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Configuring Settings for IE, Firefox, Safari and Google

Configuring Settings for Microsoft Internet Explorer

DO NOT USE INTERNET EXPLORER!!!
An updated was done to Internet Explorer in Mid December 2015
and PRIMAVERA Unifier does not work with it.

Configuring Settings for Mozilla Firefox
https://www.mozilla.org/en-US/
1) Open Mozilla Firefox.
2) Open Options.
3) In the Options dialog box:
a. Select the Content tab.
b. Deselect (Uncheck) the Block pop-up windows option.
c. Click OK to save your options and close the dialog box. General Setup Tasks

Configuring Settings for Apple Safari

1) Open Apple Safari.

2) From the Settings dropdown, select Preferences.

3) In the General dialog box, select Security.

4) In the Web Content section, deselect (Uncheck) Block pop-up windows.
5) Close the dialog box.

Configuring Settings for Google Chrome

https://www.google.com/chrome/browser/desktop/index.html
1) In Google click on the Screen with the x in the Address Bar (See below)

ORA( e o o e

PRIMAVERA Uriiricr

If you have already being using Google Chrome,please do the following —
LEmEs — O *

ibVdsdXJYZh9Zg... o Yt
» Other bookmarks

1) Click on the 3 vertical dots in the upper right hand corner

2) Click on Settings, then click on“Privacy and security”

3) Scroll down and find then click on “Content Settings”, Scoll down to and click on “Pop-ups”
4) Click on “Add” and input - https://unifier.oraclecloud.com/cosaprime

5) Click on “Add” in the lower right hand corner

6) Go back to Login Screen



https://www.mozilla.org/en-US/
https://www.google.com/chrome/browser/desktop/index.html
https://unifier.oraclecloud.com/cosaprime

Logging into the new ORACLE Access Manager

To login into ORACLE Access Manager, go to https://cosaprimelink-unifier.oracleindustry.com

Main Logon Page

racle ingle Sign On | X
Oracle CEGBU Single Sign O

& C ® ® @ https://cosaprimelink-primavera-idm.oracleir e O W || Q search IN @ =

£* Most Visited (@) Getting Started [=] From Google Chrome  [@] Login - Oracle Access .. [@] Login -Stage @ Service Requests Home

ORACLE’

—
Construction
| — and
Engineering

Username

Password

e

‘s Copyright © 2018, Oracle andlor its affiiates. All rights reserved:
\ Oracle and Java are fegistered rademarks of Oracle and/or its affiliates. Other names may be trademarks of their respective owners.

You will enter your username that you used in PRIMELink and
the new password that Oracle or that we sent to you in the email

After you have click on Login, this page will show up.
Please change your password and select and answer the Challenge Questions.

Your old password is the one Oracle or we told you. (NOT YOUR OLD PASSWORD)

(Passwords should be at least 8 characters long, with at least one capital letter & one special character
[{~1@#$%&*()- =+;:"",<>/?}]

Password Change and Secret Question Page

[S] tdentity Self service

€« C' | & https://cosaprimelink-primavera-idm.oracleindustry.com/identity/faces/firstlogin?_afrLoop=34596097739027428& _afrWindowMode=0t ¥ ¢ =

it npps g Vahoo W Blackhorse Associatio . g Cruises | Camnival Crui . (@) Free Website Builder | . @) Intelicast - Weather .. [[J] My Coke Rewards- N/ PayPal [C] BILLS » [] Other bookmarks

Identity Self Service Accessibility Help Sign Out

submit
@ Password Management

* Required field

= old password [

Register challenge questions for your account

Copyright © 2001, 2013, Oracle and/or its affiliates. All rights reserved



https://cosaprimelink-unifier.oracleindustry.com/

After you have click on “Submit”, this page will show up.
1. To go into PRIMAVERA UNIFIER, click on Unifier
2. To change your password or change your proxy, click on Oracle Identity Manager

- = cosprimelink-urifierorsclen: X

&« c @ @ @ https://cosaprimelink-unifier.oradeindustry.cc s @ 1r | | Q search N @ =

£# Most Visited @ Getting Started 5] From Google Chrome  [&] Login - Oracle Access... [S] Login -Stage @ Service Requests Home

(@ S/ alM=9l Primavera Cloud Portal JAMES BENNETT~ (@)~

PRIMAVERA UNJFIER
Unifier
Web Service Instructipns
Unifier Documentatifn

CLOUD SUPPORT APPLICATIONS

Cloud Administration

' FUSION MIDDLEWARE
Oracle Ideptity Manager
Oracle

Click this Icon to open PRIMAVERA UNIFIER

To change user information such as
Name, Email, Password, Challenge Questions & Proxies
Click on the Oracle Identity Manager

If you need to change your Password later

=

To login into ORACLE Access Manager
2. Click on Oracle Identity Manager

e 1. Click on My Information,
e 2. then click on Change Password
e 3. Input your current password in Old Password and input your new password twice then click on “Apply”

Change Password
* Indicates Required Fields = Apply Cancel
* 0ld Password
* Mew Password @

* Confirm New Password



Navigation, Layout and Upgrades to PRIMELink

1. The navigation remains the same. It will continue to use tabs for each project and on-call
contract. The Home Tab will always remain on the upper left corner. Users can continue to
use the search bar to locate their projects and on-call contracts. Below is a screenshot of

the updated appearance D E F G
ORACLE' Primavera Unifier (Development) B C / \q *\ JAMES BENNETT ~
CoSA V - Visitor Cente K- 2015 Friese. +
Tasks "- Name or Numbe H E‘ n Mail TO_‘

Recent Locations Bookmarks Key Locations

Gompany Workspace

My Active Tas

nfer Renovations omanche Laokout Park CosA

B Mailbox

Home Tab (Cannot be removed)

Tab 1

Tab 2

Icon to add tabs and display search bar

REMOVED - Button to switch between new and old interface. Old interface has been removed.
Bookmarks

Help Menu

Search bar

TomHDOWRE

2. The Home Tab will have an updated appearance. Users will continue to access all of their Tasks,
notifications, Drafts and Mailbox.

© Primavera - Cloud Portal 4 E: Primavera Unifier

@ & https://cosaprimelink-stage-unifier.oracleindu - 9 ff Q, Search N @ =
= le Chrome E: Legin - Oracle Access ... E: Login -Stage @ Service Requests Home
Click on number to

view all pending tasks evelopment) E: JAMESBENNETT v = W (?) SignOut

Company Work... CoSA 2015 XIPIT .. H - Houston St-... H - CWB Progra... P-11-13 J3 Pk... ‘|—

Home 1 g
Tasks Tasks Notifications Mail
Active otal Tptal
i ¢ Drafis
Mailbox My Active Tasks 4 \Waorkflow Businas Processes
B3 Master Log - Busin Click on view all records A i i . s
user copied (CC'd) Click to view internal ~ [2
arkway E Emails ~
4
W Late Payment Request 2 0 0
PO Line 0 0
L Submittals Chart displays number all
4 F - 2014 RJ Rivera Traffic Enainee late and pending tasks g
Task Distribution . . ses
Click on line here and you can
. - rS
H-rou.. [ ¢ increase or decrease this!!! Total
F-2014 [ ¢ —— - ~
F-15-1. [N 3 Contractor List 19
E-Rab... 2 NIGP Codes 167
H-Hau... - 2 Subcontractors 315
P-2015... 1
User Aareements 546 </




3. The Tasks Log will have a new appearance. The default view is to display tasks received in
last 7 days. We highly recommend changing to “All Tasks” to view all outstanding tasks.
The section on the right displays additional record information such as workflow progress

NOTE - Please change View to “All Tasks”!!!!!
y 4
Company Work. .. H - Training Proj... E - Envir On-Ca... +
Home Record Details Workflow Progress Aftachments :
Tasks Tasks 4 4
5 General
Create Actions View | All Tasks C
Mailbox + T X = Q)= Contract Shell Ho. Type of Ongall Contract
o ~ N 4600987654 Task Orderfgnvironmental Consultants

@ 0 Origin Business Process Record Number Title |

] E -Envir On-Call Trai... Task Order TO-0000022 ENV-001 Environ... | Vendor Hame Status

@ H-Training Project 1 PaymentRequest  PR-0000045 Design - City Work | AANHALLG Approved

] H - Training Project 1 Payment Request PR-0000044 Design - SAWS .. | Date Prepared Type Contrjct

) @ E-EnvirOn-CallTrai... TaskOrder TO-0000003 Vendor 3 Task Or. SRl UL Rl

(=) ) E-Envir@n-Call Trai.  Task Order TO-0000016 Vendor 16 Task O Task Request Ref Record Nufnber

2§ E-Envifbn-Call Trai.. TaskOrder TO-0000020 Vendor 20 Task O... TO-0000042

Double Click on item to Open Task....

