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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)
2) Change it to “Always allow pop-ups from cosaprimelink-unifier.oracleindustry.com”

-4
i
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1) Click on the 3 horz lines in the upper right hand corner
2) Click on Settings, Type pop in the “Search settings” box
3) Under Privacy, click on “Content Settings”, Scoll down to “Pop-ups”
4) Put adot in “Allow all sites to show pop-ups

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


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

Logging into the new ORACLE Access Manager

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

Main Logon Page

Access Managaer

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

(=) tdentiry Sef Service

+ C B hitps: feosaprimelink-primavera-idm.oracksndustry. com/identity faces/ Tu sthogin?_afrLoc 4596097 7390274 28_afr WindowMode =
# dpss [ vaboo 1 Mlackhy if Crunes =] |- intelcast- Weather . [} My Cobe Rewards-h.. I Fafal (T BIUS =

Identity Self Service

& Password Management

]

If you get a “Do you want to save your password for this site”? Say NO or NOPE


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

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

Yahoo x T E Cloud Portal Launcher X | E Cloud Portal Launcher
&« - C @ https://cosaprimelink-unifier.oracleindustry.com/index.html P @ =
i Apps (] BILLS Yahoo 6' Blackhorse Associatio..  gf" Cruises | Carnival Crui... » (O] Other bookmarks
(@ =YY« W= PRIMAVERA Cloud Portal Welcome, Primavera
Unifier ORACLE PRIMAVERA
Cloud Suppart Applications
torials

Primavera Cloud Admin
Primavera Cloud Admin Guide

ORACLE’
FUSION MIDDLEWARE

. Oracle |dentity Mgnager
ORACLE Oracle BIP ‘F

PRIMAVERA UNIFIER

Web Services Instructions...

/

Click this Icon to open PRIMAVERA Unifier
Or on the words - 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

1. Tologin into ORACLE Access Manager
2. Click on OIM Identity

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

E:IdentitySelf Service x =
v

€« C' https://cosaprimelink-primavera

Identity Self Service

Home

Inbox
My Profile

@ My Information
{& My Access
Requests

[ catalog
@8 Track Requests
@ Pending Attestations

1.
/ [&] Identity Self Service %\ B -
€« C' ) https;//cosaprimelink-primavera-idn
I p I
Identity Self Service
Home @ My Information x
Inbox LISA TORRES
My Profile - -
& My Information »|Basic User Information
e My Access > Change Password
Requests
[ catalog > Challenge Questions
TrackR sts
® Iac_ e ) »» Direct Reports
@ Pending Attestations
» Proxies
2.
Change Password
* Indicates Required Fields = Apply Cancel
* 0ld Password
=
* New Password i

* Confirm New Password



Change Attachment Preferences

To be able to attach documents to PRIMELink please do the following:

You must be in PRIMAVERA Unifier, (NOT OIM Identity)

%) unifier@https:/ fcosaprimelink-unifier.oracleindustry.com - Mozilla Firefox

& https://cosaprimelink-unifier.oradeindustry.com/bp /g /mav/findex
PRIMAVERA UNIFIER Lsst login: 09/17/2015 07:55 AM JAMES BENMETT » Help » Sign OQut
oA RIS, Company Workspace CosSA

Preferences

*' i # 4 Proxy For »

#0 H - 36th StPh I B (Billy Mitchell G File  Edit  view Help |2 Details &% Map View

I

% RELE H - 36th St Ph lll B (Billy Mitchell-Gen.Hudne~ Home View Dashboard | My Dashboard ;l =
» G umail it e

&) mailbox | |
» 'Z1 Collaboration Image &/(—|0l| | tems Requiring Your Attention = m)[=]
» @ Information Tasks: 0, New 0, Late 0
» Ed cost Manager Messages: 0 New

» SDocument Manager Draft Records: 0 MNew
D / uldails: 0 New
» I3 Collaboration BPs

» I3 Soil Management

» 2 Phase
3 Reports

Details SI—I[3 | Links = =)
SAP No.: 40-00287
| | 2 -
_____ 7 H - 36th StPh 11l B (Billy Mitchell-
User (7)) Admin =S
Proiart hlama- Can Hudnally

1. Click on your name in the upper right-hand corner
2. Click on Preferences, click on Options, and
3. Make sure the “File Transfer Option”: in on “Basic”

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

Do not change the checkmarks!!!
SO Region Format | Prog |

Default ‘u’iewer:| Mative ;l

Viewer Exceptions

Use semi-colons to separate extensions.

