6EJOHNSUN

CONSTRUCTION COMPANY

EXTERNAL ENCOMPASS GUIDE

This document is to be used as a guideline by Subcontractors, Suppliers, and
other Companies when completing information in GE Johnson Construction
Company’s Encompass Database.
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BEJOHNSON

CONSTRUCTION COMPANY
I. Instructions for the Main Contact

1. Click on http://encompass.gejohnson.net/encompasswebclient and log in with the credentials that you
received via email. Please note that the password is case sensitive. Also, these are the same login
credentials you will use every time you login, so please keep them in a safe place.

~ Encompass:Web - Microsoft Internet Explorer provided by GE Johnson ...

Y ey & gej-iis ~| [#2][>| [ IEE
: FEile Edit ¥Yiew Favorites Tools Help Ix & -

i Favorites | @ Encompass:\Web |

GEJOHNSON %,

CONSTRUCTION COMPANY ENCOMPASS

Brlogin (D About

Welcome

Logen:
Fassword:

[mlogon | [afiReset |

\_N_

DIVIENSION

Done

“J Local intranet S v 100% T

2. After logging in, a list of projects you have access to will appear.

3. Click on the Select Project button for project titled OAAA.

® Encompass:Web - Project Selection - Microsoft Internet Explorer provided by GE Johnson Co... E@

ey el gej-iis ~|[#2] <] [= o
i File Edit View Favorites Tools Help P @y v
i Favorites | @ Encompass:Veb - Project Selection
GEJOHNSUN &,
ConSTRUCTION COMPANY EncomMPASS
& Projects | [DProject Controis. Logged On: Me You [Logout]
== HRetresnUist | [ Export v 2 Tosale Fiter = Expang = Collapse o'
“53 All Active Projects All Active Projects
;v By Status Number Name = Type Of Building 27 Region Territory Select Project | Edit
Eves ol
zossoco ol
. zossscE =
<L Pre-Construction Projects | ket =
Sy Region osos =
2085550 =
Z0904DD ol
43 Construction Projects zoooico =
i By Region | |zoss2so e
Sy Territory z0g545D clect Proje:

453 Close-Out Projects
- By Region
sy T

«li3 Closed Projects

Ready. w Loaded 10 of 10

Done %J Local intranet S - | % 100% -

NOTE: If unable to complete all tabs at once you may need to Save and Exit and return later. Once you click
Save and Exit and your changes are sent to GEJCC for review you will be unable to make further changes until

GEJCC has reviewed and accepted your pending changes. You will be locked out for a short time. The Edit
button will reappear when changes have been approved.
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BEJOHNSON

CONSTRUCTION COMPANY

4. Open the Company Management folder on the left. Then select Company Setup and View My
Company.

Encompass:Web - Microsoft Internet Explorer provided by GE Johnson ...

= -ii +: =P
S - =B geiiis MEIEI
Eile Edit View Favorites Tools Help Pox Wy o~
54 Favorites & Encompass:web
GEJOHNSUN B
CONSTRUCTION COMPANY ENCOMPASS
i Projects | [ Project Controls Logged On: Me You [Logout]
=T M = Refresh List Cd Export 7 Toggle Fitter = Expand = Collapse
<[ Project Documents M Download Attachments @ -
View Documents 0AAA = Sidding: Bid Packages: My Company Records
[] r~ Description City Stat] Due Edit ReacDele
& . Bidding
< # Bid Packages
My Company Records
Sy 5id Dus Date
. Closed Bid Packages
vour company has not been invited to any Sid Packages.
4 [# Company Management
4[] Company Setup
e wiew My Company
Ready. 3 Loaded 0 of O
“J Local intranet Fhov | W 100% -