Click to View additional information

4. The form layout has changed a lot!! The Accept and Decline location moved to the upper
right hand corner, and the Send location move to the upper right hand corner too.
See the following screenshot.

€ Payment Request - Testing of New PRIMELink System - Project No. 43-00001 - Google Chrome l == Y I

& cosaprimelink-stage-unifier.oracleindustry.com/bp/mod/bp/record/open/upr/37480/0/0?srcid=37480&model=upr&fromcostiog=18&project _id=78225&nfl=08_ ure...

Payment Request Accept Decline )= v |

Payment Request Invoice Request

KA
(3"l

. Al ents. Comments Linked Records. Linked Mai
4 Task Details

New Location for Accept and Decline Actions & N R |,

4 Unpublished Attachments

New Location for Send Actions,
Clicking on Send will bring up a new window with Workflow Action Details

€ Payment Request - Const - City Work - Project No. 40-00245 - Fioogle Chrome

@& cosaprimelink-stage-unifier.oracleindustry.com/bpJmod/bp/record/opentask/32210533/undefined/undefined?__uref=uuu376938149t6

Payment Request v

Vendor Approval Invoice Request
Attachments Comments Linked Records Linked Mai ::
4 General —
Project ID roject Name
1 : L 2 v I
& Payment Request - Const - City Work - Project No. 40-002{5 - Google Chrome s Cw — i — = = 2

#@ cosaprimelink-stage-unifier.oracleindustry.comfbp/mod/bp/record/opentask/32210533/undefined/undefined? _uref=uuu376938149t6

Warkflow Action@

4 Action Details

Workflow Actions * Send For

Select v

Select
Submit

Send for Revision




5. Users using new user interface will have a new form when records are closed/completed.
The following screenshot shows the new form layout. However, users can switch to the old
interface to view the classic form layout. Refer to letter E under Section 3 to switch
interface.

@ Task Order - Env-07 Mission Road Phase I ESA $6,829.50 - Project No. 4600016490 - Google Chrome = = 2 |

#@ cosaprimelink-stage-unifier.oracleindustry.com/bp/mod/bp/record/open/uta/17439/0/0?creid=17439& madel —uto&fromeastlon=18nrojact id=89512&nfl=08&_ ure...

Task Order / The Standard tab displays the Detall line items. N i

Task Ordengpproved Standard

. Attachments Comments. Linked ords Linked Mai  » ::
4 General\nformation

Contract She\ No. Type of On-Call Contract %
v

4600016490 Consultants
This section has the information -
from the upper form

Click on links to view Attachments,
Comments and Linked Records

G Payment Request - Const - CPS Gas - Project No. 40-00245 - Google Chrome E@i‘

#& cosaprimelink-stage-unifier.oracleindustry.com/bp/mod/bp/record/open/upr/5860/0/07srcid=5860&model =upr&fromcostlog=1&project_id=49196&nfl=08_ uref=...

Payment Request Or the Invoice Request tab displays the Detall line items. [= ., |
Payment Request \nvmcewuest/ (]

Attachments Comments Linked Records Linked Mai ::
4 General e
Project ID Preject Name
40-00245 Roosevelt Drainage at March Avenue - Name -« p Title

4 Published Attachments

6. A user can have multiple proxies from their respective organization. Users can select their
proxies under Preferences. See the following screenshot to setup proxies.

» Other bookmarks

Get Unifier Mobile App -

_‘/!l*JLHAMES BENNETT v
Select your name

And then click on “Preferences” »F
Proxy For »
Last login: 02/05/2020 08.27 AM
Sign Out
Status B
Preferences X

General Email Subscription Region Format Prow
Click on “Proxy”

Do not allow Proxies

My Proxy | am Proxy Proxy Login History

Users who can act as my Proxy Click on + to add new proxies

Select Person and click on Trashcan to remove proxy

Name Email Proxy Status
FERNANDO HERNANDEZ FERNANDO.HERNANDEZ@SANANTONIO.GOV  Active




7. Users can print multiple records from the logs into a single file. Users can select
multiple records by holding down the Ctrl or Shift key. Under Actions select Print and
then select the format (HTML, PDF, etc.) to generate the file.

E - Envir On-Call Train.... CoSA > EmvironmentalTa.. 3 E-EmirOn-Call

Alerts

Task Order

uMail

Collaboration -+ Create View | All Records v X @] = v Q a)

Information

Import...
, OO0 Title » DatePre... TaskAmount  Status
anager
@ @ Venc DWONCSVTEmMDIZE..  ino 42082017 4,940.00 Approved
Document Manager
[ | venc CreateFromTemplate.. Jpo.. 12/08/2017 4,940.00 Approved
} Logs
. [ @) Venc pykEdit. DO 12/08/2017  4,940.00 Approved
Invoice
RS 5 |
. o@E 0 \.r b oL 17 494000 Approved
PO Line = j Ven M7 4,940.00 Approved
, . Transfer Ownership... PDF ...
FETET R IES] @ g venc g M7 4,940.00 Approved
. i Custom ...
Quote Request @ g Venc erminateRecord. M7 4,940.00 Approved
SOV Line Change [@ | Vendor 8 TaskOrder FERMANDO... 12/08/2017 4,940.00 Approved

8. When adding line items to Task Orders, Contract Change Requests, etc., you can add
additional items without having to close the entry form. Select the “Save & Add New”
button to save time when entering line items.

Quantity Used

Cluantity Used:| []| ®

Earned Dollars:| U.UUl

-

Linked Records {0}

Attachments (0)

e
Save & CloseA/Save & Add Newh Cancel |

N~




9. The Document Manager has 3 different views in the interface - following is screenshots

of the new views - Flat View, Tile View and Tree View

In the Tile View it displays a thumbnail preview of photographs. You can also search

for files across all folders in the Document Manager.