Always Use Native: | |

Always Use Unifier: [dwag:dan |

File Transfer Option:

Default Login View: I Use Custom Dashboeard as default login view



Home and Project pages Change Views of Dashboard

1. The first time you go into PRIMAVERA Unifier the COSA tab may show the Map View
Click on the Collapse View . That will bring up the Dashboard View at the bottom

aprim ifie cleind; ficros: ternet E er provided by Gity

PRIMAVERA UNIFIER

Company Work

[ Details 4] Dashboard View

My Dashboard

User (7). Admin | [i=]

PRIMAVERA UNIFIER

Home Company Workspace

' Navigate To...

File Edit View Help [ Details 4] Dashboard View

View Dashboard | My Dashboard ﬁ = ul

\ew (& Open Q Find

Departments - Curmrent View. All

5 Item(s) Page [ |of 1 jisolay (100 = items pEr Page
Shell Number ~ Shell Name Status | Administrator Expand View
Dept-05 BES Active CoSA Admin

User (T~ Admin =) =]




4. Once in a project, in the upper right hand corner click on the Dashboard view

Unifier@https:{/co elink-unifier.oracleindustry.com - ided by City of San Antonio

PRIMAVERA UNIFIER 0 3 2 NNETT » Help »
Company Workspace

‘He Edit View Help [ Details il Dgghboard View

A4 Alerts
» % uMail
Q Mailbox
» 5l Colaboration
» @ Information
» H Cost Manager
L3 Q Document Manager

‘ H - Blanco Rd Ph Il (Edison-El Monte & Olmos Creek -Jackson-Keller) - Home

b [B Logs
» 20 Collaboration BPs Nloi it h
» 153 S0l Management @@@ﬁff"ﬁrg
» £ sBEDA = Oeca
» 2 Phase
» = Reports

: User (7T Admi

You can move items around now in this view. By click clicking on one of the four boxes
and moving it to a different location.

/& unifier@https:/ [ cosaprimelink-unifier.oracleindustry.com - Microsoft Internet Explorer provided by City of San Antonio

PRIMAVERA UNIFIER Last iogin: 08 JAMES BENNETT » Help »
Company Workspace
H-Blanco Rd...
File Edit View Help [Z) Details 9 Map View
f
%A\eﬂs H - Blanco Rd Ph II (Edison-El Monte & Olmos Creek -Jackson-Keller) - Home View Dashboard | My Dashboard l&no
4 uMail
& Mailbox Summary

» 51 Collaboration Deails [=1=| | image ] =]
» & Information SAP No.. 40-00280
» H Cost Manager H - Blanco Rd Ph |l (Edison-El Monte & Qlmos Creek -
3 9 Document Manager Project Name Jackson-Keller)
» B Logs Reconstruct Blanco between Edison and EI Monte, and
» 53 Collaboration BPs between Olmos Creek and Jackson-Keller with curbs,
» 153 s0il Management sidewalks, driveway appmaches and necessary drainage
» ) SBEDA Description and traffic signal improy ltems Requiring Your Attention
» 0 Phase Administrator: CoSA Admin Tasks: 0, New 0, Late 0
» = Reports Currency: United States Dollar (U Messages 0 New

Status. Active Drail Records: 0 New

Email Address: 61596-cosaprimelink_u . 1ails- 0 New

Links

0] p—]
User (7 Admin




One of the biggest changes to PRIMEL.ink Unifier are the following items -

PRIMELink has some minor changes to the layout.

Users will have the same three tabs (Home, Company Workspace and CoSA);

However, additional tabs can be added to include projects or on-call contracts.

Click on “+” to
‘ add Tabs

/2 unifier@https:/ /cosaprimelink-unifier.oracleindustry.com - Microsoft Internet Explorer provided by Gity; of San Antonio

See below for additional changes.

Home

JAMES BENNETT »

Help » Sign Out

Navigate To.. » CoSA » Parks » Parks DeptCo... » K
@ Click on name
. e Edit View Help [3) Detai
s aens]  Click on Star — - for Preferences
Medina River Greenway Phase 3 & 4 - Hom View Dashboard |My Dashboard
»G@umar | for Bookmarks [ — and Proxy
& Mailp |
L3 lg'dCollaﬂ:luranl\on Image CIle icon to go &i(—//0 | Items Requiring Your Attention =[]
» & Information back to Home tab Tasks: 0, New O, Late 0
» B cost Manager Messages: 0 New
» &) Document Manager Draft Records. 0 New
» [ Logs ulMails: 0 New
» (L Collaboration BPs
p L Phase
» =i Reports
Details & (=][3l|| Links I | =]
SAP No 26-D0568 A
Project Name: K - Medina River Greenway Phase 3 & 4 Nev_v Emal I Address fOI’
Description: Project Mailbox
Administrator: CoSA Admin
Currency: United States Dollar (USD)
Status:
Email Address: I 74778-cosaprimelink_unifier_prod@oracleindustry com I
e |
User (i Admin x| |k

The PRIMELink system has a search bar to navigate to your projects and on-call contracts. To use this
function, enter a project or contract name in the “Navigate To...” field.
Users can still drill down by using CoSA tab.