5. Your company information should appear here.

6. Click the Edit button on the far-right.

ed by GE Johnson Construction C
- & gej-iis |42 [ ] [ | 2]
s

File Edit Yiew Favorites Tools Help Px @

¢ Favarites | @ Encompass:Web

GEJOHNSON Ny

5
CONSTRUCTION COMPANY EMCcOMPASS
@ Projects | 5] Project Controls Logged On: Me You [Logout]
Tz W ‘ & Refresh List  LyJExport v &7 Toggle Fiter = Expand = Collapse M. Download Attachments (7 1R
4[5 Project Documents 0AAA = Company Management: Cempany Sstup: View My Cempany
-~ View Documents [ |company 1D |Company Name Type Of Company Division Ul Edit | Read | |
.| Ojrescomor Test Company Consultant Metals 1 =)
4. Bidding
4 % Bid Packages
L. My Company Records
By Bid Due Date
i Closed Bid Packages
4 [l Company Management
4[] Company Setup
Lo Wiew My Company
Ready. “® Loaded 1 of 1

Done

&J Local intranet S v W100% T

7. Review information for accuracy and edit where necessary.
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8. On General Info tab, replace Information Supplied By with your own information.

£ Encompass:Web -

icrosoft Internet Explorer provi

d by GE Johnson Construction Company

Go-

v|‘¢ x |Yf

gej-iis,
: File Edit View Favorites
7 Favorites | @ Encompass:

Tools Help

Web

g

GEJOHNSON

CONSTRUCTION COMPANY

€,

ENCOMPASS

f@ Project= | [C)Project Controle.

Logged On: e You [Logout]

| HAseveanaexe ~

@-x

4|35 Project Documents
i View Documents

4. Bidding
4% Bid Packages

By Bid Due Date
Closed Bid Packages

- @ ‘Company Management
4[;7] Company Setup

View My Company

My Company Records

OAAA > Company Mansgement: Company Setup: View My Company > Editing Company (Prolog Record)

\ Certifications ”

Legal/Financial H

Work Histary ||

Contract History ||

Attachments \

Specification Section

Federal ID Number

[[1234

Website Address

[waw.home.com

Information Supplied Sy

Title

Date

[3ehn smith

Jrr

12/16/2008 w

General Info | Address | Contacts | Insurance | Divisions of Work | Typesof Work || Regions of Work |
Mams Short Name Type of Company

[Test Company | ||Cunsu\tant v‘

Main Construction Division Trade

[Metals | |utilities |

Done

% Local intranet

-

H100%

9. Click on Address tab.

10. To make any changes click the Edit button, make your changes, click Save when complete.

11. To add additional locations click the New button. Click Save when complete.

{= Encompass:Web - Microsoft Internet Explorer p

d by GE Johnson Construction Company

G- &

v|‘y x |Y!

Tools Help

gej-iis
: File Edit View Favorites
¢ Favorites .@ Encompass:Web

24

GEJOHINSON

CONSTRUCTION COMPANY

e
ENCOMPASS

@ Proects |5 Projedt Controks Logged On: Me You [Logoul]
TT K ‘ [HAszaveandext ~ Q-
4[5 Project Documents OAAA > Company Mansgement: Company Stup: View My Cempany > Editing Cempany (Proleg Recerd)

- View Documents [ Certificaticns | Legal/Financial I Weork History I Contract Histery | atachments |

General Info || Address | Contacts | Insurance | Divisions of Work | Typesof Work | Regions of work |
4, Bidding
Location Type of Address Tel Main -
4 % Bid Packages | =
My Company Records Addrese 1 Toll Free
By 8id Due Date |
Closed 8id Packages Address 2 Fax
Address 3 E-mail
City State  Zip Country
- Eﬁ Company Management ‘ ‘
4[] Company Setup
View My Company
Delete? Location Address 1 City State Zip
=- ‘ Main 25 N Cascade Colorade Springs Co | 80906
-
< B
% Local intranet h v W100% v
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12.

13.

14.

15.

16.

BEJOHNSON

CONSTRUCTION COMPANY

On the Contacts tab you can edit employee contact information.

Please email contacts to be added to gej-enc@gejohnson.com.

Contacts can NOT be deleted in Encompass for tracking purposes.

If a contact is no longer with your company, you can indicate this by removing the check mark from the

Active box.

Select the employee by highlighting their row, click Edit, uncheck the Active box, click Save.

