Claims to Contract Claims

Summary: You can convert a certified payment claim to a contract claim from the payment claim sched-
ule of values page to take advantage of a single entry of values.

Considerations: The payment claim must be certified. The schedule item's Hide in Plan and progress
check box must be selected. If the check box is not selected, the schedule items are not available for
contract claims.
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1. From the payment claim schedule of values page, select one or more schedule items.

2. Click the Convert schedule of value icon, and then select Convert to contract claim. The Update
contract claim for below schedule of value items dialog box opens.

Update contract claim for below schedule of value items

The Posted date field defaults to the date the claim was certified. You can edit the date as
needed.

3. Optionally, click Add schedule item to add more schedule items to the claim. The Add schedule
items dialog box opens, where you can select and add schedule items to the contract claim.

4. Click the Claim button to claim the schedule items.

The columns in the Summary progress section of the contract schedule of values are updated with the
claim information.

Percent complete claiming

The % Complete columns in the Vendor Submission and Certification section show the percentage of
the schedule item that has been claimed. The % Complete values are updated if any quantity or value
changes are made to the Schedule of values from the contract-level schedule of values or as part of a

vendor change order.

You can also manually enter % Complete column values. The Period Quantity and Value are used as
the source of truth if changes occur.

When a change is made to the Vendor submission Quantity or Value columns, Contract recalculates the
Vendor submission % Complete value as

( (Vendor submission value + Scheduled value) + (Previous certification value + Scheduled value) ) x
100

When a change is made to the Certified Quantity or Value columns, Contract recalculates the Certified
% Complete as
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(Previous certification value + Certification value) + Scheduled value) x 100

When a Schedule of value item is on multiple pending claims, a pending uncertified claim warning
shows in the Schedule ID column. The icon shows so that you can be aware that totals for the schedule
of values item will change.

Certification

When you and the vendor have agreed on a payment amount, you can certify the payment claim. You
must certify a claim before you can convert a schedule item to a payment form. After the payment is
certified, you might have a certain number of days to make the payment, depending on your business
practices and local laws.

Approval workflow

If workflow is configured for the payment claim, the claim must be approved before it can be certified.
To start the approval workflow, click Save and start approval on the payment claim Details page.

Certify a payment claim

To certify a payment claim, select Certified from the Payment claim status drop-down menu in the Pay-
ment claims header. The Certification Actual date is updated on the Details page and on the Payment
claims register.

SCHEDULE OF

WALLUES

Requested value Certified value Delta/Variations
$0.00000 $0.00000 $ 0.00000

DETAILS
Actions ¥ ® B ® E

After the payment claim is certified, the claim becomes locked, and you can edit only the Comments
field on the Details page. Contract also saves and stores snapshots of the Payment claim Schedule of
values and Line items tabs, so you can see the values at the time of certification. These values can help
you track progress.
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Convert to a payment form

After the claim is certified, you can convert the payment claim to a payment form, so you can start
your internal payment process. The conversion lets you base the payment form on the schedule of val-
ues instead of a line item. A payment claim can be associated with only one payment form, and a pay-
ment form can be associated with only one payment claim.

Convert to a payment form

Summary: After a payment claim is certified, you can convert the schedule items to a payment form.
Converting from the schedule of values lets you create a payment form that reflects the work you and
the vendor have agreed upon rather than a line item.

Considerations: The payment claim must be certified. All schedule of value items are used in the pay-
ment form regardless of what is selected. If workflow is configured for approving payment forms, the
payment form must go through workflow.

Quick steps:

1. From the payment claim Schedule of values page, select a schedule item, and then click the Con-
vert schedule of value icon.

2. Select Convert to Payment Form. The Convert to Payment Form dialog box opens.
3. Enter the payment form details, and then click Next.

4. Optionally, select the applicable invoices to convert to the payment form, and then click Next. By
default, all invoices are selected.

5. Optionally, select any of the supporting documents listed to convert to the payment form, and
then click Convert. The schedule of values is converted to a payment form. The certification val-
ues are now included in the Current total in the schedule of values register.