*-

PRIMAVERA UNIFIER

Company Workspace

Last login: 08/21/2015 10:38 AM

Type project or contract name in this field




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

2 Unifier@https:/ [ cosaprimelink-unifier.oracleindustry.com - Microsoft Internet Explorer provided by City of San Antonio 19 [=] S I
[S] https: //cosaprimelink-unifier.oradeindustry.com/bp /o /nav index
PRIMAVERA UNIFIER Lsstlogs 3 JAMES BENNETT » Help »  Sign Qut
Home 8 Company Workspace CoSA
> Navigate To @
u Home File Edit View Help
= Tasks FNew (2 Open & BukActions = G Find °r Fillered By
L4 Messages
» Drafts Tasks - Current View: All
=] uMail 10 Item(s) Page |1 of 1 Display [100 =] Items Per Page
» LJ Master Log - Business Processes Source Name TE Number Tiite Reco
Public Works Sireets and Drainage Task Request TR-0000003 2 Tier Roadway Signage Improvementis ue;l
H - Hemisfair Area St Redev - Water & E. Nueva Contract Change Reques CCR-0000014 CPS C.0. #1 - Elec. Manhole #107968 o7
P -13-15 Zumwalt - Pkg X - Flatwork Task Order TO-0000132 T0-132 Reduce TO-107 Windyhill Sidewalks 08
H - Hemisfair Area $t Redev - Water & E. Nueva Contract Change Reques CCR-0000015 C.0. #14 Additional Trash/Recycling Receptacles 08
H - Wurzbach Pkwy - Skyplace Extension Contract Change Reques CCR-0000005 Fence Pole Installation 08
H - Blanco Road (Hildebrand td\Jackson Keller) Contract Change Reques CCR-0000055 TO-17 Ximenes Public Mtg Services 08
User Access - Company uuac-00001166 User Account Request 09
User Access - Company uuac-00001167 User Account Request 09
H - Wurzbach Pkwy - Skyplace Extensjon Contract Change Reques CCR-0000007 Soil Managment Testing 09
V - Chesney Morales - Architectural Task Order TO-0000022 Fire Station 37_0il and Sand Separator 09

Tasks

User ( = =] |4 | »

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
e Drafts displays saved drafts of items you have created but not sent
e 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

10



View Draft Records

When you start a new item in PRIMELink and 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. Click on Draft Records in the upper right corner

2. Highlight one line (you can only do it one at a time)

3. Click on Delete on the bar above

4. Continue until all the Drafts have been deleted.

& https://cosaprimelink-unifier.oracleindustry.com/bp/a/nav/index

PRIMAVERA UNIFIER Lsstlogin: 08/25/2015 06:52 AM JAMES BENNETT » Help » Sign Out

-4 Company Workspace  CoSA

& Home File Edit View Help
atTasis “Hl Mew [ Open @ Find ¥ Delete
¥ Messages
| } Drafts Drafts - Current View: All
umail 1 Item(s) Page of 1 Display ltems Per Page
I M aster Lz =lTs Tams FiReae Type Mumber Title Source Name Last Saved ~ Discussion Compsz|
Payment Request Const- DP1 & DP2 City Base Bid H - Bulverde Rd (Loop 1 01/02/2014 City
User { Admin | |iI=

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.