Go- ke

gej-iis v| 42| % |Y!
{ Ele Edit View Favorites Tools Help x &
i Favorites | @& Encompass:Web
GEJOHNSON “
CONSTRUCTION COMPANY ENCOMPASS

i@ Projects. ) Project Controls Logged On: Me You [Logout]
T K ‘ [Asave andexit ~ o~ X
4|5 Project Documents OAAA > Company Management: Company Setup: Wiew My Company > Editing Company (Prolsg Record)

* View Documents Certifications Legal/Financial Work History Contract History Attachments

General Info Address | Cantacts | Insurance Divisions of Work Types of Work Regions of Work
4. Bidding
4% Bid Packsges Frefix viddle Name Main
My Company Records [ [
Location Title
By Bid Due Date ‘ ‘
GlocadiF ciEacinnes Telephone Fax Home Tel Cell Phone Active
E-mail Pager
New Edit |[ Copy
- E} ‘Company Management
4[] Company Setup Delete?  First Name Last Name Telephone E-mail Main Active
View My Company
|ME ‘Ynu |7191112222 gwyns@gejohnson.com
= [ Forest Gump 7191112222
|Bui\d ‘ME |?192223333 gwyns@agejochnson.com
Done -3 Local intranet v E100% v

17. The Insurance tab will be completed internally by GE Johnson Construction Company (GEJCC) once we
receive your Certificate of Insurance. There is no need for you to visit this tab at this time.

18. Click on the Divisions of Work tab.

19. Click on the New button.
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20. Click on small box/button to bring up a CSI Search.

BEJOHNSON

CONSTRUCTION COMPANY

= Encompass:Web - Microsoft Internet Explorer provided by GE Johnson Construction Company |:||§|®

» + =
@'C,./‘ - |g gej-iis v| sl |Yf | P
{ Flle Edit View Favorites Tools Help x &
7 Favorites | @ Encompass:Web
GEJOHNSO “©
CONSTRUCTION COMPANY ENCOMPASS

»[& Submittal Register

>Q Submittal T General Info Address Contacts Insurance
>\ Transmittals & Corresponc Tew
4% Field Administration Code Description

(. Daily Details
> ) Daily Work

>{_) Field Work Directives
>« Inspections & Tests
> &# Punch Lists

-4 Safety Notices

- @ ‘Company Management
4[i] Company Setup
Create
View All Companies
Pending Approval
View My Company [+
‘ T

i@ Projects | [C)Project Controls | B insight | S Reports Logged On: Nicole Elizon [Logout]
>z ‘ [Asaveandext * W Approve = . LinkTo = 9~ x
LLEs :l OAAA > Company Management: Company Setup: Pending Approval > Editing Company (New Record Request)
- f8 Submittal Packages - -
Certifications Legal/Financial Wiork Histary Contract History Attachments

Divisions of Work

‘ Types of Work

Reagions of Work

Delete?

Done

% Local intranet

3 v B100% -

21. Type in your scope of work then click the Refresh button.

22. A list of CSI codes will appear. Please select CSI codes that begin with decimal points only, all others will be

deleted.

23. Highlight appropriate CSI code and click Select button.
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24. Repeat for each appropriate CSI code.

BEJOHNSON

CONSTRUCTION COMPANY

Encompass:Web - Microsoft Internet Explorer provided by GE Johnson Construction Company
@.;/: - e gef-iis v 4] (%] [
: File Edit View Favorites Tools Help x &
< Favorites | @ Encompass:web
GEJOHNSON <.
CONSTRUCTION COMPANY ENCoMPASS
[ Projects | [C)Project Controls | i insight | & Reporis. Logged On: Nicole Elisen  [Logout]
— ;I‘ BT cor searen
*Ea Submittal Packages | cs1 code Description —
>[& Submittal Register [ | [etectrical | [Eefresh ]
» % Submittal Transmittals Cs1 Code T Description :
® £ Transmittals & Corresponc .02580 Site Utilities (Dry ) - Electrical & Communications . -
.16000 Electrical . =
4124 Field Administration o185 25 Electrical Performance Requirements
»{ Daily Details 4ot &3 28 Site Electrical Utilities Performance Requirements -
>\ @ Daily Work 0231 28 Electrical Resistivity Investigations
> (0 Field Work Directives 02580 Electrical and Coemmunication Structures
> & Inspections & Tests 05 45 18 Electrical Metal Supports
» & Punch Lists 16000 Electrical.
" 4 Safety lotices 16050 Easic Electrical Materials and Methods
16075 Electrical Identification
4 Company Management 15080 Electrical Testing
4[] Company Setup 16200 Electrical Power
Creats 16210 Electrical Utility Services. -
View All Companies o _ o
View My Company -
4 [
Done %J Local intranet da v H100% <

