COLLABORATION

NAVIGATING CMiC

Reference Guide covers the following items:

* How to login

* Launching applications and their typical action buttons

* Querying & filtering log views

* Export log views to Excel

e User Profile — Update info / Change Password / Set Email Notifications

How to Login
CMIiC is web based software program and Pankow utilizes Internet Explorer 11.

Note: Other web browsers are supported but Pankow might not be able to help you with questions or errors
related to CMIC.

The project collaboration team lead from Pankow will send you an email with your username and password.

CMIiC is accessed via www.pankow.com website. Below is screen shots on how to access the collaboration

page.

CMiC Access

Go to www.pankow.com and click the “Fly Out Menu”. From here navigate to “Collaboration Page”
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We believe in thinking beyond the building. We've created a nimble organization that enables us to be a e R iR

responsive, service-oriented builder. While we collaborate and work transparently with all project

stakeholders, we advocate strongly for our clients. We always strive to see more possibilities and add DELIVERING

value in the form of more fresh ideas, greater efficiency, less waste and more fun. Ve
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“Collaboration Page” link will appear above Pankow Logo
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Clicking this link opens up the Collaboration Page where the CMiC Access link resides
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Sub-Center Qualifying with Pankow

We didn't eamn our reputation as a safe, high quality builder all by
ourselves. We've done it in large measure thanks to the reliability
and quality of our Subcontractor partners. We believe our Values -
Satety, Client Service, Integrity, A Passion for Building and
Innovarion - apply as much 1o our relationships with our
Subcontractor partners as they do with our clients and our people.

Information requested will be kept
confidential and will include:

N

. Complcted Subcontractor Qualification Form
Copy of a current Contractor's License

Past three years OSHA 300A forms

. Past three years EMR Worksheets

Copy of your Safety Program

. Recent Financial Statement

NV AN

. Evidence of Insurance

Note: If you are submitting a Qualification Form in response to a
specific Invitation to Bid, please note the Bid Project Name in the
Subject Line of your email.

We are always interested in leamning about new subcontractors and
encourage you to submit your qualifications. We do require
Subcontractors to qualify and to renew annually. To begin the

qualitication, please download the Subcontractor Qualification Form.

You may email your completed form with associated information to
our corporate SubQual Administrator at (=3 subqual@pankow.com.

Pankow is currently seeking bids from
qualified subcontractors.

- Current Bids

Useful Collaboration Site Links
- CMicC Acces*
- Chemtel Sit

- Webmail

- Connect Site
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Once you Click “CMIiC Access” the login page will open up

@X@@ https://v10-infra.pankow.com/sso/pag O ~ @ & || @ Sign In b | | {nt ‘f,n\? {é’:}

File Edit View Favorites Tocls Help

ORACLE |dentity Management

—a G [ ok |[c |

ancel

Sign In

Enter your Single Sign-On user name and password to sign in.
User Name | |
Password | |

| OK || Cancel |

—

Unauthorized use of this site is prohibited and may subject you to civil and criminal prosecuticn.
Copyright © 1999, 2008 Cracle. All rights reserved.

e User Name = Enter your user name
e Password: Enter your password

** If you have an issue logging in, you might need to adjust your Internet Explorer Settings due to security.
Follow these steps to adjust:

* Internet Options > Security Tab > Sites
0 Add “ https://v10-pm.pankow.com “

T
@@m - pankow.com/Pg 25p - @B Home ~ 1 LA L
File Edit View Favorites Tools Help Print m“
SharePoint Newsfeed  OneDrijke '
Zoom (125%) 3
Safety »
Add site to Apps
View downloads Ctrl+)
Manage add-ons
F12 Developer Tools
Panlkow searcntt e
Compatibility View settings
HOME FUNCTIONAL AREAS ~ COMPANY RESOURCES ~ PANKOW COMMUNITY FORUM Report website problems
Safety Ticker =2 What are people talking ab

#B | M b|02 #BOW  #companywidenews

Region Days Since Last Accident Record

el Pankow



COLLABORATION

NAVIGATING CMiC
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File Edit View Favorites Tools Help

Internet Options ?