PRIMAVERA UNIFIER Lsstkyn 082520

ocosa File  Edit View Help [ Detaits g Daskbaard View
CoSa - Home \lb‘ll)lllmd My Dashboard v &
Leon Valley
el Alamo Heights
T Balcones Helghts Terrell Hills Kirtry
s Dimos Park
: e
:E San Anlonio
__ - Lo} China Gros
= Lk lamd / ‘..’
Trainiey
i
h‘:\'
L)
Click Expand View
New G Open @, Find View. | Project >
Depanments = Em
Departments - Curtent View. All On-Call Contracts
5 Bemis Page [l o1 Programs ,
L —
Snall Number - SneaName ROA PRI
i Sut-program
Tash Craer Conracts Group
Select either
On-Call Contracts

or Project
or Task Order

Contracts Group

11



Modify CoSA Tab

{& https://cosaprimelink-unifier.oracleindustry.com/bp/g/nav/index

PRIMAVERA UNIFIER Lsstlogin: 08/25/2015 06:52 AM JAMES BENNETT » Help » Sign Out

Company Workspace

1. To put Contract or Project Names in order [HelP [ Details il Dashboard View

Click on the column header View Dashboard | My Dashboard v
CENew = Open & Fi View: | Project v |0

Project - Current View: All

663 Item(s) Page of 7 Display [tems Per Page
SAP No. ~ Project Name Template Type Project A
PW-00167 F-15-16 D&G Energy Trafiic Signal Equip Mot PW Traffic

PW-00166 P - Freese & Nichols ConstInsp Svcs Federal | PW Streets - Drainage

PW-00165 F-FD Conc TOC for Federal Funded Prj Plg 1 PW Streets - Drainage

PW-00164 P - Foster CM ConstInsp Sves Federal Fundec PW Streets - Drainage

PW Streets - Drainage

DUAL Spoobe  Diesi

F - Cobb Fendley Civil Engr Svcs Federal Funt
P - LAN Civil Engr Svcs Federal Funded Prj- T

3. To open your Contract or Project

Click on the name

2. To see more items per page
Click on the Display

015 J&P Asphalt Cwverlay TOC Plg 7 - Edw

PW-00160 F-15- &G Energy TOC for Traffic Signal St

PW-00159 F - 15-16 Flaser TOC for Bicycle Prj - Jesse 5 Active T ITAmT

PW-00158 P - 2015 Clark Asphalt Overlay TOC Pkg 4 - De Active PW Streets - Drainage
PW-00157 F-15-16 D&G Energy Traffic Signal Equip Mot Active PW Traffic

PW-00156 P -2015 J&P Asphalt Overlay TOC Pkg 7 - Dez Active PW Streets - Drainage
PW-00155 P - 2015 Clark Asphalt Overlay TOC Pkg & - Ec Active PW Streets - Drainage
PW-00154 P - 15-16 FD Concrete Flatwork Pkg 13 - Davic Active PW Streets - Drainage
PW-00153 F - 14-15 Davila Const Alley Maint Prgm Pkg 3 Active PW Streets - Drainage
PW-00152 P - 14-15 Zumwalt Reclamation Tsk Ord Contrz Active PW Streets - Drainage
PW-00151 F-2014 GDA Traffic Eng - Marc Jacobson Active PW Traffic

PW-00150 P - 2015 Clark Asphalt Overlay TOC Pkg 5 - De Active PW Streets - Drainage
PW-00149 P - 2015 Clark Asphalt Overlay TOC Pkg 5 - Ec Active PW Streets - Drainage
PW-00148 F- 2014 RJ Rivera Traffic Engineering - Marc . Active PW Traffic

PW-00147 P - 2015 Clark Asphalt Overlay TOC Pkg 4 - Ec Active PW Streets - Drainage
PW-00146 P -14-15 FD Conc Alley Maint Prgm Pkg 1 - Dz Active PW Streets - Drainage

- PW-00145 P -14-15 Alexander Rclm Tsk Ord Pkg G- Al S Active PW Streets - Drainage -
User (7 Admin Bl = v

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

Bookmarks

12



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

& https://cosaprimel eindustry.com/bp/g/nav/index
Bookmarks
link ER Last login: 08/25/2015 D8:52 AM JAMES BENNETT » Help » Sign Out
CoSA +
Navigate To ®

= Organize View Help

Bookmarks F Open 4 Find

Name: Home - Home Add

nents: ftems Requiring Your Attention:

K - 2015 Friesenhahn - Annual ...
A-2015 XIP IT & Security Pin...
A-XIP (CHI}IT & Security PI...

W - Visitor Center Renovations...
W - Tom Slick Creek Park - Hom...
V- Chesney Morales - Architec...
P -11-13 Zumwalt Plkg X - Tino...
P - 13-14 Clark Task Crder Con...
H - Walters St - IH-35 N to Ft...