25. To delete a CSI code, highlight the row and click Delete. When prompted click OK.

Message from webpage

\‘:_) Are you sure you want to delete the selected record?

o] (oo ]

{Z Encompass:Web - Microsoft Internet Explorer p

Company

Management: Company Setup:

[4] oaAA > company

&< . 9 [+ =
@.\_/ - |g gej-iis | || X | ¥
: File Edit View Favorites Tools Help x L
¢ Favorites | @ Encompass:\eb
GEJOHNSON ‘
CONSTRUCTION COMPANY ENCOMPASS
i Projects | [C)Project Controls | B insight | & Reports Legged On: Nicele Elizen [Logeut]
Tz H ‘ [AzaveandExt ~ o Aporove = i LinkTo ~ 9~
— T RF5

roval > Editing Company (New Record Request)

@@ Submittal Packages

*[& Submittal Register \ Certificaticns ”

Legal/Financial H Work Histery ||

Contract History ||

Attachments \

> () Field Work Directives
> & Inspections & Tests
> &# Punch Lists

>4 safety Notices

4 @ Company Management
4[=] Company Setup
Create
View All Companies
Pending Approval

View My Company

+ ) Submittal Transmittals General Info || Address | Contacts | Insurance | Divisions of Work | Typesof Work | Regions of work |
> - Transmittals & Corresponc Undelete
4T [Field Administration Code Description Delete?
*{ Daily Details 16000 [ Electrical . |
> =) Daily Work ==y || Stetrrrerforr—Emr s A et |

“ | o

Daone

%J Local intranet

5 - R100% -
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26. Click on the Types of Work Tab.

£ Encompass:Web - Microsoft Internet Explorer pro

BEJOHNSON

CONSTRUCTION COMPANY

d by GE Johnson Construction Company

= = == =
&y v
@.\/.v |g gej-iis | sl | | R
{ Flle Edit View Favorites Tools Help x &
S Favorites | @ Encompass:Web
GEJOHNSUN “
CONSTRUCTION COMPANY ENCOMPASS
@ Projects | [C)Project Controle | Bl insight | S Reports Logged On: Nicole Elizon [Logout]
>z ‘ [Asaveandext * W Approve = . LinkTo = 9~ x
@ W :l OAAA > Company : roval > Editing Company (New Record Request)
~E@ Submittal Packages
»[& Submittal Register \ Certifications ” Legal/Financial H Work Histary || Contract History || Attachments \

(. Daily Details
> ) Daily Work

>{0) Field Work Directives
>« Inspections & Tests
> &# Punch Lists

-4 Safety Notices

- @ ‘Company Management
4[i] Company Setup
Create
View All Companies
Pending Approval

View My Company -

’Q Submittal T L General Info | Address | Contacts | Insurance | Divisions of Work || Types of Work Regions of Work
> -y Transmittals & Corresponc
4 Field Administration Descripticn Delete?

Done

Local intranet fa v H100% <

27. Click on the New button, click in the Description box, then click the down-arrow.

28. Make your selection from the drop-down menu.

Encompass:Web - Microsoft Internet Explorer p

d by GE Johnson

vl‘y x |Y!