(Tile View)
Documents
A > Project Documents

Create v Actions w = E E O O/ Vew Al v
4 Folders
GCLOSE OUT GOMMUNIGATI
MASTER SCHE PAY ESTIMATES PROCUREMENT
UTILITIES VENDOR EVALU

(Tree View)

Documents
A > Project Documents

CONSTRUCTIO

PROPOSAL RE

CONTRACT CH

PROPOSALS

Upload
(Flat View) Download
Documents
# > Project Documents
Create v Actions. v E 4'? £ ©0 View Al v X 5 * K
Name -~ & Re P Size  UploadDate  Owner Titie RevMNo. Issue Date Pub...  %Complete  Location Create Date
ol cux}ﬁ CoSAAdmin 0 ! 06/06/2012 10:49 AM
coseY  Click to Create CoSA Admin 0 06/06/2012 10:49 AM
new subfolders CoSAAdmin 0 06/08/2012 10:43 AM
CoSAAdmin 0 08/08/2012 10:49 AM
CONTRACT CHANGES CoSAAdmin 06/06/2012 10:49 AM
DESIGN PHASE CoSAAdmin Search features 06/06/2012 10:49 AM
ENVIRONMENTAL CoSAAdmin available to find 06/061201
MASTER SCHEDULE CoSAAdmin - 06/06/2012 10:49 AM
PAY ESTIMATES switch bet Til CoSAAdmin files in 06/06/2012 10:49 AM
PROCUREMENT & GONT. .WI C' N Vf'ee"' fle or CoSAAdmin Document 06/06/2012 1
PROPOSAL REQUESTS List View. Tile will GoSAAdmin Manager or Page 0812672
PROPOSALS show thumbnails. ROBERT BAZ... 0 1211772
REAL ESTATE List is the detailed list CoSA Admin 0 06/06/2
RISKITEMS of files. ROBERT BAZ 0 1211772012 04:06 PM
UTILITIES CoSAAdmin 0 08/08/2012 10:49 AM
VENDOR EVALUATIONS CoSAAdmin 0 / 06/06/2012 10:49 AM

DESIGN PHASE ENVIRONMENT

REAL ESTATE RISK ITEMS

Create w Actions ¥ = B B 4] © Vew Alvw X C w Q B3 ®
Name -~ - E Ref BP Size Upload Date Owner Title Rev
e Project Documents CoSAAdmin

3 @M cLAams CoSAAdmin
CLOSE OUT CoSAAdmin
COMMUNICATIONS CoSAAdmin
@ CONSTRUCTION PHA CoSAAdmin
@ 0 CONTRACT CHANGES CoSAAdmin
DESIGN PHASE CoSAAdmin
@® ENVIRONMENTAL CoSAAdmin
MASTER SCHEDULE CoSAAdmin
@ PAY ESTIMATES CoSAAdmin
@ PROCUREMENT & CO... CoSAAdmin
PROPOSAL REQUESTS CoSAAdmin
PROPOSALS ROBERT BAZ
REAL ESTATE CoSAAdmin
RISKITEMS ROBERT BAZ
UTILITIES CoSAAdmin
VENDOR EVALUATIONS CoSAAdmin

10



Different Items In PRIMELink

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

- | ___ .

#« BHo @ :
. ther bookmark

- % @ JAMES BENNETT ~

- Maox

B9 Master Log - Business Processes.

Tasks Finat Estmte?

Tasks: displays all tasks that you have received. Tasks include items that require
review, approval, comment, etc.

o A new task appears in BOLD

o A late task appears in RED

o A previously viewed task but not completed appears in normal font
Messages: displays copies of items which you have been cc’'d
Drafts: displays saved drafts of items you have created but not sent
Mailbox: displays internal e-mail messages sent within the system

To View Items that are more than 7 days old you will need to click on the down arrow

Tasks ~
-+ Create Actions w View| Received in last ﬁays v | X G =5 v Q, B
Business
@ @ origin Process -
: fo -] H - Roosevelt Drainage at March Avenue Payment Request
(V] H - Roosevelt Drainage at March Avenue Payment Request

11



View Pending Tasks
2. To View All Pending Tasks:
a. Click onthe Home Tab
b. Click on Task
c. Click on the down arrow, then click on All Task

[S] Primavera Unifier b +

© Primavera - Cloud Portal

<« c @

¥ Most Visited (@) Getting Started From Google Chrome  [&] Login - Oracle Access... [&] Login -Stage @ Service Requests Home

(© @ https://cosaprimelink-stage-unifier.oracleindustry.com/bp/ro 9%

(@ =7 el Mg PRIMAVERA Unifier (Development)

Company Work. CoSA +

Home Record Details

Tasks Tasks —_—
General

Drafts

+ Create Actions w | View | Received in last 7 days ' > | Ql||s
Wailbox Project ID
Master Log - Bus © i ongin [ Received inlast7 days . Titie Record Due s-o0ziz

£ @ H-Houston StATST.. Py Receivedinlast30days Const-CPSGas  0S/2212018 02:

Group by Business Process
Invoice Summary

Group by Origin
Reference Commit

Down Arrow

Late Tasks

Hidden Tasks

AllTash
Create New View...

Manage Views

Then Click Incunt
on All Tasks

Check Stub Info
aaa

Invoice Detail

Invoice Identifier
ZZ-GO0D017622

< >

hitps://cosaprimelink-stage-unifier.oracleindustry.com...ks/log?_uref=uuu268:navigator-0&tnoProjectSelected=1%

- T.‘I Q_ search

Workflow Progress.

JAMES BENNETT » il

Aftachments

Project Name

H - Houston St-AT&T Parkway E.to IH10 Svc
Rd

Period To
042312018

Application No
1.0

Total Invoiced Amount
-§300.70

Estimated Payment
-5300.70

Final Estimate?
No

Invoice #
INV-0000123

- [m]
In @ =
% (3 SignOQut
~n
v
v

Project Specific:

Go to your project or from Home tab click on the + sign and input your project’s name into the

search engine and click on it there...

When you click on your project the following will appear —
You will need to click on Summary to see the Details Page

ORACLE' Primavera Unifier (Development)

Z\isitor Cente... K- 2015 Friese... +

Call > K-2015 Friesenh

& Company Work CoSA

K-2015 Friesenhahn... [NCHSESNEESINEY

b Alerts

Workspaces  Summary

uMail

- % (2

JAMES BENNETT ~

2o
My Dashboard ==
A-N

AE|
el

Select Tasks from the Dashboard Click on the + sign and

ORACLE' Primavera Unifier (Development)

V - Visitor Cente... K- 2015 Friese... */

input the project’s name or number

JAMES BENNETT +

#  Company Work... CoSA
& K- 2016 Friesenhahn.. SA > ParksDeptOnCall > K-2015 Friesenh
A Aerts orkspaces  Summary
o uMail
- ject Mailbox - Tasks 0 Notifications 0 Mail
= Collaboration ¢ e o
@ information
Image Details
[ pe— 9
M Document Manager Ei?gﬂ Friesenhahn,
Number
Tasks 4805014501

0

Information

No Image Available.

Administrator
CoSAAdmin

[P,

Links

No items to display.

2

My Dashboard ==
0
Total

12



Pending Tasks

© Primavera - Cloud Portal Bl [=] Primavera Unifier b + - m]

<~ [ @ @ https;//cosaprimelink-stage-unifier.oradeindustry.com/bp/rc 20% s @ P | Q Search m e =
£+ Most Visited (@ Getting Started [ From Google Chrome [&] Login - Oracle Access... [@] Login -Stage @ Service Requests Home
(@ =7 Xa(M =00 PRIMAVERA Unifier (Development) BB JAMESBENNETT » = + (2 SignOut
#  Company Work. CoSA A-2015XPIT ... H - Houston St-. +
B H=(rmr s CoSA » CMS > StrestsandDrain > H-Houston StA &
= Record Details  Workflow Progress  Attachments. K2
ubdail Tasks e n
Project Mailbox General
- Creale | | Actions v | View | AllTasks v |3 ~ 1 (= -
Collaboration e + 2 a Project ID Project Hame
P, 40-00212 H - Houston SLATST Parkway E.lo H10 Sve
asks @ 1 Origin Business Proce... Record Number  Title Record Due o
Notifications fo o) H - Houston SE-ATST ... PaymentRequest  PR-D000123 Const-CPS Gas  0S/22/2018 02:
Drafis ® H - Houston SE-ATAT ... PO Line PL-0000023 450012-1 s ST
@ information [0)] H - Houston St-AT&T ... SOV Log usl1-000003 SAmTest 2
o . . Reference Commit Period To
B CostManager @ H - Houston SLATAT .. Payment Request | PR-DO00121 SamTest at project 05072018 08 PSS pamants
8 Document Manager @ H - Houston St-AT&T ... Submitals SUB-0088 Test Mix 2 0311912018 082
L (O] H - Houston SLATST  Submitals SUB-0087 Test Mix 020612018 021 3 Date Application No
& Logs ¢ 04nap0is 10
m Collaboration BPs.
MSOS Total Amount Total Invoiced Amount
= Soil Management 50.00 5300.70
M Phase
) Retainage % Estimated Payment
B Reports £ 0 230070
Check Stub Info Final Estimate?
aas Ho
< > Invoice Detail
Total: 6 Invoice Identifier Invoice # v

This is where you can use the stuff shown to you on Page 6....