Payment Progress

Payment progress shows you the actual invoice payments once they are processed in your ERP system
or by your Accounts Payable department. As they are processed, ERP software syncs the information
back to InEight Contract, populating it in the Payment progress tab on your contract record for your
review. In a proxy ERP environment, you can update the Payment progress tab manually if the edit pro-
gress payment permission is assigned to your role.

HEADER LINE ITEMS ORDER LOG
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Payment Progress

Overview — Payment Progress Register

1
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15
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Invoice inform-
ation

Payment form
ID

Record ID
Record status
Posting date

Paid amount

Method

Check num-
ber/ACH

Date cashed

Withheld

Retention
released

Progress estim-
ate number

Billing period

Document year

Export

Shows the invoice information, including, the invoice total specified by the
vendor, the invoice tax amount from the ERP system or the proxy ERP, the
date of the invoice from the vendor, and the number of days the invoice has
been opened before payment.

The payment form ID associated with the payment.

The record ID associated with the payment.
The status of the record associated with the payment
The date the payment was posted.

The amount of the invoice paid by Accounts Payable. If you have a proxy
ERP, you can update this field manually.

What method was used for invoice payment. If you have a proxy ERP, you
can update this field manually.

The check or ACH number used for payment. If you have a proxy ERP, you
can update this field manually.

The date the check or payment was cashed. If you have a proxy ERP, you
can update this field manually.

The amount the invoice was withheld for retainage.

How much of retention was released. If you have a proxy ERP, you can
update this field manually.

The estimate number from InEight Progress

The billing period associated with the payment.

The year the payment took place. If you have a proxy ERP, the document
year is based on the Estimated posting date in the Payment form Invoices
Attachment register and is not updated when you update the value in the
Posting Date column. You can manually update the document year as
needed.

Lets you download a version of the Payment progress grid in a Microsoft
Excel spreadsheet.
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16 Notes Lets you view and add notes about the payment. The Notes panel has tabs
for contract notes, supporting document notes, and administrative notes. The
Administrative notes tab is updated when there is a change to the payment
form or the payment progress made by an administrator with Edit payment
progress permission.

17 Totals The total amounts of the Invoice totals, Paid amounts, Invoice net amount,
and Invoice tax amount columns.

WEMDA CHANGE

hotema ¥ HEADER LIE ITEW SCHEDULE OF VALUES S eu:u-;m:-(.ii maiarrmmm FORNES ”iigi "FORMES T FORMS HENT FORSE HT Fi)
erezste ditn i Recerd iD - Racord Fentbng dete Fasdl gl LI -

R deu et wrwes_ rrezste sl lrreaste Kt _ liresien Tan gy oan Parpmarni_ - [T

ADBOTYTE | §ATATH 00 5 AT TR SO0 som00 () WL [ ] QORI Paymesi Cea . NZITA0ER § ELRTE 500 T-AfP ACH Fig
4004159770 H 8515000 6815 000 gm0 () 10007 T ooz Q00T 81T Omburserrent . 1070633 SHEMIS000  C-Check- koo
AO0AEITE0} i 4T 558 500 AT S8 L0 § Q000 ﬂ-" (TR P o] [ [Tt O T Desbsmmerranl . 117HTH & &7 SaE S [ s ST

Torads w § VBB 000 B VEALRED 000 Eoa0n § V504D 00

If you have the permission EditPaymentProgress, you can edit the following fields from the Payment
progress register to keep Contract in sync with an ERP system:

e Record ID

e Record status

e Paid amount

e Method

¢ Check number/ACH
e Date cashed

e Retention released

Changes made on the Payment progress tab affect the payment progress tab only. They do not affect
the Payment forms tab.
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Pay when Paid

In some cases, the invoices may be posted, but the check or ACH does not go to the vendor right away
because the payment terms may say “pay when paid”. This means even though the invoice is pro-
cessed, the money is not sent to the vendor until the project is paid from the client/owner. Additionally,
one payment may reflect several invoices; this tab is a way to tie those together.
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Contract closeout