@'{," - |& gej-iis,

: File Edit View Favorites Tools Help x :J

¢ Favorites | @ Encompass:\eb

GEJOHNSON ‘
CONSTRUCTION COMPANY ENCOMPASS

 Projects | [C)Project Controls | B insight | & Reports Legged On: Nicole Elizen [Logout]

Tz H ‘ [Asaveandext ~ & approve » FLinkTo ~ Q-

— T @ RIS

[<] oaAA > company
B3 Submittal Packages

rowal = Editing Company (New Record Request)

*[& Submittal Register \ Certificaticns ”

Legal/Financial H Work History || Contract History || Attachments \

» % Submittal Transmittals General Info

| Address_|[ Contacts [ Insurance |

Divisions of Work | Types of Work

Regione of Work

. Transmittals & Correspont

4 Field Administration

Description Delete?

>} Daily Details *

5 Daily Work

> () Field Work Directives
> & Inspections & Tests
»&# Punch Lists

>4 safety Notices

4 @ Company Management
4[i-] Company Setup

Create

Pending Approval

View All Companies

Advanced Technology
Airports

Bio Technology
Bridges
Candominiums
Heavy Civil

Heavy Industrial
High-rise Buildings
Highways
Hospitals

Hotel

LEED Certified
Light Commercial
Light Industrial
Low-rise Buildings

Prisons

— Marine
View My Company - Medical Office Buildings
P ¥ Multi Use
Office Tewers
Done Parking Structures %J Local intranet fa v ®i00% v
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Encompass:Web - Microsoft Internet Explorer p

- &

6’—; gej-iis, | ye
: File Edit View Favorites Tools Help x Gﬂ
i Favorites | & Encompass:Web ‘ |

CONSTRUCTION COMPANY ENCOMPASS
i Projects | [C)Project Controls | B insight | & Reports Legged On: Nicele Elizen [Logeut]
Tz K ‘ [PAzaveandext = W Agprove * o LinkTo = o~
— T RS .

0@ submittal Packages
1[G Submittal Register
&% Submittal Transmittals
I - Transmittals & Correspont
41 Field Administration

& Daily Details

I+ =) Daily Work

() Field Work Directives

> &# Inspections & Tests

& Punch Lists

i 4fp safety Notices

Company Management
4[=] Company Setup
Create
View All Companies
Pending Approval
View My Company
1

[4] oaAA > company

roval > Editing Company (New Record Request)

\ Certificaticns ” Legal/Financial H Work History || Contract History || Attachments \
General Info || Address | Contacts | Insurance | Divisions of Work | TIypes of Work Regions of Work
Description Delete?

#[Light Commercial

Daone

% Local intranet 43 -

H 100%

29. Click on Regions of Work and select your region(s).

Encompass:Web - Microsoft Internet Explorer p

Company

e |g gej-iis,

Eile Edit View Favorites

Tools

Help

5ir Favorites | & Encompass:Web

GEJOHNSON

0@ submittal Packages
1[G Submittal Register
&% Submittal Transmittals
I - Transmittals & Correspont
41 Field Administration

{ Daily Details
I+ =) Daily Work
() Field Work Directives
> &# Inspections & Tests
& Punch Lists
i 4fp safety Notices

Company Management
4[=] Company Setup
Create

View All Companies
Pending Approval

View My Company

4

CONSTRUCTION COMPANY ENCOMPASS
i Projects | [C)Project Controls | B insight | & Reports Legged On: Nicele Elizen [Logeut]
Tz K ‘ [PAzaveandext = W Agprove * o LinkTo = o~
— T RS

[4] oaAA > company

roval > Editing Company (New Record Request)

\ Certificaticns ” Legal/Financial H Work History || Contract History || Attachments \
General Info_ || Address || Contacts | Insurance | Divisions of Work | Typesof work || Regions of Work
Region Delete?

