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Click on FORMS from the buttons on the left.

PLANNING

COST MANAGEMENT

SCHEDULING

WORKFLOW

PORTFOLIO

TOOLBOX

Under the Forms, select Bonds OR Insurance.

Bonds

Certificate of Final Compl
etion

Certificate of Substantial
Completion

Construction Sign

Design Review - Executive
Approval

Insurance

Notice to Proceed

Program of Requirements
Approval

Test Certificate of Substa

mHial CAananlatiam




Click on the icon.

Project Name - Select the project from the Select Project drop down menu.
Vendor Name - Select your firm from the drop down menu.

Fill in the information regarding the bonds OR insurance in the appropriate fields.

On the top bar, click on the B icon to save the header.
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Bonds

Project Name: ‘

|'|
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Vendor Name: ‘

Performance Bond
Number:

Performance Bond ‘
Name of Surety:
Date of Performance ‘

04—28—2021‘
Bond:

Amount of
Performance Bond:

$0.00|
Payment Bond ‘
Number:

|

Payment Bond Name ‘ ‘
|
|

of Surety:

Date of Payment
Bond:

Amount of Payment
Bond:

04-28-2021

$0.uo‘




8- Select the ‘Attachments’ tab
9- Click on the ‘+Add’ button
10- Click on the + button and select Document Manager from the drop-down list.

11- In the file tree on the left, navigate to the project folder where the file will be stored (6-02 is Bonds and
Insurance).

MAIN NOTES

From Your Computer

I From Document Manager I

Link PMWeb Record
Link Project Email
Link Web URL

SharePoint

Drop files here or click the Add button




12- In the file tree on the left, navigate to the project folder where the file will be stored (6-02 is Bonds and
Insurance).

13- If the file is already in File Manager, it will be listed.

14- To load afile, click on + in the lower right of the window.

15- Navigate to, and double click on that file to upload.

16- Double click on the file to add it to the record.

17- On the top left bar, click on the Save and exit icon to save the record.

18- Performance bonds, Payment bonds, and each type of insurance shall be separate attachments. File
names and descriptions shall identify the document type.

19- Original bonds must still be mailed to University of Houston System for records keeping.
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1 Scope Development (4)

2 Project Controls

3 Project Conditions & Regulatory
4 Contracts

5 Design

6 Construction Administration
6-01 Pre-Construction

6-02 Bonds and Insurance (2)
6-03 Schedule of Values

6-04 Meeting Minutes

6-05 Submittals

6-06 RFls

6-07 Field Reports

6-08 Photographs

6-09 Materials Testing

6-10 Utility Qutages & Street Closures

6-11 Fire Marshal Inspections
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20- Select the ‘Workflow’ tab
21- Click on the Submit button in the ‘Actions’ box.

MAIN NOTES ATTACHMENTS (2) I I

UHS PM
1. Navigate to bond OR insurance record.
Review documents and verify that the documents meet contract requirements including scope and
amounts
3. Within workflow, return records to vendor if needing corrections OR mark approved to submit to
Contracts Coordinator.

Contracts Coordinator
1. Navigate to bond OR insurance record.
Review documents and verify that the documents are valid including contacting issuer as necessary.
3. Within workflow, return records to vendor if needing corrections OR mark approved final approved if
documents have been validated.