When a contract is deemed complete and all the work has been verified by onsite, or when all material
has been delivered and accounted for, you can close out your contract.
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InEight Contract Workflow — Contract Closeout

Bid Packages
Contract Setup Add
. (Documents, . Documents Contract
Create Bid . . Supporting
Details & Line Approval Approval
Package Documents
Items)
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B EE fdilestanes Add VCO Create Payment Form
219
13"! : Contract Payment Form Approval
w e
Qg’.i § Award VCO Approval
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518
313 =

p————

Estimate

Contract Closeout Overview

To make sure all items have been verified and closed out, you follow a closeout process located on the
Contract Closeout tab of your contract.

1ENT PROGRESS

From the Contract Closeout tab, you assign people to approve and verify that all the requirements of
the contract are fufilled.
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Contract Closeout Project Settings

Before you can initiate contract closeout, the setup of contract closeout needs to be completed in Pro-
ject settings. This setup consists of selecting what closeout sections you want to include in the closeout
process, and what questions you want in each closeout section. These will be the questions the person
doing the closeout will need to answer to consider each section of closeout complete. This setup will
typically be done by a project administrator.

The following steps walk you, as a project administrator, through setting up your contract closeout set-
tings.

Set Up Contract Closeout Settings

1. From the Project home page of the Steel Structure Training Job, click on the 15¢ level drop-down
menu and select Settings.

105091 (Steel Training Job) v setings v

| Favorite projects & organizations

105091 (teel Taining Job)

aaaaaaaaaaaaaaa

nnnnnnn

(#) pesin . Elen ‘Sporssh

4. Select the Contract closeout tab under Contracts.

¢ Under the Contract closeout section, you have the following default sections included on
your project:
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e You can remove any of these sections if they are not needed in your closeout process by
clicking on the minus sign

e Each section has a Questions link you can click on to decide what questions to include in
that section

5. Click on the Questions link for Engineering closeout.

Engineering closeout Cierre de ingenieria Questions \ @

¢ A slide out panel appears with two sections:

e Available questions — Contains a list of questions you can select from to include in your
selected closeout section

Assigned questions — Displays the closeout questions you have selected for the section
(This is blank because you haven’t selected any yet.)

X

6. Click the Add button next to each question you want to add.

* You can add as many as necessary as per the project’s requirements
e The questions show up under the Assigned questions section below

The questions you select from in Project settings are created in the Organizational settings by
your company’s designated administrative group. Your company should have a procedure for
requesting the addition of new questions for you to use on your projects.

7. Click Save.
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8. Follow these same steps to select questions for your other closeout sections.

¢ Once you have your questions set, they will populate for all new contracts

Contract Closeout Process

When your contract is closed, you can initiate the closeout process by reviewing and answering the clos-
eout sections you are responsible for. Once completed, you can Save and mark as complete. If your
company has an overall contract closeout process set up in your Project settings, you will Save and

send closeout request, and the person assigned to the closeout sectionwill be notified via email. Upon
completion the contract manager receives a notification email stating that the closeout section is com-
plete.

The following Step by Step walks you through the contract closeout process. Note that this Step by
Step assumes that setup of your contract closeout sections and questions has already occurred.

Contract Closeout Process

1. From the Contracts page of InEight Contract, select the Structural Steel contract used in previous
Step by Steps.

2. Select the Contract Closeout tab.

e You may need to click the side arrow to locate the tab

SUPPORTING

ASSISTANCE

3. On the Contract Closeout tab, click the Refresh checklist button. This will pull the information
from Project settings and refresh your Contract Closeout tab. You can refresh a checklist in a con-
tract if any questions have been updated in the project settings. Only checklists that have not
been started, are not completed, or are not recalled are refreshed.