Daone

% Local intranet 43 -

H 100%
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Company

Encompass:Web - Microsoft Internet Explorer p

d by GE Johnson Construct

V| | X |Y? Yahoo

5:‘2" |g nttp://gej-iis/En

File Edit View Favorites Tools Help

i Favorites | & Encompass:Web ‘ |

GEJOHNSON

CONSTRUCTION COMPANY

ENCOMPASS

@ Projects | [C)Project Controls | B insight | BhReports |

Logged On: Nicole Elison [Logout]

I M ‘ 53vear|dEx‘|t -~ W Amprove = 4 LinkTo =

Q-x

T RFls

roval = Editing Company (New Record Request)

E@ Submittal Packages
i [& Submittal Register

‘ Certificaticns ”

Legal/Financial

H Work History || Contract History

General Info

| Address | Contacts [ Insurance |

I achments
| Reagions of Work

Divisions of Work || Types of Work

&% Submittal
I .2y Transmittals & Corresponc

4 Field Administration
I+ Daily Details
I ) Daily Work
() Field Work Directives
& Inspections & Tests
& Punch Lists
14 safety lotices

47l Company Management
4[i7] Company Setup
Create
View All Companies

Pending Approval

Region

Delete?

*#|Kansas

View My Company
4

L

Done

% Local intranet Yo v ®100% v

30. Click on the Certifications tab and complete all areas.

Encompass:Web - Microsoft Internet Explorer prov

d by GE Johnson Construction Company

qej-iis £

o] [#2] %] [w

File Edit View Favorites

Tools Help

LT

¢ Favorites |88 = ‘ & Citrix Access Platform

| & Epivare

x

|@ Encompass:Web

GEJOHNSON

CONSTRUCTION COMPANY

ENCOMPASS

[ Projects | [C)Project Contrels

Logged On: e You [Legouf

TIN

@~

4|55 Project Documents
i View Documents
4., Bidding
4 % Bid Packages
1y Company Records

8y Bid Due Date
Closed Bid Packages

[ Company Management
4[] Company Setup
View My Company

| EEE e

v = Editing Company (Prolog Record)

General Info

|| Address || Contacts || Insurance | Divisions of Waorke

H Types of Work || Regions of Work \

Certifications
[ Tvpe of Labor

Open Shap

[ union

[ erevailing wWage
[ other Labor Type

Gther Labor Type

Legal/Financial

Contract History | Attachments |

[ Workistory ||

Union Infermation

[ Classifications [ Bending and Insurance

] wee

] meE

[ o=e

[ vee

[ see

State

[ Federal

[ other Classificaticn

Insurance Contact
ABC Insurance Company

Insurance Tel
(555) 111-2222

Other Classification

Done

%J Local intranat Y5~ ®100% -
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31. Click on the Legal/Financial tab and complete all areas.

{Z Encompass:Web - Microsoft Internet Explorer prov

d by GE Johnson Construction Company

b -
6‘\;" ‘E ttp+//gej-iis V| 7| X |Y¥ ‘ »p
i File Edit View Favorites Tools Help ‘ x E -
s Favorites |8E.' - ‘ {& Citrix Access Flatform |§ Epiware |? Encompass:\eb x | |
CONSTRUCTION COMPANY ENCOMPASS
@ Projectz | [E)Project Controls Logged On: Me You [Logout]
TIH | [Asaveancext ~ Q-
Aa Project Di lv Company > Editing Company (Proleg Recerd)
View Documents | General Info || Address || Contacts || Insurance | Divisions of Work H Types of Work || Regions of Work ‘
Certifications Legal/Financial | Work History | Contract History. | Attachments J
4. Bidding
4% Bid Packages Type of Business ¥rein Business  No. of Employees  Federal ID Number
L. My Company Records [Fartnership | ‘ 12' ‘ D‘ [84-000000 ]
Sy Bid Dus Date Incorporated Place Name Incerp Date Dun Brad No. D B Rating Cur Rating Litigation
Closed sid Packages Colorado ~| [0000-12345 I il | o
License Information Banking Information Litigation Infarmation
Cities and States in you hold - a | |Anything pending? -
licenses
4] Company Management
4[] Company Setup
L. View My Company
v ¥ e
Srincipals Owners Subsidiaries
Mickey Mouse 4| [Donald Duck Y -
- - -
Done ‘QLucaI intranet Gy v W100% T

32. Click on the Work History tab and complete all areas.

Encompass:Web - M

rosoft Internet Explorer prov

d by GE Johnson Construction Company

gej-iis/ £

(< ISAAD!

