Notice of Non Compliance User Manual

1) Inorder to create an NNC =-E PMO Test
document, the AOR (Architect g Project Information
[ Communication
of Record) should browse to the &) Contract Information
Logs folder an.d click on Notice &3 Logs
of Non Compliance - ) Drawing Sets
- [#) Drawings
- [#) Submittal Packages
-~ [ Submittals
- [} materials
- [#] Daily I Field Reports
S| Motice of Mon Compliance
- [# Bonds and Insurance
2) Click on Add Document 2016 Wentworth NPL (1016796) Notice of Non Compliance
Control Center » Motice of Non Compliance >
3) TO' Select the GC | Center » Notice of Non Compliance Log » Noncompliance Notice >
4) FROM e you.rsen: (AOR) j| ﬁ Status | Description | Corective Action | Detals | Schedule | CustomFields | lesuss | Attachments
Type - i =
5) Date defaults to present date e toncenpiance feiee
o } To* <none selecteds B
6) Inputa Title
“ . < From* Chicago Public Schools Q
Example: “Peeling Paint Procuremen Department
Number * 00001
Date Jun 10,2015 =
Title
7) Browse to the “Status” tab and 2016 Wentworth NPL (1016796) New Nencompliance Notice
Input the Ba” |n Cou rt SeIeCt|On Control Center » Motice of Non Compliance Log > Moncompliance Motice >
’
WhiCh ShOUld be the GC General fatus Description Corrective Action Details Schedule Custom Fields lssues | Aftachments
Ballin Court <none selecteds =]
Priority Normal [=]
Status New ftem [+]
8) Browse to the “Description” 2016 Wentworth NPL (1016796) Noncompliance Notice : 00001 | Jacobs Engineering
ta b' C“Ck on the drOdeWn and Control Center » Motice of Non Compliance Log » Moncompliance Notice »
Select the approprlate Reason ) General Status m Corrective Action Details Schedule Custom Fields Issues Attachments
Code_ 4 Noncompliance Notice - Reason lﬁw
9) Browse to the Description and Description Paint on the playground equipment was poor quality.
type in the description for the
notice.
10) Type in your name and input
the date. The Required Date Staned &y Hark Kectoushi- AOR
Date Jun 11, 2015
auto populates 1 week from the Saned By "
date the NNC was created. Date o
Reguired Date Jun 18, 2015 Jizzi)




11) Browse to the “Corrective
Action” tab and input the

appropriate action. Type in the General | Status | Description Detals | Schedule | CustomFiekds | lssues | Attachments
GC'S name and IeaVe the date Corrective Action Scrape old paint and repaint with fresh new paint
for them to fill in when the
action has been completed.
signed By Matt Heffner - GC
Date e
Signed By
Date ﬂ
Required Date ]
Cost 000

2016 Wentworth NPL (1016796) Noncompliance Notice : 00001 | Jacobs Engineering

Control Center > Notice of Non Compliance Log > Moncompliance Motice >

12) Browse to the Details tab

13) Select Spec Section (if
applicable)

14) Select the GC contract and any
Reference document that is
applicable

15) Browse to the Schedule tab and
if applicable fill in the activity
affected and the dates.

16) Select the Attachment tab and
click on Attach File

17) Browse to select your
document.

18) Within the Subject line, input a
brief description of the
attachment.

19) Save & Close

Enter > Notice of Non Compliance Log » Noncompliance Notice >

2016 Wentworth NPL {1016796) Noncompliance Notice : 00001 | Jacobs Engineering

Control Center » Motice of Mon Compliance Log > Noncompliance Notice >

General | Status
Spec Section E
frea EI

Contract <none selected> =l X

=l %

Description

Corrective Action @ Schedule | CustomFields | lssues | Aftachments

Reference

Change Management Number

General Status Description Corrective Action Details Schedule

ttach Fild Attach URL

S Attachment Subject

{@ Attach File - Windows Internet Explorer (S [E] = ]

Previous Next Speling

Attach File
Attachment =
Subject
Location 1016796 [=]
Date Attached
Attached By

Jun 11, 2015
Cynthia King
* Required

Sove s cose | Sovewnd Ad nor | Carcal J|

20) Click on the “Select an Action”
dropdown and select “Email
Form”




21) Click in the To* box as shown
and select the GC and yourself
for your records and SAVE.
Input your remarks and if there
are attachments you can
choose to select them or not.

22) Click OK and the email will be
sent.

23) The GC will receive their NNC
notification, take action and
respond within CM by clicking
on the date below his/her name
that the work has been
completed. Any notes can be
added within the Corrective
Action box.

24) Within the Status tab, change
the BIC to the AOR

25) Click Save and Select an Action
to Email Form it back to the
AOR and yourself.

E-Mail

To* [

(Matt J Heffner)mjhefiner@cps.edu,
(Mark S Kozlowski)mskozlowski@cps.edu

Subject

Remarks

NCHN: Non-Comphance Notice with Description and Corrective Action

Thank you!

Please review this NNC and provide the action required -

Include Attachments

Select Al Unselect A1
I Attachment Subject
Help C

8 Select Contacts - Windows Intemet Explorer

=1 Ed

Select Contacts

Grganize by

Cantact @ Company ¢ Disirbution List

heip

Sewe

03 Compaey.

Selected Contacts (1)

2016 Wentworth NPL (1016796) Noncompliance

Sarted by first name | Sor by last nane

AN ABCDEFGHIKLMNOPQRSTUVWXYZ Ofner

Notice : 00001 | Jacobs Engineering

Control Center > Notice of Non Compliance Log > Moncompliance Motice >

e ———
General Status Description Corrective Action Details. Schedule Custom Fields Issues | Aftachments

Corrective Action

=S

Scrape old paint and repaint with fresh new paint

signed By

Required Date

Cost

Matt Heffner - GC

e

=
e




26) The AOR receives the

2016 Wentworth NPL {1016796) Noncompliance Notice : 00001 | URS

nOtification and VerifieS the Control Center > Notice of Non Compliance Log » Noncompliance Notice >
General | Status i@ﬁ Corrective Action | Details | Schedule | CustomFields | lssues | Attachments
work has been completed. Honcompliance Notice - Reason Di ed Conditi
27) The AOR goeS baCk IntO the Description Paint on the playground equipment was poor quality/chipping.
NNC and clicks on the
Description tab and inputs his
name and date. SAVE
Signed By Mark Kozlow/ski
Date Jun 22, 2015 i)
Signed By Mark Kozlowski
Date Jun 25, 2015 i)
Required Date un 29, 2015 =

28) The AOR browses to the Status pnter > Motice of Non Compliance Log » Noncompliance Notice >

. General Description | Corrective Action | Detais | Schedule | CustomFiekds | lssues | Attachments
tab and clicks on the Status T =
dropdown to select “Closed”. oy ':““I““‘”““E'

29) The NNC is complete. Select an status Cose 1=

Action and Email Form back to
the GC and yourself for
recordkeeping.

6-29-15