View Draft Records

When you start a new item in PRIMELIink (Payment Request, RFI, Submittal or other item) and the
system drops you out or you have to get out, sometimes the system will store it has a Draft Record.
Please keep an eye on this item. You do not want to have a lot of Draft Records. To clear them do the
following:

1. On the Home Screen, click on Draft in the upper right corner
2. Highlight the ones you want to delete
3. Click on Actions, then on Delete
4. If you need to delete more, go back to step 2.
ORACLE" Primavera Unifier (Development)

Company Work... H - Roosevelt D... -+

= Home Drafts 5

Task: — .
asks ViEW Saved in last 7 days ¥ X _ =1 4 Q ES

E-Signatures

Print »

= bEiE Delete -:s Record Number . Title Origin Last Saved ,, Discussi
Mailbox > rayment Request upr- Const - City Work V - Comanche Looko...  02/05/2020 08:59 ..
Inbox 'El' Payment Request upr- Design - City Bas V - Comanche Looko... 02/05/2020 0856 ..
Notifications Payment Request upr- Vendor 1 PO H - Training Project 1 02/05/2020 08:34 ..

Sent ltems

Master Log - Business Processes

13



CoSA Tab

The CoSA tab contains all the current On-Call Contracts, Projects, ROW Permits and Task
Order Contracts Group. The new location is on the close to the top left and select either:
On-Call Contracts, Project, ROW Permits or Task Order Contracts Group.

teAcce.. W Blackhorse Associat
ORACLE Primavera Unifier (Development) = # @ (DAmMESBENNETT +
®  Company Work

2

||||||

Click on Departments
And Select either
On-Call Contracts

or Project
or ROW Permits

or Task Order Contracts Group

To find you project — find and click on Project

- em—— B . i

« C @& cosaprimelink-stage-unifier oracleindustry.com/bf 2i-project?_uref=uuub65675160 * B o @ :

BILLS vahoo [@) Login- Oracle Acce.. WP Blackhorse Associat.. g Cruises | Carnival Cr.. 4 Your Security Servic.. W Veteran Tickets Fou.. /A RelayHealth-Signln € Sunset Life Insuranc... we Free Website Builde. » Other bookmarks

ORACLE" Prif Unifier (D

.

CoSA v 2

Workspaces  Summary

o | Click Expand View

Name SAP No. Project Name Status  Temp

£ P CiMs

» Publi

= % @ (EuamESBENNETT v

#  Company Work.

My Dashboard +++

Click to Close Map View
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CoSA v

Workspaces  Summary My Dashboar:
CoSA
view Pt v | 0| [T ; : :
ad Click to turn on Search Find View
Name SAP No. Project Name Status Template Type Project Authorization Project Program (CB)
Find Find Find Find Find Find Find

4CivMs
4 Streets and Drainage

H - Training Project 4 - Training Project 4 TCI Horizontal

- Training Project 3 - Training Project 3 TCI Horizontal

- Training Project 2 - Training Project 2 Active

~Training Project 1

- Training Project 1 Active  TCI Horizomt

To Find your contract or project

POIB SAC Asphal Ox Input part of the name of the item in the Project Find Box

-2016 SAC Asphalt Overlay TOC Pkg 5 Active  Ops Strests - Drd|

2014 AC Group Traffi - 2014 AC Group Traffic Engineering - Bi Active  Ops Traffic

- On-Call Trfc Egr Svs - On-GallJrfc Egr Svs - 2009 - HDR - Ri Active TCl Horizontal

- Test Cell Facility Drai - Test Cell Facility Draina vements Active TClI Horizontal

- 2017 Garcia & Wright - 2017 Garcia & Wright Civil Engr Sves - Ops Traffic

-2017 IDCUS Civil En. - 2017 IDCUS Civil Engineering Svcs - Active TCl Horizon

-2014 RJ Rivera Asso - 2014 RJ Rivera Assoc - Civil Engr Svc Active TCl Horizontal

To open your Contract or Project
- 17-18 Alamo Gity Reconst-Reclam TO Active TCI Horizontal Yet - C|IC|( on the name

- 2017 Camacho Hemandez Givil Engr Active TGl Horizontal

- 17-18 Alamo City Re

- 2017 Camacho Hem

- 2017 Sanchez Salaz - 2017 Sanchez Salazar Givil Engr Svcs. Active TCl Horizontal

- 2017 IDCUS Civil En. - 2017 IDCUS Civil Engineering Svcs - Active TCl Horizontal
-2017 Sanchez Salaz - 2017 Sanchez Salazar Civil Engr Svcs. Active TCl Horizontal

-2017 Garcia & Wright. - 2017 Garcia & Wright Civil Engr Sves - Active TCl Horizontal

T T TTTITITITITTTTNMT ITIT T

- 17-18 Alamo City Re - 17-18 Alamo City Reconst-Reclam TO Active TCl Horizontal

Letters before Project Names stand for the following:

A — Aviation Projects

B — Building and Equipment Services

E — Environmental On-Call Contracts

F — Traffic Management/Operations Projects and On-Call Contracts
H — CIMS and Public Works Horizontal Projects and On-Call Contracts
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
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Bookmarks

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

1. Navigate to the desired Project or On-Call Contract
2. Click the Bookmarks Star on the upper left section of the window
3. Click Add to create the bookmark

B i Unifer
< C @& cosaprimelink-stage-unifier.oracleindustry.com/bp/route/
BILLS Yehoo [@) Login - Oracle Acce.. W Blackhorse Associat..  gf

ORACLE Primavera Unifier (Development)

Bookmarks
link

JAMES BENNETT ~

#  Company Work CoSA +

My Dashboard ++«

SAP No. Project Name. Status. Template Type Project A

Click “Add” to create
Bookmark

If you want PRIMELInk to open at your project, click on Organize then put a Checkmark in the
Default Logon block.

@ % @ (LJAvESBEN

Name Default
\ - Japanese Tea Gardens - Home
W - Comanche Lookout Park - Home My Dashboa
K - 2015 Friesenhahn - Annual Asphalt Contra
A-2015 XIP IT & Security PIng & Prog Mgmt -
A-XIP (CHI)IT & Security Ping & Prog Mgmt ..
¥ V- Visitor Center Renovations - Home E
te Type Project A H - CWB Program - Bronco - Submittals
Find E - ALEO Abestos & Lead-Based Paint Consul....
- District 10 Senior Center - Home
K - Laurens Hike and Bike Trail Connection - ..
izontal W - Tom Slick Creek Park - Home
izontal H - Frio Street (Gommerce to Cesar Chavez) -
‘izontal T - Ximenes - Facilitator and Partnering Servic..
izontal T -

eets - Drainage
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PRIMELink Forms

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

PRIMELink forms consist of one or more sections: Task Detail Form, Action Location, and
Data Details Form.

G Payment Request - Const - City Work - Project No. 40-00245 - Google Chrome . ‘Ml

& cosaprimelink-stage-unifier.oracleindustry.com/bp/mod/bp/record/opentask/32210557?task_id=322105578&parent_id=08&viewOnly=08:project_id=49196&model=u...