| [$2][ %] [¥va

File Edit View Favorites

Tools Help

[fx & -

i Favorites

‘88 - | & citrix Access Platform

| @ epivare

| @ Encompass:vieb

GEJOHNSON

CONSTRUCTION COMPANY

EncoMPASS

i@ Frojects | [ Project Controle

Logged On: Me ou_[Logout]

= W

| [Fsave and Ext =

e~ X

4[5 Project Documents
View Documents

4. Bigding
4 % Bid Packages

OAAA > Company Management: Company Setup: View My Company > Editing Company (Prolog Record)

| seneralinfo | address

| centacts || 1nsuran

ce

Divisions of Work "

TIypes of Work

Regions of work |

Certifications

Legal/Financial

I

Percent of Work as GC

Percent of Work as Sub

Work History Contra

1

ct History

Attachments |

Max Contract Value

Max Contract Feried

o0.00| |

0.00| |

My Company Records 5””-““”-””‘ ‘ “‘
By Bid Due Date Awg Annual Work Value Work Usually Sub'd Out Lost Werk Days Last Yr Awvg Lost Days Last 5 Yrs
Closed Bid Packages [ o.00] | [ 1 a1
Medical Treatments Last Yr Avg Treatments Last S Yrs Fatalities Last Yr Awvg Fatalities Last 5 Yrs
10.00| | 2.50] | 0.50] | 0.5]
Safety Record Comments
willful Vielations| -
a Company Management
4[] company Setup
View My Company
Done %.J Local intranet Y3 - ®100% -
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33. Click on the Contract History tab and complete all areas.

BEJOHNSON

CONSTRUCTION COMPANY

@‘t/' e asiiis < [42][ %] [ |[2]-

i File Edit View Favorites Tools Help Px @

Ty Favorites |23 - | @ Citrix Access Flatform & Epiware | & Encompass:veb |

GEJOHNSON 2
CONSTRUCTION COMPANY ENCOMPASS

‘@l Projects | [C]Project Controls Logged On: Me You [Logoui]

Tz K | HAsave ansext ~ @ -

4| Project Documents
i View Documents

< . Bidding
4w Bid Packages
i My Company Records
i~ By Bid Due Date
i Closed Bid Packages

a4 Company Management
4[] Company Setup
L Wiew My Company

OAAA > Company Management: Company Setup: View My Cempany > Editing Company (Freleg Recerd)

General Info Address Contacts Insurance Divisions of Work Types of Work Regions of Work
Certifications Legal/Financial Work History Contract History Attachments
Client Contact Contact Tel
Project Number Project Name Contract NUm
Scope of Work
Orig Value Change Final Value Fect Change
Start Date End Date Duration
I =1l =l
=
Delete? Client Contact Contact Tel  Project Number Project Name Contract Num
= My General Me 3071112222 My Project

]

Done

% Local intranet

-

H 100% <

34. The Attachment tab is still under construction. There is no need for you to visit this tab at this time.

35. Once you have completed all tabs, click Save & Exit. This will submit all the changes to GEJCC for review.
Then click Logout at the top right.
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II. What to do When You Receive an Invitation to Bid

1.

Click on http://encompass.gejohnson.net/encompasswebclient and log in with the credentials that you

received previously via email. Please note that the password is case sensitive. Also, these are the same login
credentials you will use every time you login, so please keep them in a safe place.

& Encompass:Web - Microsoft Internet Explorer provided by GE Johnson ...

=]

gej-iis

vl g || > |1r.'

File Edit View Favorites Tools

i Favorites | & Encompass:\Web

& -

Help 1 X

GEJOHNSON

CONSTRUCTION COMPANY

),

ErncOoOMPASS

Brlogin LD .About

Welcome

Logon:

Password:

gzhegen | gReset |
A
DINMENSION =
Done ‘;j Local intranet #n -  100% -

2. After logging in, a list of projects you have access to will appear.

3. Click on the Select Project button for the project you‘ve just been invited to.

= Encompass:Web - Project Selection - Microsoft Internet Explorer provided by GE Johnson Co... E@