General | Security |Pri\raquI | Content | Programs | nd\ranced|
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ites

Select a zone to view o

Local intranet

H[IME FUN':"UNM_ AREﬂS - Cl]Ml e This zone is for all websites that are

found on your intranet.

nge security settings.

safet' Ii(:ke{ Security level for this zone

e Internet Options > Advanced Tab > Settings (Scroll to Bottom of List)
0 Make sure Security boxes for SSL/TLS are All checked
= Click Apply and Okay
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',_\ ;'/,' '.\'EE”@ https://connect.pankow.com/Pages Internet Options
File Edit View Favorites Tools  Help | General | Security | Privacy | Content | Programs | Advanced
Settings
Enable Integrated Windows Authentication™® ~

Enable native XMLHTTP support

["] Enable SmartScreen Filter

[] Enable Strict P3P Validation®

[] Send Do Mot Track requests to sites you visitin Internet E
Use S50 3.0

Use TLS 1.0
nikow v vansis
Warn about certificate address mismatch™
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Warn if POST submittal is redirected to a zone that does n
W

£ >
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et Pankow




COLLABORATION

NAVIGATING CMiC

Upon logging in, CMiC will load the projects and tree view menu items you have been granted access to (this

varies depending on your role on the project). The start page will default to "My Actions". This is a system

generated to do list for items that you have been designated as the "To:" or "Responsible" person on

applications, like RFI's.

The tree view is defaulted to have the Communication Management folder expanded, but all other folders

are collapsed. To expand these folders, click directly on the [+] sign.

Collaboration Suite @ &
b Collaboration Manager My Actions
Search Go] CMiC Publication World
=1{£5 Project: CMIC Publication World (11-0001) Pankc w S RCarE] I I . -
=3 Communication Management
~a My Sctons ) BLACK # = New
(1] Profect Cantact Directory Item not reviewed 4L
8 Meeting Minutes - =
Transmittals
{_) Communicatio A NEw BRAN“ OF
[l BLUE # = Revised BUILDER.
+{) RFI Cuistanding Log Item not reviewed CU LLﬁBU RA” N G IU
“{_) RFI Question and Answer L
00 Dot et ADD VALUE EVERY STEP
T Revers OF THEWAY:
Click directly on
[+]to expand
the tree view Ttems Group By T
up By Type
=] Owerdue 2)
I]3-t)4—201;e Submittal 21 Rough Carpentry - Rough Block Backing
06-02-2015 Reguest For Information  RFI-0009 testing RFL......sending more than once....
= Today (0)
No Adtions
=] Tomorrow (0}
Mo Adtions
This Week (0}

Following Week (0]

Next 30 Days (0)

Launching an Application

To launch an application, click directly on the name of the application in the tree view menu. In the screen

where "My Actions" is, a log view of that application will appear (Screen shot below, shows example of the

RFI Log).

boration Suite

$E

Search

Collaboration Manager
@

(429 Project: CMIC Publication Worid (11-0001)
B3 Communication Management
My Actions.
1) Project Contact Direcory
1) Mesting Minutes
{_) Transmittals
{_) Communications
B3 RALea (1. 2)

4 RFI-0003

4 RFLOD01

4 RFI-0002

. . 4 RFL0003
Click directly on
application name

to open log 4 RFI0004

4 RFI-0005

Co-Author | Co-Author
RFI #

4 ACCO0006-0001

4 ACCO0006-0002

RF1-0002 view detail

Click on Item # to
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nkow
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Engineered
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Charles
Pankow
Builders,
L

Charles
Pankow
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Pankow
Builders,
d

Charles
Pankow
Builders,
L.
Charles
Pankow

Gres

Aaron
Momis

Aaron
Momis

Aaron
Morris

Aaron
Morris

Aaron
Momis

Aaron

Holbrook
Lta,

90
Holbrook.
Lt

Testing Collab -

Aaron o
Noifications
Aaron  Showing How
i Morris  this works
.
Charles
LAVC CSC -
Pankow  Aaron
N Test Subject
pulders,  MOMS [ine of Send 1O
Charles
Pankow  Aaron
Buiders,  Momis o
ta
Charles
Pankow  Aaron
Buiders,  Moris 1o
td
Charles
Pankow  Aaron .
Builders, ~ Shay  csngRFI
td
Charles
Pankow  Aaron  Testing RFI
Bulders,  Moris  Aftachments
ta
Charles
Pankow Aaron

Date
Submitted | Required | Answered

OPEN

05-26-2015 05262015 06-02-2015

OPEN 05-17-2015 05-17-2015 05-22.2015

Charles

Pankow  Aaron

Builders, Monis  RETURNED 06-112015 0612016 06-20-2015 06-11-2015

td.