I IEREER T Tasks: 3 Total, 3 New, 3 Late

Messages: 0 New
Draft Records: 1 New

uMails: 0 New

Click “Add” to create

Bookmark
W uMails:
nber = MName Tasks ulails Compa
A-2013 RS&H Gen Engineering Cor 1 Total, 1 New, 1 Late City of
T-13-15 San Antonio Constructors IC 1 Total, 1 New, 1 Late City of
V' - HemisFair Park - Play Escape (Ya 1 Total, 1 New, 1 Late City of

User ( Admin w2l (=

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

*
(e Organize B | view He
B9 5 Romave g Move Up 9 Mave Down b

Narr

8T Organize Bockmarks
(k-3

I.'.
|
Hame DefaultLogin | Maing

¥~ 2015 Frigsennahn - Annual o

- | i,

A~ 2016 XIF IT & Security Fing puoss
- XIP (CHI} IT & Secunty Ping

-1 V- Visitor Cenler Renovations o !Ilmm

1 | V-Tom Slick Crask Park - Hor AN
H% v Chesniey Motales - Archisd
P~ 11-13 Zumivalt P X - Ting
P - 13-14 Clark Task Order Cor

H - Wallars St- 1H-35 N 1o F1 58 hus:
Eon

oK Cancel

13



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.

https://cosaprimelink-unifier.oracleindustry.com/bp/studio/bp/log/open?srcid=17148&model=upr&fromcostlog=1&proje:

File Edit View Actions Help

Accept Task % Decline Task Line Item History [3] S0V Close Window
Payment Request

«3 Payment Request 5

General Upper Form ﬁ

Froject ID: 26-00601 | Froject Name: K- Apache Creek (19th St to San Jacinto) |

Inveice Summary

Reference Commit: 4500354367-3 Period To: |{]5f30}2[}15 |
4% Task Details -
= m]
From: Task Due Date: Mot Applicable @Task Motes (0)
To: Froject Team Approvers:BILL PENMELL: Task Status: View Only
Cc: Action Details
SentFor. Project Team Review
=l Invoice Request
m]
Current View: All Show Currency in: | Transaction Currency 7 |
2 Hemis) Page of 1 Display [tems Per Page
No Spec e Scheduled Contract Previous This Total Current
Value d Lower Form CQuantity CQuantity MSOS
001 Design $230.203.00 Lo 00 5,210.62 228.569.71 50, =
002 Project Management $20,169.00 20169 13,401.55 312.63 1371418 0.
4| ] 3
@, Find | Total Amount: | §5,523.25|
Attachments (2) Linked Records {0} General Comments Linked Mail (0}

14



Upper Form

The upper 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.

If you received a Task
You must either click on

https://cosaprimelink-unifier.oracleindustry.com/bp/st bstlog=1&proje:

: ; ) ) Accent Task or Decline Task
File Edit View Actions

Help

& Accept Task 25 Decline Task Line ltem History [3] SOV Close Window
Payment Request

«F Payment Request

[m|
General -

]

Project ID: 26-00601 Project Name: [ - Apache Creek (19th St. to San Jacinto) |

Invoice Summary

Reference Commit: 4500354867-3 Period To: |05f30f2015 |

nN0:|

Date: [08/07/2015

% Task Details | If Workflow Actions is shown
an input is required to send =
From-

aclk Matac (MY

your item to the next step

{= Create New Contract Change Request - Project Mo. TBE-04 - Microsoft Internet Explorer provided by City of San Antonio

& | https: jfus16.skire.comibpiprocessnewwitemplate_id=4908678&module_name=uccrécsvimport=Falsegproject_id=29703%attach=4${attach}-&frombm=aphase=&advancedoptior

File Edit View Actions Help Workflow Actions | -Select- v
Hgend [FSave ¥ Speling. Add Attachment ~ Discussion B8] Close Window .
A Q} Contract Change Request Click here to GXpand
«Z Contract Change Requ... upper form <
Read-only field
— General

Project Number: |TEE—04

| ProjectMName: [yalk Through Project

Record Number: |

| Required field

Title: | s Contract # | setect 7 | *
Creator: Fernando Hernandez Creation Date: | |
Type Contract: | | Vendor Mame: | |
Agency: | gelect- v|* Change Category: | -gelect- v *
Change to Contract Cost: | g_gg| Change to Calendar Days: | | *
— Description Of Change L |

Description of
Change:

Editable fields

/

Justification for
FProposed Change:

15




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

Depending on the
setup, the To and
Cc boxes will
auto-populate

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

& | https:/fu23.skire. comfbp/process/new?project_id=522408module_name=upr&csvimport=False

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

From: Task Due Date: Mot Applicable @Ta Mates (0)