CONTRACT CLOSEOUT >

SYNC LOG
= a

* Your closeout sections display in boxes as either Not Started or Not Applicable, depending
on what you set up in your project workflow

4. Select the Engineering section by clicking on the Engineering closeout box.

e The Engineering closeout page appears
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5. Answer the closeout questions for the Engineering closeout section, by selecting the appropriate
answers from the drop-down lists.

e You can add notes to further explain and clarify your responses

Engineering closeout questions

¢ On the left hand side of the page, you have the Scheduled Closeout Date and Forecasted
Closeout Date

Engineering closeout

/\ NOT STARTED

Scheduled closeout date:

os23/208 | [

Forecasted closeout date

os242008 [

6. Select the appropriate Scheduled and Forecasted closeout dates.

e This function will push to InEight Report where you can run reports to see what is closed
out and what is remaining
7. Repeat these steps for the other closeout sections.

8. After you have filled in the sections, click Save and send closeout request.

e If you feel that something may not be complete yet, you can click Save to revisit later

e The first approver that is assigned in the workflow will then receive an email from

InEight.Mail@jineight.com to review the closeout section and either mark it as complete or
recall the closeout section

teel Inc started by Devon Stephenson for project 105091-Steel Structure Job (Use for samples).
cout date: 8232018

To view this closeout checklist, click here.

9. If you are the approver, review the closeout section that was submitted.

10. If you are ok with marking this complete, do so by selecting Save and mark complete.

e You can always see the status when you click the contract totals button

Page 334 of 341 InEight Inc. | Release 25.5


mailto:InEight.Mail@ineight.com

Contract User Guide Contract Closeout Process

=

[Engineering closeout Engineering closeout|  Engineering closeout

> STARTED ) RECALLED 9 COMPLETE

¢ Once all your applicable closeout boxes on the Contract Closeout tab are marked as com-
plete, your contract is closed
e When your closeout section is marked as complete they will display the following:

Contract closeout checklists (6)

Eng Field closeout

© COMPLETE

Retainage release closeout
© COMPLETE

* A notification email message is sent to the contract creator when the checklist is complete.
English is the only language supported for any localization settings in email.
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Contract frequently asked questions

Can the contract commitment amount and change orders automatically flow to the project budget?

Yes, InEight Control can be configured to automatically receive contract commitment and change order
values.

To have contract commitment amounts update the Control budget automatically from Contract, the
Drive committed cost values from Contract setting must be turned on under Project Settings > Control
> Project Tracking > Actuals:

Drive committed cost values from Contract (i) ©

For change orders, if both InEight Change and InEight Control are active, executed change orders from
Change will update the Changes Register of InEight Control automatically, where they can go through
a final review and be accepted into the budget.

Can contract deliverables be broken down into scheduled quantities for detailed on site confirmation
and contractor claiming?

Yes. Contract line items can be broken down into detailed Schedule of Value (SOV) items.
See the following for more information:

Schedule of Values Tab

Can InEight Contract be used to manage Purchase Orders?

Yes, when a contract is set up with costs for deliverables, documentation, and all related information, it
can then be created as a Purchase Order.

See also:
PO Creation
How do I Reverse a VCO in contract ?

If the VCO is executed and published, then there is no way to reopen it. If the published VCO has no
details, however, you could create a new VCO with the appropriate details.

How do I adjust my line item quantity to zero when I no longer need the line item?

Line items must have a positive quantity and cannot be 0. You can instead reduce the unit price to 0,
which will remove the value of the line item from the contract. You can also delete a line item which is
no longer needed if it has not had any goods receipts or invoices posted against it.

When setting up notifications under Contract organization-level settings, is there a way to have these
notifications default into project-level settings for new projects?
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Under Organization Settings > Contract > Contracts > Notifications, you can set up Supporting doc-
uments expiration settings. Once configured, any role or user specified to receive notifications will
receive notifications for each product they are assigned to by default.

Any notifications set up at the project level will be considered in addition to the organization-level set-

tings and will be for that project only.

Supporting documents expiration

©

*Assign roles or users to receive notifications

Roles

*Frequency of sending reminder (in days)

7

*Days to be notified before document expiration

5

>

*Roles

% Project Manager

Can Contract claiming be done in bulk?

Yes. From the Schedule of Values tab of a contract, you can select Export > With data from the right
toolbar to export your schedule of values to an Excel spreadsheet. Once exported, you can open the
spreadsheet and use columns K, L, and M to claim quantities.

