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Logging into PRIMELink

PRIMELink is a web-based application and runs from any computer with Internet

Explorer 6 SP2, 7, 8 or 9.

To login into PRIMELInk, go to http://www.skire.com/ and click the Unifier link on the top

right corner of the page.

I Facilities, Capital Construction & Project Management Software - Skire - Microsoft Internet Explorer provided by City of San An

Go-
NS

v|&, X|

%Convert - Se\ect

ﬁ by =] -[ By Facliies, Capital Constru... I"_’é,qctiva Projects ] l

File Edit Wiew Favorites Tools  Help

-8 -8

Communty | Support

Click Unifier

us | Login: Unifier | uStage | uDesigner

Company |  Contact

Skire Positioned as Leader in
Gartner Magic Quadrant

You will enter your username, password, and if it prompts you
and select “City of San Antonio” for company,

Sk're

Welcome to Unifier

Before logging in for the first time - or if you have recently upgraded your In

Username: fhernandez [J remember me

Password:

Company: | [ NusEL R s

NOTE: Your username and password is provided by the
Portal Team.

FYI: If your PRIMELink session is inactive for more than 1
hour, you will be automatically logged out from the
system. The system will remain open on your screen, but
you will be prompted to login again. Any unsaved
information will be lost.


http://www.skire.com/�

Change Password

Skire or the PRIMELink Helpdesk will send you an e-mail that contains your username
and password. It is advised you change your password as soon as you login into
PRIMELInk for the first time.

Log on to PRIMELink
1. Click on the Preferences link on the top right corner of the page.
2. Select the Security Tab

e Enter your new password

e Confirm your new password
NOTE: Your new password will take into effect next time you login into PRIMELink.
3. Password Recovery Secret Questions

e Please select 2 or 3 Question & provide Answers

Click Preferences K

{= Unifier@https://ues.skire.com - Microsoft Internet Explorer, provided by City of San Antonio

& | https:ffu3e, skire, comfbp/navimainfuser &

5|’-:?I"E!" Unifier™ 01/10/2012 - Fernando Hernandez Community Bookmarks Preferences

A Home Company Workspace

To change your password ERAEIEIEE ernet Explorer provided b
Click the Security tab

Password: | |

Confirm Password: | |

View Password Policy

Click to view password policy.

Password Recovery Secret Questions:

CQuestion 1 ‘—Selec:t— v|

Answer: \ |

- Please
’/_ update at

CGuestion 2: ‘—Seled— v| least 2 of

Answer \ | these
questions!!

CQuestion 3: ‘—Selec:t— v|

Answer: \ |




Change Attachment Preferences

To be able to attach documents to PRIMELInk please do the following:
Go to Preferences, click on Options, make sure the “File Transfer Option”: has either
“Intermediate” or “Basic”

Check “Always Use Unifier” and make sure it has - dwg:dgn

(= User Preferences - Microsoft Internet Explorer provided by City of San Ant... |:||:E|

& | https skire. cam &
| General |  Security options | [IGLES ]
Time Zone: | GNIT -06:00, Central Standard Time (Chicago) v
Date Format: | MIN/DDAYYY HH:MI AN v
Default Viewer: | Mative b |

Viewer Exceptions:
LUse semi-colons fo separale extensions.

Always Use Mative: | |

Always Use Unifier; |dwg:dgn |

File Transfer Option: |Intermediate v|

Default Login View: [JUse Custom Dashboard as default login view

Email Subscription:  [[] Send notifications in single daily digest

Workflow Business Processes —
[¥] Personal tasks
[JDecline tasks
[¥] overdue personal tasks
[“]Messages
Discussion group comments
Record workflow complete
Record Modification

Non Workflow Business Processes
[IRecord Creation
[IRecord Modification
Document Manager - Project/Shell
[Jooecument upload
[CdTransfer ownership
[Imove =

Apply ‘ QK ‘ Cancel

Done € Internet dg v H100% -




Navigation Tabs

PRIMELink uses a tab layout for navigation. The main three main tabs are:

e Unifier@https:/fustage.skire.com - Windo m 1S the defaU|t landl_ng page'
€1 hetos:ust sie.com Contains overall information