. CIMS Fiscal - Invoices: AURELIA -

To: WARNTTA 10 Mare. Task Status: View pnly

Cc:

SentFor: CIMS Fi Review

Task Status: Click on
View Only to see where
the item is in the workflow

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

a

File Edit View Actions Help

wordtow s

=lsend [Fsave 7 Spelling. | Add Attachment = &b

SOV Close Window
Payment Request

«Zl Payment Request

/

% Action Details

Create New Payment Request

/

| S Task Notes:

Send For:
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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 N D_
(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 | Copy « | |'_.l_r Import ™ Remove | [ Grid | @, Find | Total Amount: $ 50,000.00
Attachments (0}\ Linked Records (0) General Comments\ Linked Mail {0)
Click to view Click to add/view
Attachments General Comments

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 have a PDF help file.

Most do not have a help file yet.

Linar o -

B orie £ View | Help
I H-Bettord Area Orainage - Ho A tew - BaCop  Unier Help
= o A ) ConradCha Downinag POF

Y * [timpon
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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

ancel

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 ....”
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Add a Proxy

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

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

Click on Proxy tab

Click on Add

Click on Select

agrwnrE

e Click on Find, Input the first or last name of the person, click Search
e Select the name

e Click on Add

e Click Ok

Enter Start & End Dates (optional)
Click Ok

,_é Unifier@https:/ /cosaprimelink-unifier.oracleindustry.com - Microsoft Internet Explorer provided by City of San Antonio

No

E https: //cosaprimelink-unifier. oradeindustry.com bp//g/nav findex
PRIMAVERA UNIFIER Lastlogin: 00/02/2015 04.23 JAMES BENNETT » Help » Sign Out

C Work: = i i
Y- Navigate To # » CoSA » Parks b ParksDept| Proxy For
{. K- Medina River Greenway Pha 2l | File Edit Wiew Help
£ Alerts S New - Bz Copy + (& Open @& Find “f Filtered By - ¥ Import
S uMail
2 Mailbox -2 Payment Request Payment Request - Current View: Al
» B collaboration 21 Item(s) Page |1 of 1 Display [100 =] Items Per Page
» & Information
» E3 Cost Manager r Date  ~ Vendor Name PO Title PO# Line | EstMo | Ag
» &3 Documant Manager I 08/31/2015 | HJD CAPITAL ELECTRIC Il Const - City Work 4500387206 1 16 =
:@ Logs _bl;I 08/25/2015 HJD CAPITAL ELECTRIC IM Const - Medina Phase 3 &4 1 4500387206 2 5 -
07/20/2015 HJD CAPITAL ELECTRIC IM Const - Medina Phase 3 &4 1 4500387206 2 4 hd
htlps:ffcusaprimelinkﬂniﬁer.Uradeindustry.cUm;"bpfgfnavﬁndEx:h 4 I I »

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

QAN E

. . ﬂ; User, Preferences - Windows Internet Explorer E”E‘E‘
Highlight the name ) s 20 shrmcom a3
Click Remove [ _Gorera [ secum [ opors [T
Click Ok Users who can act as my Proxy:

Mame E-Mail Proxy Status

Login as a Proxy

< »

Add... Seftings... |  Remove

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

1.
2. Click on Preferences S —
3. Click On PrOXy tab Fernando Hermnandez fernando hemandez@sanar Active
4. Highlight the name under —

Users | can act as their proxy
5. Click Proxy Logon - i
6. You will logon on their behalf —

Apply ‘ 0K | Cancel

19 Done & mternet fa v RI00% <




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.

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

£ | https skire com
ORACLE Primavera Unifier Samuel Hutchins on behalf of CoSA Instructor (Last login: 01/22/2013 11:57 AM)
. Step 1
Company Workspace
User Mode ~ [ File Edit View Help
= £33 City of San Antonio - Home 2] = Q
5 @ Summay City of San Antonio
#-'mi Collaboration
=[5 General [ step2- Expana O Multila
'T‘ﬁ Asset Manager - T Descrimiom
& Company Logs City of San Antonio Capital Improvements Project Portal
=B User Accesg - Company
&=} Reports ContactName :
Home Page URL: www sanantonio.gov
Help URL:
Step 3 - Double Click

3. Click New icon on action bar in active window to create a new request
/= Unifier@https:Mustage skire.com - Microsoft Internet Explorer provided by City of San Antonio

2 hitps shire. codn
oRaCLE Primavera Unifier

Samuel Hutchins on behall of Stafl 1 (Las jogin: 05242013 08,08 AM) Community Bookmarks Pri