Supporting decuments expiration

)

| 2

......

After adding values and saving the spreadsheet, you can select Import on the Schedule of Values tab to
import the updated values. On the Import data from template window, you can select the claim option
to use for updating values.

\WBS code

J

and
Progress

Hide in Plan

K

Quantity
claimed

L

Value
claimed

M

Posting
date

Select one

Numeric

Numeric

MM/DD/YYYY]

0 1071 - Concrete
0 1071 - Concrete

0 1086 - Concrete -
0 1086 - Concrete -

0 1071 - Concrete
0 1071 - Concrete

0 1086 - Concrete -
0 1086 - Concrete -

Yes
Yes
Materi: Yes
Materi: Yes
Yes
Yes
Materi: Yes
Materi: Yes

100.00000
200.00000
0.00000
0.00000
400.00000
350.00000
42.00000
0.00000

0.00000
0.00000
0.00000
0.00000
0.00000
0.00000
0.00000
0.00000

Can you apply multiple taxes to a contact?

InEight Inc.
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Under Organization Settings, you can set up one to many taxes. Taxes will automatically flow down to
projects based on the Country code of the tax in Settings matching the Country code in the Project

details page. Those taxes are then applied to each line item in the contract when the Is taxable setting is
set to True. When the organization is not integrated with an ERP, the taxes from the project tax settings
will be applied to all line items when Is taxable is set to True. When the organization is integrated with
an ERP, the taxes from the ERP will be applied to the line items based on the purchase order response.

When using the integration between Contract and Control, can you control the posting date of actuals in
Control?

Yes. On the Payment Form tab of a contract, when creating or editing a payment form, the Estimated
posting date under Invoice Attachments is used as the posting date in Control when there is not an ERP
integration. When there is an ERP integration, the posting date sent from the ERP will be used.

Can supporting documents be linked from document management?

Yes, when the InEight Document module is set up to integrate, supporting documents can be added
from InEight Document to InEight Contract.

See also:

Document Issue Correspondence
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InEight contract Workflows

InEight contract — Focused Workflow

This workflow illustrates the main functions of InEight Contract’s two modules, Bid Pack-

ages and Contracts, how they relate to each other, and how they integrate with other applic-
ations (Estimate, Control, and ERP).

W8S Structure

Contracts

Bid Packages

Contract Setup Add
(Details & Line Supporting
Items) Documents

Documents Contract
Approval Approval

Create Bid
Package

Execute
Contract

Create PO

¥
! Manage
<! Milestones Add vco
SiE
515 Contract Contract
o1 g ontrac
13 Award
%; 8 VCO Approval Closeout
Gl
vl
813
g3
L.
S
Sk o
| » Payment Management
- Estimate

Add Payment Manage Certify
Payment Payment .
Claim Claim Submie
invoices
Create
Payment Form

Claim

Payment Form
Approval

Control

Receive payment
progress, goods
receipts

Change Register
Submit Review and Add
Budget/Contract
Adjustments

Create Goods
Invoice Receive Invoice Supporting

Receipt &
Accrual

(Vendor) (Contractor) Documents

Update PO

InEight ConTRACT PRODUCT Workflow
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Business Process Workflows

Contract and Procurement Management: Pre-Award

This workflow shows the business process for developing contracts before they become awarded, from
initial tender estimates, to bid packages, and finally to become draft contracts.

zzzzzzzz

Contract and Procurement Management: Post-Award

This workflow shows the business process for managing contracts post-award, including management
of contract commitments, claiming, and payments.

ccccccccccccccccc

Contract and Procurement Management: Post-Award Variations
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This workflow walks through variations in how contracts can be managed post-award using the InEight
Suite.

InEight Inc. | Release 25.5 Page 341 of 341



	Contract User Guide
	Contents
	Step-by-Step Procedures
	InEight Contract Overview
	ERP Integration
	Considerations for ERP system integration
	Considerations for proxy ERP

	Contract Workflow
	Bid Packages
	Contracts
	Who uses InEight Contract?