SK?FE!‘UnIﬂer'“ 04/10/2012 - Elisa Garcid . -
R Home V. Company Workspace Company Workspace not being utilized
User Mode [  Fie E .
= £ Home F CoSA contains all current
=g Tasks Announ On-Call Contracts and Projects
=1 Messages Title: We
& Drafts i Unifier
=il ulal . If you do not see the CoSA tab and you
E— have a contract or project in PRIMELInK,
e call the PRIMELIink Helpdesk
and sche at 210-207-2019
Tasks o1

Home Tab

From the Home tab, you can do the following:
e Review all of your project’'s Tasks, Messages, Drafts and uMails
e View system-wide announcements

01M17/2012 - Fernando Hernandez.

Slf-?rE!‘UnIﬂer“ Community Bookmarks Preferences Support Logout

Tab Navigation

B Home Company Workspace Y Projects | CoSA

User Wode [  File Edit View Help
=-£5 Home = & Open @
S%l Liizsages Announcements: System—W|de Items Requiring Your Attention:
- & = —
Title: Unifier 9.7 Scheduled System Upgrade Notification Announcements .
E|-- Dirafts o Tasks: 1 Total, 1 New, 0 Late
E--% uMail - Service Will Mot Be Available - Messages: 0 MNew
Skire will be performing a scheduled system upgrade on all Unifier environments. Please be advised that these
envirenments will not be available during the following dates/hours: Friday Jan 20, 2012, 9:00PM (PST) to Saturday Jan Draft Records: 1 Mew
21,2012 06:00AM (PST). This maintenance will require no action on your part, and should have no impact on any of your
current IT/Metwork settings. uldails: 0 Mew

We hope this message will help you plan around this system maintenance downtime. If you have any questions regarding
this announcement please call Customer Support at 1-866-GoSkire (866-467-5473) or e-mail support@skire.com Your ltems

Title: Welcome to Unifier 9.6.1
12 Unifier automates and integrates the critical business processes across the entire lifecycle of a facility, including Iz‘

Tasks or New uMails:

Number Name Tasks uMails | Company Name
SubProg-01 CoSA Sub-Program Shell Test 01\ 1 Total, 1 New, 0 Late City of San Antonio

Task / uMail Log




When you click on Tasks you will see something like the below:

Community Bookmarks Preferences Support Logo

0319/2012 - Fernando Hernandez

B
Skire*Unifier™
[‘.Home Company Workspace | Projects | CoSA

User Mode [® File Edit View Help
=8 Home EH & Open [& BulkActions - QR Find “f Filtered By -
= 5 Tasks
=8 Tasks - Current View: All
= Messages N Task
=2 Drafts 45 Item(s) ew las Page[1 |or1 Display items per pag
=0l umail
[ [ Master Log - Business Proces SOurce Name Type Number Title Record Due From Sentfor
Walk Through Proji Contract Change Request CCR-00013 First Contract Char CoSA Admin,C¢ Processing
Walk Through Proji Contract Request CP-000002 CoSA Admin,Cc Division Manager Reviel
Walk Through Proji Contract CON-000005 CoSA Admin,Cc SBEDA Approval
On-Call Job Order ( Task Request TR-000009 CoSA Admin,C¢ Submittal Request

e Tasks displays all tasks that you have received. Tasks include items that require
review, approval, comment, etc.
0 A new task appears in BOLD
0 A late task appears in RED
0 A previously viewed task but not completed appears in normal font
e Messages displays copies of items which you have been cc'd
¢ Drafts displays saved drafts of items you have created but not sent
uMails displays internal e-mail messages sent within the system

View Pending Tasks
All Tasks:
Click on the Home Tab
Select Task

Project Specific:
Go to your project or from Home tab click on project
Select Task from the Dashboard




CoSA Tab

The CoSA tab contains all the current On-Call Contracts and Projects. You need to go
to the far right side of the screen and select either: On-Call Contracts or Project.