- Usad w Request
RHome T Com Workspace Used fo create a new Request

User Mode « B | Fue Edt View Help
= £ City of San Antonio - Home ﬁn,m; - @ Open G Find r Fillered By = [ impon

=8 summary
3\ Colaboration User Access - Company - Current View: All

General 0 themis) Pags 1 of 1
= B8 AssetManager
=@ CompanyLogs

= [ UserAccess - Company
&= Reports

Record Numbers| Creation Date | Creator Status

Log of your previous requests |
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4. On the Header part of the User Access 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 Header identifies who is requesting/authorizing the user access.
e Thefields (i.e. 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 Action Details 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 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.

Jear Account Request - Microsoft Internet Explorer provided by City of San Antonio

B haps || FEEEeOM
Fila Ffit View Actions  Halp Warkflow Aclions | -Sélect- w
EE e - [E Close Window

User Access - Company [

oI User Accounts - | Workfiow Actions (=]
Header Form | - -
General Information _—
Recora Humber Status
Requeston information
Creator. Stalf 1 Creation Date:
Remarks O
1 Action Details O
Create New User Access - Compamy
N Task Notes
Sena For [ Eauir Taba |
ok | Faur Tabs
[F] Accounts Frojects On-Call Contracts  Templates |‘/ o
Cusrent View. All _—
Detail Forms
0 temis) D Page |1 af 1 Display | 100 % pems per page
| No Achion =~ Name Company First Name Last Hame o

of Add Q‘ncm—,-] G impon [“-rlem [ Gria ] X, Find

Anschments (0) Linked Records (0) : GRneral Comments
@ Ireernet i v Riwogw -

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

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 Account Tab detail section.

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. User Access Account window will appear. 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
http://www.sanantonio.gov/CIMS/CurrentVendorResources/COSAPrimeLink.aspx

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 Helpdesk.

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.

e Wi rosof ntex st Explored providad by City of San Antoris. Eo®
7
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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.

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.

¥ Spelling... ) Attach - ¥ Delete Line Item
User Access - Company Line ltem:

Project Assignments —
Ifthe user already has an account in the system, use the Name field to select the person

Action: | _gelect- | *
Mame: Select...
First Name: *

Last Name:

Company:

Project Role: | _sglect- v *
Froject ID: Select

Project Name:

Person's Responsibilities

Tell us what the person will do on the project or what you want done: approve invoices and
contract changes, submit invoices, view information only or change from an approver to

submitter.
Remarks: D
Attachments (0) Linked Records {0

oK Cancel
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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.

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.

User Access - Company Line ltem:

On-Call Contract Assignments =
Ifthe user already has an account in the system, use the Name Field to select the person.

Action: | Select- w|
MName: Select...
First Name: *
LastName: *
Company: *
on-Call Role: | _gejact- I
On-Call Contract Number: Select...
Contract Name: *

Person's Responsibilities

Tell us what the person will do on the on-call contract or what you want done: approve
invoices and task orders, submit invoices, view information only, or change from an approver

to submitter.
Remarks: D
Attachments (0) Linked Records (0
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5d. Click on Templates Tab, 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.

User Access - Company Line ltem:

Templates are used when the user has the same role or function for all projects or on-call el
contracts. Examples include Fiscal, Contract and Environmental personnel. The change will be
made on the template and pushed out to all of the projects.

Assignments
Ifthe user already has an account in the system, use the Name field to selectthe user.

Action: | _Select- v -

Name: Select...
First Mame: ’
Last Name: ’
Company: ’
Template Role: | _select- N

FPerson's Responsibilities

Tell us what the persons will be doing on the projects or contracts: processing invoices,
approving task orders, reviewing plans or reviewing contracts.

Remarks: D -

1 -

Attachments (0) Linked Records (0}
oK | Cancel |

6. Upon completing the appropriate detail tab(s) part of the form. Select Submit in
Workflow Action list and click on Send.

/= User Access - Company - User Account Request - Microsoft Internet Explorer, provided by City of San Antonio.