Charles

ankow  Aaron

Buidors, Moms  OPEN 01272012 01-27-2012 02-03-2012 01-18-2014
OPEN 09-11-2012 09-11-2012 09-18-2012

Charles

Pankow  Aaron

Guiders, Moms  OPEN 03132013 03-13-2013 09-182012 03-13-2013

Lid

Charles

Pankow  Aaron

Buiders, Shay  OPEN 10-252013 10-25-2013 1101-2013 10-252013
OPEN 02132014 02-13-2014 03-06-2014

- Query
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715 3
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To open an individual item, click on a blue text item — above example shows RFI # and Subject have blue text,

by clicking on the blue text the RFI will open.

e Communication folder applications will be Bolded and with black or blue numbers (Similar to
Outlook) for items that are New (Black) or Updated (Blue) indicating you haven't looked at
them. Once you view them, these will update automatically - RFI Log (3, 1)

Log View Header Buttons

Each log view will have Header Buttons. Below are the most common

| Add RFI || Show Fiter || Send To Spreadsheet || Enter Query |

e [Add XXXX]: Add new record
* [Show Filter]: This shows the "Log View" Filter and allows the user to modify what is seen on
the screen. User can save his own defaults.
* [Send to Spreadsheet]: This sends the "Log View" to excel. Only sends what is visible in the log.
0 Scroll to bottom of the log to verify that all rows are showing
0 If you want to show filtered items as well need to clear filter
* [Enter Query]: Opens the Query fields at the top of each column for filtering based on your
criteria

Application Field Hints

e Date fields: To enter a date you can manually type it, format = MMDDYY or you can click on the
calendar icon to pull a calendar then by clicking the day it will fill in this field

————

Date Created™

MMDDYY

=

Source

April

Subject” sun Mo: Tu; Weg Th: rg SaGt

Al
Crosindy 041713 7 8 9 10 111213

sowce [ | 14 15 16 [17] 1819 20

21 22 23 24 2526 27
28 29 30
Question Today is Wed, 17 Apr 2013

To" |
e Blue Up or Down Arrows: By clicking on the error, a popup
widow will display a LOV (List of Values) specific to that field that can be selected.

e Search: You can search an application by key words and it will list the items in the log view

et € Pankow
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Collaboration Manager

Search | |@

E-@ Project: YMCA Berkeley Men's Shower Rc
=1 Communication Management
i 9 My Actions

Note: Need to make sure when done searching, to remove the key word

Filtering / Querying Information

CMIC Log views can be filtered, queried and exported to excel. Once you open the application, the view you
see we call a "Log View". The column headers describe the information shown. Most logs are pre-filtered

and this will be shown in the far right corner as (Filtered).

Standard Action Buttons on Log Views

e [ Add RF1|[ Show Fiter ][ Send To Spreadsheet || Enter Query
Subcontractor RFls (Fittered)
Forwarded . Date Date Date Date Days to
Al RFI# as To Partner To Contact Subject Status Created - Required Famm] = = Attachments
T T T T T T ]

e [Add XXXX]: Add new record

e [Show Filter]: Shows the fields that are filtered. Also allows user to enter different filter
requirements

¢ [Send to Spreadsheet]: User can send the log to Excel templates

e [Enter Query]: Adds a query line to the log view. The user can then query on each column. This
query will pull all info that is in the log even if filtered out of the normal view.

Filtering

To display, clear and/or change the default filter for the Log View, click on "Show Filter" button. The filter will

appear and show the items being filtered by default.

Collaboration Suite Add RFT Show Filfeg_fend To Spreadsheet Enter Query [1] iy

(Fiktered)

Collaboration Manager

b
Search Co-Author | Co-Author =
- RFIL # Partner | Zuthor

15 Project: CMiC Publication World (11-0001)
EI-£5 Communication Managsment

{1 My Actions

{_) Project Contact Directory

{1 Meeting Minutes

§ L] Transmittale

Holbrook more than

ONCE....
Acco Charles -
Engincered Gregg  Pankow  Aaron T?u"_? Collab o
Svstems.  Holbrook Builders.  Shav  Lomo

4 RFI-0009 OPE

Morris

4 ACCOO0006-0001
Action Buttons

e [Save as Default]: User can define, then save their own default filter that will remain in place till
user resets
* [Reset To System Defaults]: Resets filter to system defaults
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e [Show All Filters]: Shows all the columns that the user can filter by, even if the column doesn't

show up in the on screen log view
e [Clear]: Clears the filter
* [Reset]: Resets the filter
¢ [Submit]: Executes the filter
e [Cancel]: Cancels the request