03/19/2012 - Fernando Hemandez Community Bookmarks Preferences Support Logout

———————
SkireTUnifier

7 Home | Company Workspace | Projects

CoSA Shell
User Mode ~ [ File Edit View Help [ Deteils. @@ Dash
=[5 [CoSA Shell-Home | CoSA Shell - Home View D: [y Dashboard v o
:'. E I'-‘ Map Satellite Hybrid ||
[€lbH=]
Asia Asia
North Europe \ North Europe
America | America
Atsntic H Atiaric
Ocean | Covan
Africa - Africa
: . N To enlarge this item
South .
peris o Click on the small screen
Ceoan Au
3
}
f i
dueroin 5000 mi
% 5000 km
|eELiicy,. O Open. O Flng Select either R 2o
I Departments - Current View: All On_ca” Contracts
4 .
| + temisy . Or Project
_— . . — Sub-program
Shell Number =| Shell Name | Status | Administrator Task Order Contracts Group | |

Modify CoSA Tab

‘& Unifier@https:{fues.skire.com, - Microsoft Internet Explorer. provided by City of San Antonio
& | https skire. com

orACLE Primavera Unifier JAMES BENMETT (Last login: 01/08/2012 01:08 FM)CommunityBookmarksPreference
Company Workspace
de = [®  File FEdit View Help il
1. To put Contract or Project Names in order View Dashboard |M\,r Dashboard v| (m

Click on the column header

View: | Project v | (]

Project - Current View: All

130 ltem(s) Page D of 2 » Display items per page
SAP Mo, * Project Name Status
PWW-00049 P -11-13 Zumwalt Pkg X - | Active -
PW-00048 P - 2011 LAM Traffic Enar - Active
PW-00047 2. To see more items per page
BAL0ANAE Click on the Display

3. To open your Contract or Project

P - 2011 LAN Traffic Engr - Active
P - 12-14 Austin Const Pkg Active

Click on the name

| Pw-00042 P - 12-14 FD Concrete Pkg Active
PW-00041 -11-13 Zumwalt Pkg 8 - Active
PW-00040 -12 Zumwalt Pkg VIl - Active
PW-00039 -Z Bel Traffic Sig Active
PW-00038 P - 11-13 Zdmwalt Pkg 8 - | Active
PW-00037 P - 12-14 Zumwalt Pkg B - Active
PW-00036 P - 11-12 Zumwalt Pkg VIl - Active
PW-00035 P - 2011 LNV Civil Enar Se Active
PW-00034 P - 2011 LNV Civil Enar Se Active
PW-00033 F - 2011 GKW Traffic Enar - Active
PW-00032 P - 11-13 Zumwalt Pkg X - Active -
[] D[
S &P Internet fa v m00% -




Letters before Project Names and Names stand for the following:

E — Environmental On-Call Contracts

F — Traffic Management/Operations Projects

H — CIMS and Public Works Horizontal Projects

J — JOC On-Call Contracts

K — Parks Department Projects

P — Public Works On-Call Contracts and Projects
R — Real Estate On-Call Contracts

T — Technical Services On-Call Contracts

V — CIMS Vertical Projects and On-Call Contracts

VS — Convention Center Expansion Projects and On-Call Contracts

Bookmarks

You can create Bookmarks to frequently accessed Projects or On-Call Contracts.

1. Navigate to the desired project or contract
2. Click the Bookmarks link on the upper right section of the window
3. Click Add to create the bookmark

Bookmarks
[ s—

IS Unifier@https:ffues.skire.com - Microsoft Internet Explorer, provided by City of San Antonio

& | https skire, com

orAacLe Primavera Unifier JAMES BENMETT (Last login: 01/08/2012 01:08 PM])

(= Organize

l]Home Company Workspace | CoSA

Bookmarks
User Mode |  Fie Edit View Help Name: |Home |_add_|
=-£5 Home 53] [ Open @& H - Walters St- IH-35 N to Ft...
Task:

E‘E ”as ° Announcements:

E-bl Hessages Title: Welcome to Unifier 9.9.1 .