£| hitps skire.com g
File Edit View Actions Help Waorkflow Actions w
I=lsend | [ Save ¥ Spelling. | - & [&] Close Window
2 User Accaunts User Access - Company
o
General Information
Record Number: Status:
Requestor Information
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Reports - User-Defined and Custom Reports

There are many reports in the PRIMELIink 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:

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:

PN PE

C5/8A » CIMS » Shwess ost Deainage » H - OWVB Program - 5. Laredo

User Mode = B Fie Ect View Help

5 H-CWB Program - € Laredo - (HNew  BhCopy ~ GFOpen [F)Edl X Delele A Find B Saved Rusults.

] @ Mane UiserDofined Roparts - Curont View Al

‘ ﬂt :Il:::nx ¥ s} Page [1 o Disptay [T00 2] tems per pace

w T Colaborason

&0 Wiormation Y [Hemea Descriphon Diata Trpe Report Type | Owner Scheduled | Last Run Dal
== Coriact Change ReguesiLishing  Listing of contrac Contracd Chang Tabular CoBA Admin
= E_i Costilanagi Fund Shedl Informatio Tabular CoSh Admin
w2} Document Manager Late Worklow Tasks Worklow Inform Tabular CoBA Adrmin
5 @ Logs Late Workdlow Tasks - Key tems  Key Rems are Co Worklow Inform Tabular CoSA Admin
#£5 Collaboraion BPs | cuistandng Payments Lists Papments Ul Payment Requs Tabulae CoZA Admin
) SBEDA PO Ling iems Usedfor semng L POLing Takular CaSA Admin
Retainage Report - No Retainage B Imedice Tabular CoBA Adrmin
EGA Prass | S0V Ling Chang Usedio develop SOV Line Chan Taoular Coda Admiin
= &3 Reperts Echedule of Values - As of Last Con Bestif run in pdf+ Payment Requi Tabular
@ Uss-Deanea

-3 Custom Reperts

[aT 1 [

HOrences Support Logoul ?‘PRB!EM

SatiA » CIMS b Sraels ana 0 ® - CWY Program - 5 Laesde.

A jlome | Company Workspace  CosA

| Lbses Made - [ File Edil  View Help
6 H-CWBProgram - & Laseda .| EH ow G Open & Findt
=iy Merts Reports - Cument View, &l
T
o Hamex L Page [t [et Displary [700 B terms pes g

® Tl Comaboranan
@ @ Informason
+ B CostManager
+ 3 Document Manager
# [ Logs
@ ) Coltaboration BPs
® ) SEEDA,
=0 Phase
=B sisding l
=B scoing
= B pesign I
1= construction
=@ Closeout
=& Regotts
= [ useriennea
@ L3 Custom Reparts
Diaty Reports
= RALeg
=[5 ssEDAREH

Name.a o
HEEDA Hepart wu_17

151 15
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Tima Zone:  GUT -06:00, Cenbral Standard Time (Chicage)

Report Query Pasamters:
Wendor Name

Agensy

Type Contract

PO No-Line

PO Line Status

Report Format: © HTML

containg

eaquals sekat |
oguals seect |
containg

does net =

woual =t

sy CeEmw |[FpoF  Cx

Save Hopon Locaton: ™ Save resulta in Uniter

™ Documant Manager

Save As.

Locab

on. Seeet |
Hun | Cancet

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

"
2 Select Definition Data Set Vahs... [SJEl EX

= o e

City

SAWS Sewer

SAWS Water

SAWS Recycle Water
SAWS Chilled Water
SAWS BexarMet
CPS Gas

CPS Electric

ATT

Time Warner Cable
Time Warner Telecom

OK Cancel

b. Same for Type of Contract

/E Select Definition Data Set Valu... [ 5] E3

l@

https://primave Select Definition Data Set Values

Engineering
Architectural
Construction
Professional Senvices

OK Cancel

c. Atthe bottom, select either CSV or PDF.

i. CSV will give you a spreadsheet of the items

ii. PDF will give you a P

7. Click on Run to get the report you are

DF of the items.

reguesting.
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Click on the one you want or leave it blank



If you are using Google Chrome cannot view a PDF file in PrimeLink, 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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	Configuring Settings for IE, Firefox, Safari and Google
	If you get a “Do you want to save your password for this site”?  Say UNO or NOPE
	After you have click on “USubmitU”, this page will show up.
	1.  To go into PRIMELink Unifier, click on Unifier
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	4.  Once in a project, in the upper right hand corner click on the Dashboard view
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	2.  Highlight one line (you can only do it one at a time)
	3.  Click on Delete on the bar above
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	CoSA Tab
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	Bookmarks
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	PRIMELink Forms
	Upper Form
	Action Details
	Lower Form

	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 have a PDF help file.
	Most do not have a help file yet.
	Workflows
	Assign Task in Workflow
	Add a Proxy
	Remove Proxy
	Login as a Proxy
	User Access Request Form
	Reports – User-Defined and Custom Reports