	Project setup
	Organization settings
	Contract templates
	Template types subtab
	Download a sample template
	Create a contract template
	Maintain field formatting
	DocuSign tags
	Template types
	Template language
	Collection tables
	Add a collection table to a template
	Tips for using template tags
	General tag information
	Collection table tags


	DocuSign tags
	DocuSign Advanced Options
	Microsoft Word documents
	Microsoft Excel documents
	Build your template
	Template versions
	Default payment form template
	Build a Contract Template

	Template settings subtab
	Conditional tag setup subtab
	Set up conditional text


	Configurations
	Accrual/Receipt settings
	Bid package type configuration
	Milestone completion
	Allow workflow when over budget
	Include bid packages in primary reporting section
	Define contract types
	Required fields

	Contract type configuration setup
	Master agreements
	Use change orders for this contract type
	Allow changes to existing lines
	Maximum contract value change allowed without a change order (%)
	Allow overdelivery on line items
	Allow overpayment on line items
	Use payment claims for this contract type
	Allow accrued amount to exceed line item
	Allow workflow when over budget
	Required fields

	Custom list
	Diversity participation
	VCO ID customization
	Payment claims configuration
	Payment claim scheduled dates

	Supporting documents
	Tax settings
	Vendor change order responsible party

	Contract custom labels

	Project Settings
	Open Project Settings
	Project Settings Header
	Bid Packages Tab
	Use Bid Packages?
	Milestones
	Division of responsibilities (DOR)

	Contracts Tab
	Contract Configurations
	Line Item Account Settings
	Delivery Address
	Project ERP Attributes
	Valuated vs Non-valuated Good receipts
	Notifications
	Contract Closeout

	Contract Closeout permissions

	Contract templates tab
	Project and organization templates

	Configurations
	Configurations
	Custom list
	Decimal precision
	eSign setup
	ID Customization
	Payment claims configuration
	Tax settings
	Vendor change order responsible party

	Contract custom labels tab

	Workflow Assignments
	Group Workflows
	Create group workflows
	Threshold-based Approval Setup
	Add a workflow threshold
	Vendor approval setup
	Payment Claim Approval Setup and Payment Form Approval Setup
	Document approval setup
	Copy a Workflow
	Project Workflow Page


	Permissions
	Supporting documents permissions
	Payment claims permissions
	eSignature permissions
	Retention release permissions


	Navigation and basic tools
	Page Navigation
	Navigate to InEight Contract
	Project Home Tiles
	Bid Packages Tile
	Contracts Tile
	Supporting Documents Tile

	Register Pages
	Bid Package Page
	Contracts Page

	Contract Tools and Navigation
	Actions Menu
	View import history
	Query builder
	Run report
	Email log
	Launch dashboard

	Toolbar

	Contract Record Page

	Columns
	Expand Columns
	Move Columns
	Move Columns

	Sort Columns
	Sort Columns

	Filter Columns
	Filter Columns


	Custom views
	Create custom view
	Share a custom view
	Save a view created by someone else

	Imports and exports
	Import data
	Importing the Template
	Import data from a template

	Export a template with data


	Bid Packages
	Bid Package Overview
	Overview – Bid Packages Page
	Edit fields from the register
	Edit fields in bulk
	Edit fields in bulk

	Edit bid package fields in bulk
	Edit bid package fields in bulk


	Bid Package Import Template
	Import data
	Updating or Appending Existing Bid Packages

	Add Bid Package
	Overview – Add Bid Package - Budget
	Manually Adding a Bid Package
	Add a Bid Package

	Bid Package Header Information

	Overview Tab
	Adding Information and User Assignments
	Add Awarded Vendor
	Add Account Code
	Add Specifications
	Add WBS Phase Code
	Assign Division of Responsibilities
	Reference Data
	Agreement and Purchase Order Fields Converted with Bid Package


	Create forms or mail in InEight Document
	Create a form in Document
	Create mail in Document

	eSign

	Milestones Tab
	Scheduled Dates Information Group
	Milestones Information Group
	Scheduled Section
	Forecasted Section
	Add Milestones
	Milestone Completion