= Drafts 10 Unifier automates and integrates the critical business pf  Click “Add” to create

E--% uMail lifecycle of a facility, including planning, design, constructio Bookmark

®-[& Master Log - Business Prgc1 operations and maintenance. Unifier has been proven by t
and is widely recognized for its robust and flexible program and porifolio ma
4 project controls, and integrated workplace management capabilities. Itis de
I automate any organization's business processes by leveraging its powerful
workflow engine and dynamic form designer, along with the powerful system
allows you to control scope, costand schedule and much more.

<] | DI

E & Internet v Eim% -




PRIMELink Forms

You will be completing forms by entering information into form fields or selecting options
through pickers, drop-down lists, and check boxes.

PRIMELIink forms consist of one or more sections: Upper Form, Action Details, and
Lower Form.

(= Create New Contract Change Request - Project No. TBE-04 - Microsoft Internet Explorer. provided by City of San Antonio |Z||:,r>__<|
& | https skire.com ﬂ
File Edit View Actions Help Workflow Actions
i=15end Save 7 Spelling. i) Add Attachment ~ Q’ Close Window
+Z Contract Change Requ... Contract Change Request 5
General [ H
Project Number |TEIE—04 | Upper Form | project name: |WaIanr0ugn Project |
Record Number. | ‘ Status: | |
Title | ‘ * Contract#: ’—‘ Select.. | *
Creator: Fernando Hernandez Creation Date: | | E
% Action Detalls - — e I -
Create New Contract Change Request
[ ‘ CTask Notes:
[ \ Action Details
Send For:
= standard
m]

Current View: All

ILETS) Pasel1 g Display itemns per page

Mo. = ltem No. Spec Mo. Item Description LOWer Form Frice Quantity Amount PO
K ED

=t Adda | B Copya [{r\mpon i Remaove ‘ [H] Grid | & Find Total Amount: $
Attachments (0) Linked Records (0} General Comments Linked Mail (0)
& meermet ih v Himsw -




The upper form contains basic information. Fields in all forms will vary: editable,

Upper Form

required, and read-only fields.

appear allowing to select from a list.

{= Contract Change Request - AM-09 Traffic Control Exhibits-ATT ROW staking-Add - Prc

Editable fields are shown by a white background text box
Required fields are shown by a red * after the field
Read-only fields are show by a blue-gray text box
Pickers allow selecting from a list of options. Once selected, a dialog box will

If you received a Task

plo... |Z||: :

£ https skire com You must either click on
File Edit View Actions Help Accent Task or Decline Task
Accept Task 3 Decline TCIose Window
+# Contract Change Requ... Caontract Change Request
General

(= Create New Contract Change Request - Projec|

£ Task Details

Project Number:|4g_ggg47 |

Record Number:|ccR_0000004 |

Title:|An-09 Traffic Control Exhibits-ATT RO

Creator: CLAUDIA VALLES-TOVAR

Tune Cnntract [mo

Project NEII"”93|H - Broadway Corridor - Phase (Il &

Status: |Commitment_Pending

Contract#: 4600008650

Creation Date:[12/19/2012 02:23 PM Local (GMT-5)

Vendnr Mame [rareor o nnmaiman oomae

[[»]O

-]

If Workflow Actions is shown
an input is required to send

orer provided by City of San Antonio

O

£ https skire.com your item to the next step
File Edit View Acions Help Worlflow Actions | -Selgcr v
(=] Send Save 7 Spelling. | Add Attachment ™ Close Window .
Q} Contract Change Request Click here to expand
» Contract Change Requ.. nge keq upper form \5
Read-only field B
— General
Projectumber. | TpE-4 | FrojectMame: [walk Through Project | .
) ) Picker
Record Number. | | Required field || |
Title: | | * Contract #: | select.” | ¥
Creator: Fernando Hernandez Creation Date: | |
Type Contract: | | Vendor MName: | |
Agency: |—Se|e|:1— - Change Category: |-Se|e|:,1— v
Change to Contract Cost: | g_gg| Change to Calendar Days: | | *
— Description Of Change L |
Description of Editable fields *
Change: /
Justification for
Froposed Change:
[




Action Details

An action detail shows that the task will be assigned to in the next workflow step, who it

will be emailed to and workflow status.