Payment Request Action Location Accept Decline = w
Payment Request Invoice Request
4 Task Details Attachments Comments Linked Records Linked Mai > ::

From

JAMES BENNETT

Task Detail Form

Te

Data Details Form
JAMES BENNETT;Project Team Approvers

Sent For

PM Team Review

Task Due Date

02/07/2020 02:21 PM (UTC-6) H o
Information
4 General No Attachments.
Project ID Project Name
40-00245 Roosevelt Drainage at March Avenue

4 |nvoice Summary

Reference Commit Period To

17



Task Details Form

The Task Details form contains basic information. Fields in all forms will vary: editable,
required, and read-only fields.

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 appear

allowing to select from a list.

G Payment Request - Const - City Work - Project No. 40-00245 - Google Chrome

s B ===

& cosaprimelink-stage-unifier.oracleindustry.com/bp/mod/bp/record/opentask/32210557task id=32210557&parent id=0&viewOnly=08&project_id=49196&model=u...

Payment

Payment Reqy

From

You must either - click on Accept Task or Decline Task
Accepting the task does not approve the task...

4Tasknd  Declining the task just mean someone else will be working on it!!! Ir=iREes  B=E %) o
Declining a task DOES NOT reject it.....

If you received an Email about an task T aeept Decine = v

L]

JAMES BERNETT

To

JAMES BENNETT;Project Team Approvers

Different items have different forms

and it will bring in the information

If it has a Picker/Selector, if you know the info
that it is requesting, you can type into that line

4 General

Project Number

ase Order Lines.

"\\‘ Picker / Selector |

Project Name

V Roosevelt Drainage at March Avenus - -
The Gray items are Read-only field Click here to remove the Information Form

Titie *

Creator
JAMES BENNETT

=

Agency *

e

Status

i ]

SAP Contract No. Information

No Linked Records

The White Fields without the * are
not required information fields

You can only
edit White

The White Fields with the * are Required field

Fields
Editable fields
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Task Details and Data Details Forms

Task Details and Data Detail will show that the task will be assigned to in the next workflow
step, who it will be emailed to and workflow status.

Payment Request

Vendor Approval Invoice Request

4 Task Details
From

JAMES BENNETT

To

JAMES BENNETT:
Sent For \
Contractor Approval

auto-populate

Task Due Date

02/07/2020 02:21 PM (UTC-6)

Depending on the setup,
the To and Cc boxes will

4 General
ProjectID Project Name
40-00245 Roosevelt Drainage at March Avenue

4 |nvoice Summary

Reference Commit Period To

@ cosaprimelink-stage-unifier.oracleindustry.com/bp/mod/bp/record/open/upr/37482/0/0?srcid=37482&model =upr8ifromcostlog=18iproject_id=491968infl=08&__ure...

Acgept Decline = v

Attachments ~ Comments  Linked Rfcords  Linked Mai
Information £ Mail
No Attachments.

x 2
P2

Clicking on this arrow
will bring up
Different items

See other items below

Workflow Progress

Click on Accept,
Will bring up the item
You will need to do something with

This Workflow Actions Details box will open

Itto. (There could me many)

Click on Workflow Actions and select who to send

Workflow/Action Details

4 Action/Details

Workflolw Actions * Send For

Select v ‘

Select
Submit for TCI Review

Reject

You can add people to the CC
Then click on Send to forward the
Items to the next approver

Once you accept a task
and you need to Send
Click on Send

Audit Log

=X

Send Save = v

Reference Records

Workflow Action Details

4 Action Details

Workflow Actions *

| Submit for TCI Review

v

To
JAMES BENNETT:CIMS Construction
cc

Send For
TCI Construction Review

Start typing for suggestions.

-

ate Details

Task Due Date
02/10/2020 08:49 AM

Cancel Send
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Invoice Request and Standard Data Forms

The Invoice Request and Standard Data Forms contains fiscal information and has the main
content of the record, such as line items for a payment request, change order and task orders.
The following is an example of a List Iltems list.

i Payment Request - Const - CP

| @& cosaprimelink-stage-unifier.oracleindustry.com/bp/mod/bp/record/opentask/32210590/undefined/undefined?__uref=uuu859442517t7
Payment Regy To Add items, you will need to click on add send Smve = v
Creation-Revise Invoice Request
A F @ G By B
Previous Total
icheduled Total Contract Application This Invoice Application
® /4 Ref Item Number Sp| Quantity Quantity * Quantity Invoice Amount
~ looi #| Toincrease or decregse \ 1 1 o
7 oz An item, click on the item then , 32 2 2000000
7 o0 B Increase or decrease its amount 1371 2 1373 $58.00
TOTAL $41,401.00 1,388 1,372 35 1,407 $20,920.00
O
Total: 3

-=_ —

@ cosaprimelink-stage-unifier.oracleindustry.com/bp/mod/bp/record/opentask/32210590/undefined/undefined?__uref=uuu859442517t7 i

»
G' Payn]ent Request - Const - CPS'G'ag - Project I-\lo. 407%245 = Gnﬁle Chrome

Payment Request Send Save = ¥

Once you are done,
Click on Save

Creation-Revise Invoice Request

Error Check

Previous Total
scheduled Total Contract Application This Invoice Application
E ef. tem Number pecification alue uantity uantity uantity uanti nveice Amount
© / Ref.  ltemNumb Specificati Val Quanti Quanti Quantity Quanti Inveice Al
5 . .
001 ! $2,500.00 ? ! 0 Then find and increase
oz ! $7.500.00 4 3 o the quantity of the item
# 003 2 $650.00 1 1 32
004 3 $6,370.00 98 45 0 45 $0.00 '
# 005 3 $39,759.00 1,371 1,371 2 1,373 $58.00 i
006 3 $5,330.00 82 80 80 $0.00 i
I
007 4 $3,307.50 27 45.6 0 456 $0.00
# 008 4 $992.00 16 0 1 1 sezo0 |l
009 CPS-01 $1,500.00 1,500 1,500 0 1,500 $0.00
i
I
TOTAL $67,908.50 3,101 3,049.6 35 3,084.6 $20,920.00 i
aE—— (]
Total: 9 (]
— — - — — e
€ Contract Change Request - CIMS-09 Show New Stuff - Project No, 40-00245 - Google Chrome =3[ % ]
& cosaprimelink-stage-unifier.or; . . . =uuuB59442517t7
To Add items, you will need to click on add f
4 Contract Change Rg T Send Save = v |
N
Contract Change Request,/ Standard
|
‘€| B || Add  Acions v  ViewCunency Transaction Currency v [c|llew Line tem Details  Attachments  Linked Records b |
Q
X 4 WBS b
Unit
No., @ @ SpecNo. Item Description um Price Quantit WBS Code " N
o I 123 New ltems DoL $100000 3 99-99-99-99-99-09 v O=
001 456 item Name Goes here 2 oL $2,00000 1
Tode Name
sov h
Adding on Change Orders i
. . I
is done on the left side.
f
| More information on this in the e
Vendor and Internal Users Manuals g
4 General
Specification
123
ttem Short Description *
Total Amount ¥ - §5,00000 New ltems
Total: 2
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Help Files in PRIMELInk

On some items there Help Files at the top, to see if there are help files on an item,

do the following: (You must be on your project and on the item you want help with)

(The User, Admin and Reference Guides are from Oracle and not the PRIMELink Helpdesk
these will not help you with your problems)

Task Request Contracts Group Help, Field Work Directive Help, PRN Help, RFIs Help

Are just some of the help files that may have a PDF help file.