	Supporting Documents Tab
	Add a Supporting Document
	Send bid package documents for eSignature via DocuSign

	Workflow Assignments tab
	Add workflow assignments
	Start the approval workflow


	Contract setup
	InEight Contract Workflow – Contract Setup
	Contract Creation
	Create a contract from bid package
	Create a contract from bid package

	Create a contract from scratch
	Create a contract from scratch

	Contract tabs
	Contracts toolbar
	Download purchase order
	Contract totals
	Total tax
	Manual adjustments
	Contract Invoices
	Retained to date calculation

	Notes

	Send a contract for approval

	Header Tab
	Contract details
	Contract Status
	Description
	Type
	Contract Subtype
	Effective Date
	Vendor
	Payment Term
	Contract Currency
	Delivery Address / Storage Location
	Incoterms
	Country of origin
	Two-way match
	Discipline
	Scope of contract

	Diversity participation
	Add Diversity Participation

	Contract terms
	eSign section
	Additional details
	Bid Package Budget
	Division of Responsibilities (DOR)
	Vendor contact
	Retention
	Tax Jurisdictions

	Liquidated Damages
	Technical Field Assistance
	Enable Technical Field Assistance
	Add Technical Field Assistance

	Reporting (Switch)

	Reference data
	Import a contract template
	Create forms or mail in InEight Document
	Create a form in Document
	Create mail in Document


	Line Items Tab
	Line items register
	Line items column management

	Add or edit line items
	Save

	Line item details
	Line item details section
	Material Type
	Service Type
	Limit Type
	Credit Type

	Validity
	Agreement item ID

	Quantity & pricing section
	Account assignment details section
	Account Assignment Details
	WBS Category


	Account Distribution
	Cost Center

	Additional fields section
	Additional details section
	Diversity Participation


	Line items from master agreements
	Add a line item from the master agreement
	Associate an existing line item to a master agreement
	Disassociate a line item from the master agreement


	Schedule of values tab
	Quantity and value in the schedule of values
	Add a schedule of values
	Add schedule item
	Schedule of values register
	Schedule of values details
	Contract claims
	Component progress
	Summary progress
	Payment claims
	Copy a schedule of values item
	Copy a schedule of values item

	Remove or delete a schedule item
	Undo a deletion of a schedule item

	Claim schedule items from Contract
	Claim a schedule item in Contract
	Claim multiple schedule items
	Claim schedule items from a spreadsheet
	Claiming templates
	Create a claiming template
	Claim multiple items from a template

	Convert a schedule schedule of values to a payment form
	Convert a schedule of values to a payment form

	Convert a schedule item to an accrual or receipt
	Convert a schedule item into an accrual or receipt


	Supporting Documents
	Add Supporting Document
	Add Supporting Contract Documents
	Adding Documents to Supporting Documents Register

	View a supporting document
	Upload a document to InEight Document
	Upload a document to Document

	Supporting documents approval
	Show or suppress a document in a generated contract document

	Workflow Assignments
	Workflow Assignment
	Start the approval workflow

	Contract Writer
	Create a Contract document
	Create a contract document
	Create a contract document from the register

	eSignature support
	Send contract documents for eSignature via DocuSign
	Send a document for eSignature

	Correct document sent to DocuSign
	Edit a sent document

	DocuSign certificate of completion


	PO Creation
	Create a Purchase Order

	Master Agreements
	Configuration
	Create a master agreement
	Create a master agreement

	Master agreement tabs
	Contract totals icon
	Master agreement banner
	Master agreement line items
	Publish a master agreement
	Publish a master agreement

	Associations
	Add a new contract to a master agreement
	Add an existing contract to a master agreement

	Close out master agreement
	Close out master agreement
	Close out a master agreement line item



	Contract management
	InEight Contract Workflow – Contract Management
	Line Item Management
	View line item information
	View data blocks
	Copying a Line Item
	Editing a Line Item
	Deleting a Line Item

	Vendor Change Orders
	Vendor Change Order (VCO) Creation
	Add a Vendor Change Order