& Payment Request - Const - City Base Bid - Project No. 40-00022 - Microsoft Internet Explorer provided by City of San Antonio |Z||: E'

& | https skire.com

File Edit View Actions Help

% Close Window
+Z Payment Request Payment Request -
£ Task Details .

From: Task Due Date: Mot Applicable “ Task Notes (0
. CIMS Fiscal - Invoices: AURELIA -
To MARNTTA: I8 More.. Task Status: View Dnly
Cc
SentFor: CIMSFi Review
Depending on the
setup, the To and Task Status: Click on
Cc boxes will View Only to see where
auto-populate the item is in the workflow

Task Notes apply only
to the next step and
are not stored with
the permanent record

{= Create New Payment Request - Project No. 40-00015 - Microsoft Internet Explorer provided by City of San Antunio

a

10

& | https:/fu23.skire. comfbp/process/new?project_id=522408module_name=upr&csvimport=False
File Edit View Actions Help Workflow A?{ns
=lsend [ save 97 Spelling. | Add Attachment ~ @ [Elsov Close Window
«Zl Payment Request Payment Request
[m]
4 Action Details / -
Create New Payment Request /
| | | S Task Notes:
Send For:




Lower Form

The lower form contains fiscal information and has the main content of the record, such
as line items for a payment request, attachments, comments or directions. The following

is an example of a List Items list.

| “%Action Details

O
(Click here to view latest content)
| | | “Task Notes:
Send For;
[=] standard
O
Current View: All Show Currency in: |Transadi0n Currency w
Double click to view/edit
1 ltemis) this line of information Page |1 af 1 Display TETTE 5T TE0E
MNo. = ltem Mo. Spec Mo. Itern Description U Unit Price Cluantity Amount PO
oo 5 Additional Services LS 50,000.00 1 50,000.00 |:|
Click to add other
lines of information ED
[ // |
et Adda | Bz Copy & | |'_.l_rlmp0r1 ™ Remove | [ Grid | @, Find | Total Amount: $ 50,000.00

Linked Records (0)

Click to view
Attachments

Attachments m}\

General Comments \

11

Linked Mail {0}

Click to add/view
General Comments




Workflows

Most business processes in PRIMELInk have an associated workflow. When you take
and action on a form, you are completing a step on the workflow.

Below is a Request for Information (RFI)

| ancel

Submitter Contract Change
Clarfication Processing
Close
Yes
Here you see the opfions  Suemitfor Resubait
of the workflow Actions s
Send for
Clanfication
Initiate
~ PM Team Acceptance of o~
v —_—» —ci e
Submit to PM. Review Response lose %:;: No——— End
\ <ub
COptions
Submit Submit
Create
Send for
it Clarification
CSWm:m Consulant Review - Acceptance of Close ]
onsultant Response
Submit for Sub

Clarification

Resubmit

Submit for
Submitter Technical ———»{ Technical Revew
Clarification Review

Workflow:
Assign Task in Workflow

You can assign a task to someone else assuming it is allowed.

Open and Prior to accepting a task
Select Edit

Select Add Assignee to Current Step
Select the person

Click on Add

Click Ok

oA LNE

You will receive a message — “New assignees have been added to ....”

12



Add a Proxy

Proxy will be utilized when you would like to permit someone else to process items in
your absence.

PwbdPE

o g

wN e

1.
2.
3. You will logon on their behalf

er Preference
£] https skire.com a3

Click on the Preferences link on the top right corner of the page
Click on Proxy tab

Click on Add

Click on Select

e Select the name

e Click on Add

e Click Ok

Enter Start & End Dates (optional)

Click Ok

Remove Proxy
Highlight the name
Click Remove
Click Ok

Login as a Proxy

Highlight the name under — Users | can act as their proxy
Click Proxy Logon

General Security Options Proxy

Users who can act as my Proxy:

MName E-Mail Proxy Status

| »
Add Seftings. Remove

Users | can act as their Proxy:

Mame E-Mail Proxy Status
Fernando Hermnandez fernando.hemandez@sanar Active

< »

Proxy Login.. Seftings...

Apply ‘ OK | Cancel

€ Internet fh v BI00% T
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