Most do not have a help file yet.

| To Access the Help Files, Click on the this ICON
Payment Request

+ Create » Actions w View | AllRecords w X y = w Q e B v
Payment Request Help
#0 Date 5 Vendor Name PO Title PO # L. Ser Productivity Kit

4500367873

-ﬁ} 02/05/2020 R L JONES COMPANY... Const- City Work U Iy

Then click on the Help file

Workflows

Most business processes in PRIMELIink 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)

Submitter Contract Change
Clanfeation Processing

Here you see the options  Submit for

Resubmat
of the workflow Actions Cionton

Send for
Clarification

PM Team Acceptance of

Submit to PM—————————
Review Response

4,

Options

Submit Submit
Create
Send for
Clarification

Submit to i Acceptance of soce-)
Consultant Response

——>| Consultant Review

Submat for
Clarfication

Submitter Technical ——————————>»{ Technical Revew
Clarification Review

Workflow:
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Assign Task in Workflow

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

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

NoakwhE

Open the task

Do Not Accepting the task!!
Click on the 3 horz lines

Click on “Add more assignees...”
Highlight the person(s) or group(s)
Click on the > arrow

Click Done

Payment Request

Vendor Approval Invoice Request

Click on the 3 horz lines

JAMES BENNETT

Payment Request

Vendor Approval Invoice Request
- [ ]
4 Task Details

From
JAMES BENNETT

Click on Add more assignees...

JAMES BENNETT

@& cosaprimelink-stage-unifier.oracleindustry.com/bp/mod/bp/record/open/upr/37482/...

Attach

Tennntar O Wi
https://cosaprimelink-stage-unifier.oracleindustry.com/bp/maod/bp/record/open/upr/27482/0/07srcid...

#& cosaprimelink-stage-unifier.oracleindustry.com/bp/mod/bp/record/open/upr/37482/...

Accept Decline =

ents  Comment » :,

] Name

Total: 1

Payment Request - Const - CPS Gas - Project No. 40-00245 - Google Chroi

SOV

I Add more assignees..,

Auto-create

users...

mail as Attachment

Print »

Review >

Terminate Record

User and Group Picker
View Users/Groups v | Q B

Users and Groups

Available Items

Name Company
JAMES BENNETT City of San An ‘
@ anmramar ALISONRECEND... C
@ gl Consultant »
CIMS-PW FISCAL City of San An
@ GBCIMS Fiscal <
ALISON RECENDEZ City of San An &
L]
Total: 6
Cancel
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Highlight the person(s) or group(s) you want to add
then click on the > arrow

When you are done add people, click on Done
/

Alert x

New assignees have been added to Payment
Request PR-0000041




Add a Proxy

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

1. Click on your name in the top right corner of the page
2. Click on Preferences

E https://cosaprimelink-stage-unif. X

< c

BILLS

Yahoo E Login - Oracle Acce...

E Primavera Unifier

® Blackhorse Associat... A Cruises | Carnival Cr...

ORACLE' Primavera Unifier (Development)

@  Company Work...
& H - Roosevelt Drain._.

A Alerts

5]

B uMail

<)

B Project Mailbox

# Collaboration

Tasks

3. Click on Proxy tab
4. Click on + plus sign

5. Click on Select
Click on Search, Input the first or last name of the person, click Apply

Select the name

CoSA H - Roosevelt D...

CoSA > CIMS > StreetsandDrain... > H-Roosevelt Dra.

Payment Request
X||C

-+ Create v Actions ¥ View  AllRecords v

Date . Vendor Name PO Title

K - 2015 Friese..

@ cosaprimelink-stage-unifier.oracleindustry.com/bp/route/7/i-upr?_uref=uuug594425174 +vr B Q ‘ H

» Other bookmarks

(2 [ZlJAMES BENNETT v
+ Get Unifier Mobile App ...
Preferences ..
Praxy For

Last login: 02/05/2020 11.33AM

Sign Out
P_.. —

(=] Primavers Unifier

@ & hitpsy/cosa sge-unifier oraceind e @ gy Qe

&« ¢ @

£} Most Visited @) Getting Started 5 From Google Chrome  [@] Login - Oracle Access . [@] Login -Stage @ Service Requests Home

Preferences

General  Email Subscripion  Region Format  Proxy  Mare

Do not allow Prodes

MyProxy lamProxy  Proxy Login History

Proxy Status

23

Proxy User X
Proxy User Settings
Grant Proxy Access To ©
‘ Typ v =
‘ rob E A
£
ROBERT BAZAN L
ROBERT GARZA =
b & |
Status
Inactive @) Active

23 K3



No

e N .

NookwNE

Proxy User

Proxy User Settings
Grant Proxy Access To *
ROBERT BAZAN

Start Date/Time

Status
Inactive ®) Active

Enter Start & End Dates (optional)
Click Ok

Remove Proxy
Click on your name in the top right corner of the page
Click on Preferences
Click on Proxy tab
Highlight the name you want to remove

|1}

Click on the Trashcan
Login as a Proxy

Click on your name in the top right corner of the page
Click on Preferences

Click on Proxy tab

Click on “l am Proxy”

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

You will logon on their behalf

24
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User Access Request Form

This form will be used by the PRIMELink Helpdesk to grant and remove access within the system and track who

requested/authorized the user’s access.

e  Form must be completed by the requestor/authorizer within PRIMELink in order to request, remove or modify a

user’s access to the system.

e  Only personnel who already have PRIMELink access will be able to request/authorize access.

e  User Access form functions as other PRIMELink forms, i.e. form is completed, a Workflow Action is selected and to
initiate workflow action the user is required to click on Send action button. Note: Users are able to copy from
previous requests or individual line items within the form tabs.

e Asingle request can be used to request accounts for more than one person, assign a person to more than one
project, assign multiple people to multiple projects or assign people to both Projects and On-Call Contracts.

1. Logon to PRIMELink
2. Click on Company Workspace Tab, click and expand Company Logs line and double-click on the User Access —
Company business process.

[&] nttpsy//cosaprimelink-stage-unit X [&] Primavera Unifier

ORACLE' Primavera Unifier (Development)

&« C @ cosaprimelink-stage-unifier.oracleindustry.com/bp/route/2/i-projectname?_uref=uuu859442517# #+* Bl o ‘ :

gits [ Yehoo [ Login- Oracle Acce.. W) Blackhorse Associat.. g Cruises | Carnival Cr.. & Your Security Servic.. W Veteran Tickets Fou... » Other bookmarks

- % @ JAMES BENNETT +

Company Work Lo5A H—F

€l City of San Antonio-... Company Workspace

- .
Collaboration General Summary

B Document Manager

- JI Step 1 — Click on Company Workspace |

B3 Company Log> f +HARteRt
Vendors

Description

Subcontractors

NIGP Codes

User Access - Cai 8
raon

City of San Antonio Capital Improvements Project

l Step 2 — Click on Company Logs ications
_ Total

» Workflow Business Processes

User Agreements COSA PRIMELink HeloDesk

—Lon: Wiril Step 4 — Click on User Access - Company |

3. Click New icon on action bar in active window to create a new request

[& nttpsy//cosaprimelink-stage-unit X [&)] Primavera Unifier

Company Work. .. CoSA
€l City of San Antonio - H...  [CRNESVNSSSSS
% Collaboration
M Document Manager
E3 Company Logs ) + Create Actions v

Vendors ED D v

Subcontractors = 4 Creation

< C @ cosaprimelink-stage-unifier.oracleindustry.com/bp/route/2/i-uuac? _uref=uuu859442517# T Q ‘ :

piLLs [ Yshoo [S] Login- Oracle Acce.. W Blackhorse Associat.. g Cruises | Carnival Cr...