Example of how to filter — This Example will show how to filter on the "Attachments" column

e Column: Shows the columns which the user can filter on

e Operator: Provides a LOV from which the user can choose the operator you want to filter that
column on

e Value: Enter the filter criteria — follow the "Example Value" Column on how to enter the criteria

¢ Example Value: Shows how the "Value" should be entered into CMiC

1. From the Log View, click "Show Filter" then click "Show All Filters" to show all the columns that
can be filtered
2. Tofilter on the "Attachments" column, select the operator. Two different options for this
example
a. Operator = 1S NOT NULL — no value is required and will filter out rows that do not have a

value in them

Collaboration Suite Add RFI Show Filter Send To Spreadsheet Enter Query [1) it
b Collaboration Manager Filter ~
Search [Go] Column Operator Value Example Value

RFI No.
EHC Project: CMIC Publication World (11-0001)

i Co-Author RFI #
EHC3 Communication Management

{1 My Actions Co-Auther Partner
{1 Project Contact Directory Co-Author Contact
0 eeing banutes From Pariner
{_) Transmitials
{_) Communications From Contact
FH 3 RFiLog(1,2) To Partner
{1 RFI-0009 o Contact

1] ACCO0008-0001
] ACCO0008-0002 Subject
{2) SubRFI Log Source
++{_) RFI Quistanding Log Ansviered By Pariner
{2 RFI Question and Answer Log
-] Document Management o ot

) Reports Status NOT IN (VOID', CLOSED') CXyz, Abe' kT
Date Greated
Date Submitted
Date Required
Date Answered
Days to Resolution (+-)
Aftachments
Project Code
From Pariner Code N (77,75,46,45) CXyz, Abe' kT

33 K3 3 3 3 ) 3 ) 3 K3 3 S 3 ks

Save As Default  Reset To System Defaults Show All Filters  Clear | Reset  Submit = Cancel

The following substitution variables are available for filtering: &today, &wsername, &userid, &pariner, &partnertype, &contact.
Use the DD-MON-YY format for Date values.

Request for Information (Fiersd)

b. Operator = Like — Value = '%' — filter rows with a value in them only

el ® Pankow
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Column Operator Value | Example Value
Status NOT N v [rvoo' cLosED) | (Xyz /Abc, JKT)
Attachments LIKE - 13 ———————— - ..-_--_--_-_-_-_—_—_—_-_—_—_—_—_—_. Xyz%"

| Enter Value like Example layout I
Save As Default ][ Reset To System Defaults ]

Stow Al Fers ] Clear | Reset ) Submt ) Cancel]

The following substitution variables are available for fitering: &today, &username, &userid, &partner, &partnertype, &contact.
Use the DD-MON-YY format for Date values.

Subcontractor RFls

« RFI# Forwarded as | To Partner | To Contact Subject Status | Date Created | Date it Date Required | Date Days to
4 | LJKR0001-0006 | | Charles Pankow Builders, Ltd. |Aaron Morris | Testing Collab |OPEN | 04-15-2013 | 04-15-2013 | 04-22-2013 | | -3 | 3
Total (1 row) ]

Example of how to query — This Example will show how to query on the "Subject" column

1. Click "Enter Query" and the log view will add a row which will have blue highlighted fields. You
can query on any combination of the columns
2. Enter the operator and the value to query by (See below for the different operators)
3. Once value is entered, click "Execute Query". The query will bring in ALL records even items
filtered out by default
a. Example 1: Query using %?7???
b. Example 2: Query using ????%
c. Example 3: Query using %7???7?%
4. Click "Clear Query" then "Execute Query" to take you back to default view

There are too many query combinations that can be used to show examples for each. Queries only filter
data, so feel free to play around with different symbols and see what kind of results are shown

> Underscore character represents a single character
> % Percent sign represents any combination of characters
» = Equal To

> = Not Equal To

> <> Not Equal To

> > Greater Than

> >= Greater Than or Equal To

> < Less Than

> <= Less Than or Equal To

» Between Between Two Values

» Not Between Results will be outside of the "Not Between" values

Export Log views to Excel

Log views have the ability for the items listed on the screen within the view to be "Sent to

Spreadsheet" to preformatted Pankow excel spreadsheets.