	Details tab
	Schedule of values tab
	Add new schedule items
	Add an existing schedule item
	Push schedule items to the Line items tab

	Line items tab
	Line items register
	Vendor change order line items
	Enter Line Items into a Vendor Change Order
	Pull schedule items into the Line items page
	Import and export line items
	Import line items
	Export line items


	Supporting documents tab
	View a supporting document
	Create forms or mail in InEight Document
	Create a form in Document
	Create mail in Document


	Associated change items
	Add a new associated change item
	Add an existing change item
	VCOs created in Change

	Schedule of values tab
	Import and export schedule items
	Delete a schedule item

	Project-level Vendor change order log

	Back Charges
	Add a back charge
	Associate an Issue to a Back Charge
	Tie an Existing Issue to a Back Charge
	Tie a New Issue to a Back Charge

	Add Supporting Documents to a Back Charge
	Add a New Supporting Document
	Add an Existing Supporting Document

	Send back charge documents for eSignature via DocuSign
	Assign a Back Charge to a Payment Form or Vendor Change Order
	Split a Back Charge

	Accruals/Receipts
	Creating a New Accrual or Goods Receipt
	Add an Accrual or Goods Receipt
	Editing an Accrual or Goods Receipt
	Deleting an Accrual or Goods Receipt
	Reversing an Accrual/Goods Receipt
	Initiating a Reversal
	Negative goods receipts



	Payment management
	InEight Contract Workflow – Payment Management
	Invoices
	Invoice register
	Add an invoice

	Invoice notes
	Working with vendor-submitted invoices
	Vendor invoice submission
	Vendor invoice submission setup
	Vendor roles and permissions
	User management

	Getting started with vendor invoice submission
	Vendor home page
	Vendor contract summary page
	Add invoices



	Add an invoice
	Edit invoices

	Recall and edit an invoice
	Add and read invoice notes


	Payment Forms
	Overview
	Add a Payment Form
	Add a payment form

	Overview – Schedule of values tab
	Add schedule items
	Push schedule items to the Line items tab

	Previous, Current, and To-Date Gross Amounts
	Invoice attachments
	Add a standard invoice attachment
	Add a retention release invoice attachment

	Schedule of values tab
	Import and export schedule items

	Line items tab
	Overview – Payment Form – Line Items Tab
	Pull items from schedule of values
	Pull items from schedule of values

	Import and export Line items

	Payment forms register
	Edit payment forms from the Payment forms register
	Edit payment forms from the register

	Delete a payment form
	Delete a payment form


	Generate a payment form document
	Generate a payment form

	Payment form download
	Payment form submittal
	Submittal without Workflow Assignments
	Submittal with Workflow Assignments
	Overpayment tolerance

	Supporting documents tab
	View a supporting document
	Send payment form documents for eSignature via DocuSign
	Create forms or mail in InEight Document
	Create a form in Document
	Create mail in Document



	Payment claims
	Payment claim dates
	Invoices
	Supporting documents
	Payment claims register
	Add a payment claim
	Import payment claims

	Payment claim details
	Manage claim dates
	Add a payment date
	Update a payment date
	Remove a payment date


	Schedule of values
	Schedule of values register
	Add an existing schedule item
	Add a new schedule item
	Convert a schedule item to a vendor change order
	Convert a certified payment claim to a contract claim

	Percent complete claiming

	Certification
	Approval workflow
	Certify a payment claim

	Convert to a payment form
	Convert to a payment form


	Payment Progress
	Pay when Paid


	Contract closeout
	InEight Contract Workflow – Contract Closeout
	Contract Closeout Overview
	Contract Closeout Project Settings
	Set Up Contract Closeout Settings

	Contract Closeout Process
	Contract Closeout Process


	Contract frequently asked questions
	InEight contract Workflows
	InEight contract – Focused Workflow
	InEight ConTRACT PRODUCT Workflow

	Business Process Workflows
	Contract and Procurement Management: Pre-Award
	Contract and Procurement Management: Post-Award
	Contract and Procurement Management: Post-Award Variations