ORACLE Primavera Unifier (Development)

\flew| All Records v ‘ X

Date Status

Step 5 — Click on Create i » Other bookmarks

- % @ JAMES BENNETT v

K - 2015 Friese.. +

Record Details Workflow Progress Attachments 55

List of your previous requests

Record Number Status

uuac-00002295 Completed
reator

NIGP Codes

User Agreements 05/10/201 Completed

Contractor List 05/10/201 Completed

05/10/201 Completed  uu:

User Access - Com... 05/10/201 Comple;

2 02295 FERNANDO HERNANDEZ
uuac-00002294 JAMES BENNETT

uuac-00002293 FERNANDO HERNANDEZ .
.
uuac-00002292 JAMES BENNETT

4 Requestor Information
Creator Creation Date

FERNANDO HERNANDEZ 05/10/2018 01:27 PM

25



4. On the beginning of the Create New User Access — Company form, denote in the Remarks text field, a brief
description of what the access request will entail and/or any other information that will be helpful in understanding
the request(s). This information is used by the Helpdesk personnel to determine what needs to be done.
Notes:
e The first page identifies who is requesting/authorizing the user access.
e The fields (Record Number, Status, and creation date) in the Header part of User Access form are auto-populated
once the request is submitted.

5. Click on the appropriate Tab(s) to open up the detail portion of form for completion,
see Steps 5a — 5d.
Notes:
e There are four Detail Forms with tabs entitled
Accounts, Projects, OnCall Contracts, ROW Permits and Templates.
User can use more than one tab on a single request.
e The type of access request determines which tab(s) will need to be completed.

) Send Button
Five Tabs L

C Create New User Access - Comp:

Send Save =— ¥

LE.
T3

User Accounts | Accounts Projects On-Call Contracts ROW Permits Templates

X Attachments Comments Linked Records
4 General Information

Record Number Status

4 Requestor Information
Creator Creation Date

JAMES BENNETT

Remarks

Information

2| . No Attachments.

5a. Click on Accounts Tab, to add, delete or modify a user’s PRIMELink account.

@ cosaprimelink-stage-unifier.oracleindustry.com/bp/mod/bp/record/new/uuac/-6767/25427647__uref=uuu859442517t2

Create New User Access - Company Send Save = ¥

User Accounts Accounts Projects On-Call Contracts ROW Permits Templates

| = ‘ 2] Add Actions ¥ C|l S Q|| B
No. g © ction “  Status Name Company First
Add Button

E Information

No line items are available.
Total: 0

Click on “Add” function button on the top of the Create New User Access - Company form.
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To Add User Account
1. Select Add from Action drop-down list.
IF THE PERSON ALREADY HAS ACCESS TO PRIMELink, DO NOT USE THIS!

GO TO ONE OF THE OTHER TABS

2. On the left hand side, the Account Information form will appear.

a. Must complete all of required fields (marked with red asterisk *)
3. Ignore the Name field (i.e. user will be unable to find name in name list since access has not been
established yet) and complete the remainder of the fields in the account information tab.
4. For Non-City Employee Account(s) - Please attach the appropriate agreements and answer the questions
in the New Non-City Accounts section. If this is the first PRIMELink account for the business, then a Business
Agreement is also required. Both agreements are available at

https://www.sanantonio.gov/TCI/Current-Vendor-Resources/COSA-PRIMELink
Note: An individual user agreement is required for every non-city employee requesting an account.

5. For City Employee Account(s) - Complete the New City Accounts section. Note: If your department or
division is not on the list, put the information in the remarks field. The user id is the same as your COSA
computer logon id.

6. In remark field, enter any other information that will be helpful for the PRIMELink Helpdesk.

7. Click on either “Save” or “Save & Add New”

(£ Create New User Access - Company - Google Chrome! [

@& cosaprimelink-stage-unifier.oracleindustry.com/bp/mod/bp/record/new/uuac/-6767/2542764?__uref=uuu859442517t2

Create New User Access - Company Send Save = v

User Accounts Accounts Projects On-Call Contracts ROW Permits Templates

Add Actions - Line ltem Details e

No. @ <  Action ® Status Name Company First 4 Account Information I

Ifyou are requesting to delete or modify an existing user, use the
button on the Name Field to fill in the person's information. When
meodifying a person’s infromation please enter the changes in the
remarks field at the bottiom

Action *

Add
Delete

Total: 0 Modify

First Name *

[ [

To Delete User Account
1. Select Delete from Action drop-down list.
2. Use the Name field selection button to find the user you want to delete. Once selected the remainder of the
information will be filled out.
3. Denote in Remarks field, if this person was on any workflows or other considerations such as replacing
this person with someone else in the workflows.
Note: This action will prevent the user from accessing system for any project. If you want to remove person
from a select project or on-call contract use the Projects or On-Call Contract tabs.

To Modify User Account
1. Select Modify from Action drop-down list.
2. Use the Name field selection button to find the user you want to modify their profile information. Once
selected the remainder of the information will be filled out.
3. Denote in Remarks field, what changes you want the Helpdesk to make on the user’s account.
Note: Use this action to change phone numbers, emails or other account information. This will not change
what projects or on-call contracts the person has access to.
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https://www.sanantonio.gov/TCI/Current-Vendor-Resources/COSA-PRIMELink

5b. Click on Projects Tab, to add, delete or modify a user’s PRIMELink account access to a project.

Use the scroll bar on right side of window to view and complete all of requested information.
Click on Add function button on the bottom of the Project Tab detail section.

Note: A separate line item is required for each user/project combination. If you need to give a person access to
several projects, create the line item for the first project, then copy the line item, open the new line item and change
the project along with any change in remarks.

Must complete all of required fields (marked with red asterisk *)

Add, Delete or Modify User Account Access to Project
1. Select appropriate action from Action drop-down list:
a. Add - if user wants to add user access to a project
b. Delete - if user wants to remove user access to a project
c. Modify - if user want to change what a user role on a project
2. Use the Name field selection button to find the user you want to add/delete/modify. Once selected the
remainder of the information will be filled out. Note: If the user does not yet have an account you will have to
type in the first name, last name and company fields.
3. Choose the Project Role that best fits the user.
4. Use the Project ID selector button to find the project. Note: If you can’t find the project, manually enter the
project name into the Project Name field.
5. Denote in Remarks field, a brief description of what the person will be doing on the project.
This is used by the Helpdesk personnel to determine exactly which groups within the project the person
needs to be in. The groups determine what the user is able to see and do.
6. Click on either “Save” or “Save & Add New”

@ Create New User Access - Company - Google Chrome QE
& cosaprimelink-stage-unifier.oracleindustry.com/bp/mod/bp/record/new/uuac/-6767/25427647 _uref=uuu859442517t2

Create New User Access - Company Send Save = ¥

User Accounts Accounts Projects On-Call Contracts ROW Permits Templates
L]

Add Actions ¥ Line tem Details 58

@ o A X X
No. il Action Status Name Company Pro V' PrOJect Assﬂgnments

If the user already has an account in the system, use the Name field
to select the person

Action *

Select v ‘

Add
E Delete

Modify

v':“

Total: 0

First Name *
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5c. Click on On-Call Contracts Tab, to add, delete or modify a user’s PRIMELink account access to an on-call contract.

Use the scroll bar on right side of window to view and complete all of requested information.
Click on Add function button on the bottom of the On-Call Contracts Tab detail section.

Note: A separate line item is required for each user/on-call Contracts combination. If you need to give a person
access to several on-call Contracts, create the line item for the first on-call Contracts, then copy the line item, open
the new line item and change the on-call Contracts along with any change in remarks.