1. After opening the application — Click "Send to Spreadsheet" — a pop-up window will
appear that allows the user to select a template

2. Click on the template name or description to open the file — in this example — RFl Log is
selected.

el Pankow
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Add RFI Show Filter Send To Spreadshegf

3 Project: CMIC Publication Wor

H - Acco
EHD Communication Managemen, " |Engineered Gregg ....!.;.sending
D My Aclions Systems, Holbroock more than
{_) Project Contact Directory Template Name Template Desai- . Icn: : OnCESS
arles

Testing Collab

MSP_RFI Log.xlsm MSP_RFI Log.xlsm nkow Aaron

lBuilders, Shay  _Cmall

{_]) Communications No Template Export as a plain g o Notifications
{3 RFlLog 1, 2) RFI Log xlsm RFI Log xlsm Charles

Pankow Aaron Showing How
D Rr-o0es Frildars RMrrric #hio umnrba

* The Named Templates are preformatted reports (Logo, Print Area, Formatted Rows
& Columns, etc.)
0 |Ifyou select "No Template" — the file will dump into excel as raw data — excel
will not be preformatted and will be in file type csv.

3. If this dialog box appears — click "Open"

Do you want to open or save PMSCRFLxIsm from cmicjsp.pankow.com? 0{3%; Save | v Cancel X

4. The file will open in excel, click on "Options" to enable Marcos.

IHEdR9-~-Q &I

i File Home Insert Page Layout Formulas Data Review View Dev
i o
7 Cut i o =
& Calibri 12 - A= g%] APav =4Wra
.
1 53 Copy - e A o
Paste . S| e - A~ E.E iE s B
J - ;?Fnrmat Painter B I 1 : — = % = | = = Mer
Clipboard a Font a Alignment

'\D Security Warning Macros have been disabled.

=
Al - £« | RFINo.
& B C 0 E
| Co-Aut
il 1 RFI I‘d - RFI§ ™ Co-Author Partner ¥ | Co-Author Contal ™ From Partner [

Change Password / Set Email Notifications

Once logged into CMIC you can change your password and set your email notifications you
receive from the system.

Page | 10
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Change Password:

Click on contact name via Project Contact Directory, and click on your name to open up contact
info screen. At the bottom of the info section you will see “User ID”. Next to that is a “Note

Pad Icon”. Click on this Icon to update change your password.

Password must be min of 6 characters with at least one being a number.

Company Stinnett Group, The

Contact Code TB3

— I.Iser Profile E-mail Notifications

Lo First Name Tansy Last Mame Bowermaster
E-Mail tansy@stinnett.com Initial
Title Suffix Photo
PM Role ARCH Position Vice President, COO is not
Project Contact ID 14-KD58-04TBS Project Only Contact (]
Contact Actve on file.

Primary Contact (1
Collab U _
Contact Preferred Na| = Edit User - Internet Explorer - [InPrivate]
Assistant Phone Num| Edit User
Contact Birth | User ID. | TANSY
Contact Linkedin Addr|

R Password® ssssssssssssssssssss: Confirm Password™ (esssssssssssssssesss

Haliday Gy 'Security Role | Collab-Architect

Address Cg

Business Addry

bife (713] Z36-Us1F Fager
Fax (415) 398-7960 Web Page
d Face Other Info

te Fax [ Fan Prefix
Method Fax Suffix

*g] User ID TANSY

E-mail Notifications

Click on contact name via Project Contact Directory, and click on your name to open up contact
info screen. Then click on E-mail Notifications. Once here, place a check mark in the box of the

action you would like to receive an email on.

Once you receive the email, there will be a link that you can click on that will take you to the

login page, then directly to the item.

* TO =you will be notified if you have been selected as the "To" person

Pankow
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e CC=you will be notified if you have been add as a cc

e ALL = you will be notified on ALL item regardless of whether or not you are the "To"
person or on the cc list

E-mail Notifications s
cC

Object Description —— — - At
Communication D D D D D D D D D
Daily Report O
Field Work Directives O o o O O o o O O o o O
Mezting | o o O O o o O O o o O
Notice O 0o o g O 0o o g O 0o o g
Punch List O o o O O o o O O o o O
Request For Information Ubme O O|O0| Vom 0 0 o| VUom O O O
Submittal O
Transmittal O ] O

Place a check mark by clicking in the box of which item you would like to receive an email

notification from

* New =anew record is added to the system
0 Ans =answer only
* Mod = if an existing record is modified (once user clicks on edit, then saves this is a
modification)
* Note = if a note is added to an existing record
* Att=if an attachment is added

Page | 12
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