Must complete all of required fields (marked with red asterisk *)

Add, Delete or Modify User Account Access to On-Call Contracts

1. Select appropriate action from Action drop-down list:

a. Add - if user wants to add user access to a on-call Contracts

b. Delete - if user wants to remove user access to a on-call Contracts

c. Modify - if user want to change what a user role on a on-call Contracts
2. Use the Name field selection button to find the user you want to add/delete/modify. Once selected the
remainder of the information will be filled out. Note: If the user does not yet have an account you will have to
type in the first name, last name and company fields.
3. Choose the On-call Contracts Role that best fits the user.
4. Use the On-call Contracts ID selector button to find the on-call Contracts. Note: If you can’t find the on-call
Contracts, manually enter the on-call Contracts name into the On-call Contracts Name field.
5. Denote in Remarks field, a brief description of what the person will be doing on the on-call Contracts. This
is used by the Helpdesk personnel to determine exactly which groups within the on-call Contracts the
person needs to be in. The groups determine what the user is able to see and do.
6. Click on either “Save” or “Save & Add New”

@ cosaprimelink-stage-unifier.oracleindustry.com/bp/mod/bp/record/new/uuac/-6767/25427647__uref=uuu859442517t2
Create New User Access - Company Send Save = w
User Accounts Accounts Projects On-Call Contracts ROW Permits Templates
- - L]
Add A o Line ltem Details oz
Ne. @2 Action *  Stat N [« On- .
o. 8 ction s ame ompany n 4 On-Call Contract Assignments
If the user already has an account in the system, use the Name Field
to select the person
Action *
Add
Delete
Modify v = |
First Name *
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5d. Click on Templates and ROW Permits Tabs, to add, delete or modify a user’s PRIMELink account access on templates.

Use the scroll bar on right side of window to view and complete all of requested information.
Click on Add function button on the bottom of the Templates Tab detail section.

Note: This detail tab is used for only those individuals in
Fiscal, Contract Services, Director’s Office, Division Managers, Utility (SAWS/CPS Energy) and TxDOT access groups.

Add, Delete or Modify User Account Access to Templates

1. Select appropriate action from Action drop-down list:

a. Add —if user wants to add user access across all existing projects

b. Delete — if user wants to remove user access from all existing project workflows

(i.e. project templates)

c. Modify — if user want to change what a user’s role on project template
2. Use the Name field selection button to find the user you want to add/delete/modify. Once selected the
remainder of the information will be filled out. Note: If the user does not yet have an account you will have to
type in the first name, last name and company fields.
3. Choose the Template Role that best fits the user.
4. Denote in Remarks field, a brief description of what the person will be doing on the On-Call Contracts. This is
used by the Helpdesk personnel to determine exactly which groups within the on-call Contracts the person needs
to be in. The groups determine what the user is able to see and do.

6. Upon completing the appropriate detail tab(s) part of the form. Click in “Send” in the upper right hand corner.
Then click on “Send” again on the Actions Details page.

unifieroracleindustry.com/bp/mod/bp/record/new/uuac/-6767/25427647_uref=uuuB59442517t2

& cosaprimelink-st

Create New User Access - Company St Sem = v
korAccounts  Accourts  Praecls  OnCallCankiscts  ROW Permils  Templates
= 2] Al Actons ¥

Mo @ 0 Acion & Sows  Mame Company 1

nformation
Total: 0 No line Aems are 3vailatie
Workflow Action Details x
4 Action Details
Workflow Actions * Send For
Submit v PRIMELink Helpdesk Process
To
FERNANDO HERNANDEZ JAMES BENNETT,ROBERT BAZAN, SAMUEL HUTCHINS PRIMELI
cc
-
4 Due Date Details
Task Due Date
02/10:2020 11:41 AM
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Reports - User-Defined and Custom Reports

There are many reports in the PRIMELink system that you can use to find out information about your Project or
On-Call Contract current items. To find out want reports are available to you do the following:

pwnNPE

Go to your Project or On-Call Contract
Go to the bottom of the menu and click on “Reports”
Select “User-Defined” or “Custom Report”
Under “User-Defined” you may see the following:

Collaboration User-Defined Reports
Tasks ;
Create v Actions v View | All Reports ¥ G 5 v B
Notifications
Drafts Access Report Enable for
Name “  Description Data Type Type Type integration Owner
o Information {3} Contract Change Reques...  Listing of contract changes. D. Contract Change Requ...  System Tabular No CoSAAdmin
&8 Cost Manager Fund Shell Information System Tabular No CoSAAdmin
B Document Manager Late Workflow Tasks Workflow Information System Tabular No CoSAAdmin
B3 Logs Late Workflow Tasks - Ke Key Items are Contact Chang. Workflow Information System Tabular No CoSAAdmin
B Collaboration BPs Monthly Quantities Invoic...  This is a backup report for the Monthly Detail User Def...  System Tabular No CoSAAdmin
M Soil Management Outstanding Payments Lists Payments that have not... Payment Request System Tabular No CoSAAdmin
W SBEDA Payment Request Datab... Run in CSV. Provides a spre. Payment Request System Tabular No CoSAAdmin
PO Line Items Used for setting up excel invoi PO Line System Tabular No CoSAAdmin
B Phase
B Project Close Out - All Ta Shows the close out tasks not. Close Out Sum System Tabular No CoSAAdmin
Reports
Project Close Out - Sum Shows a summary of the num Close Out Sum Total Only = System Tabular No CoSAAdmin
User-Defined
Remaining Schedule of V...  Best if run in pdf or CSV Payment Request Sche... System Tabular No CoSAAdmin
Cusilierins Remaining Summary Sch... Best run in pdf Payment Request Sche... System Tabular No CoSAAdmin
Contract Chang... Retainage Report - No R Invoice System Tabular No CoSAAdmin
Daily Reports Schedule of Values -As o Best if run in pdf or CSV Payment Request Sche.. System Tabular No CoSAAdmin
RFI Log SOV Line Change Used to develop excel invoice SOV Line Change System Tabular No CoSAAdmin
RFI Log with Co... Submittal Log Report - Ag Lists the submittals and their s... Submittals System Tabular No CoSAAdmin
Inspector Qty ... Unconsolidated Daily Qty...  Provides a list of the unconsol...  Daily Qty Unconsolidated = System Tabular No CoSAAdmin
“ ” H .
5. Under “Custom Reports” you may see the following:
rigjeLLLluse o - A Tasks SHUWS UIE LIUSE UUL LESRS UL | LIUSE UL Juin Sysien 1auuiar
Project Close Out - Summary Shows a summary of the num... = Close Out Sum Total Only System Tabular
User-Defined
Remaining Schedule of Values - As of Last Completed Pay Request Best if run in pdf or CSV Payment Request Sche. System Tabular
CrErmliErTis Remaining Summary Schedule of Values - As of Last Completed Pay Request Best run in pdf Payment Request Sche. System Tabular
Contract Chang... Retainage Report - No Retainage Released Invoice System Tabular
Daily Reports Schedule of Values - As of Last Completed Pay Request Best if run in pdf or CSV Payment Request Sche . System Tabular
RFI Log SOV Line Change Used to develop excel invoice... = SOV Line Change System Tabular
RFI Log with Co... Submittal Log Report - Agency Lists the submittals and their s. Submittals System Tabular
Unconsolidated Daily Qty Detail Provides a list of the unconsol Daily Qty Unconsclidated = System Tabular

Inspector Qty ..

Daily Qty Su..

Daily Qty Det -

Total: 17

6. Under “Inspector Qty Reports” you may see the following:

RFI Log with Comments

Inspector Qty Reports

Daily Qty Summary New

Daily Qty Detailed New
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7. Under each report you will find a different kind of request page —

a. Nextto Agency you can click on Select, you will see this

Click on the one you want or leave it blank

b. Same for Type of Contract

Click on the one you want or leave it Iank
c. Atthe Top - select either CSV or PDF.
i. CSV will give you a spreadsheet of the items
ii. PDF will give you a PDF of the items.

8. Go to the bottom and click on Run Report to get the report you are requesting.

If you are using Google Chrome cannot view a PDF file in PrimeL.ink, it could be because Google
Chrome has its own version of a PDF Viewer and it needs to be disabled!

To do that:

1) Right click on Google Chrome icon

2) Click on the Google Chrome name

3) In the top message bar are, type in “about:plugins” and hit Enter
4) Click on Disable Chrome PDF Viewer
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