- [E gsj-iis ~| [ 42][%<] [ J[2]=
i File Edit View Favorites Tools Help x & o~
¢ Favorites @& Encompass:\Web - Project Selection
TONSTRUCTION COMPANY EncoMPAsSS
8 Projects | [EProject Controls Logged On: e You [Logout)
T = & Refresn List | L Export ~ =7 Togagle Fiter = Expand = Colapse @~
453 All Active Projects All Active Projects
- By Status Mumber Mame = Tvpe Of Building ETo3St Region Territory Select Project | Edit
Sy Region ez
oy Territory £ve) 0AAA Sample Select Project 1]
Z0e50CD (2100 South University Apt f For Rent M|Pre-censtructNorthern FrorDenver
- Z0S5SCE  Dakota Suilding Interior ReTenant Finish | Fre-construc{Northern FroiGolden
2 [Biene e N ot zoss2cD  |Denver Zoological Garden |Other Pre-construciNorthern FroiDenver
By Region GELE} JeffCe Open School Education Construction |Northern FrofLakewood
Sy Territory 2095550  |Lone Tree Cultural Arts CeArt/ Theater  |Pre-construciNorthern FrofLone Tree
Z08040D  Parker Adventist Hospital EHealthcare Pre-constructNorthern FroiParker
23 Construction Projects Z0001CD  Pre-Con Template Pre-construct
Sy Region z095250  |University of Wyoming Vis( Pre-constructWyoming  |Laramie Select Project 2]
Sy Territory Z095450 VA - Grand Junction 3rd Fl{Healthcare Pre-constructWestern SlopGrand Junctiq [Select Project
<3 Close-Out Projects
i By Region
----- 5y Territory
43 Closed Projects
i By Region
Sy Territory
Ready. & Loaded 10 of 10
Done %.J Local intranet $h v | ®1009% ~
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4. A screen appears displaying the items you've been requested to bid on.

{© Encompass:Web - Microsoft Internet Explorer provided by GE Johnson Con... |;HEHX|

@@' |§ gejohnson.net v‘ 3| X |Y! ‘ Dol

File Edit View Favorites Tools Help ix @&
¢ Favorites |25 - | @ Citrix Access Platform | @ Epiware & E-Commerce Annua... | & Encompassiweb |
GEJOHNSON @
CONSTRUCTION COMPANY ENCOMPASS

i# Projects [ Project Controls Logged On: Me You [Logout]

Tz H | © RefreshList [ Export v = Toggle Fiter = Expand = Collapse
4[5 Project Documents M Download Attachments Q-
i View Documents Pre-Con Template = Bidding: Bid Packages: My Company Records
[] Numt+ Description City Stat  Due Edit ReacDele
4., Bidding [J|0034  |Building Concrete Greenwood Vil|Co [3/10/2009 [ 2] | [#]
4 % Bid Packages ~ |[J|ooze  |Form Rental 11/10/204 =
My Company Records ~ |[J|oozc  |Structural Forming 10/15/200 =
. By Bid Due Date | [J|oi0F  |Bid for 010F Colorade Sprirco 9/30/200! =
~ [J|otoH  |test for notifications 0/16/2009
Closed Bid Packages | O Calorada Springs IE‘

4 E_B Company Management
»[i] Company Setup

Ready. Loaded 5 of 5

]

Done & Internet 44 - R100% -

5. Click on the View Documents Folder, then the Project Documents Folder. You will see folders containing

all project documents for this project to-date. Please check back periodically to see if any new documents
have been uploaded.

6. To view the documents, checkmark the boxes before the document names and click the Get Selected box
above. If you select too many at one time, Encompass tends to lock-up, so please don't select all files at
once. You will then be prompted to either Open or Save these selected documents.

{* Encompass:Web - Microsoft Internet Explorer provided by GE Johnson Cons... \:HE\E|

@.\, L A4 ‘E gejohnsen.net V| *|[ X |Y' | 2|
¢ File Edit View Favorites Tools Help ix @&
P Favorites |55 - | @ Citrix Access Platform | € Epiware @ E-Commerce Annual... | @ Encompassiveb % |
GEJOHNSON &,
CONSTRUCTION COMPANY ENCOMPASS
i@ Projects Prcuect Controls Logged On: Me vou [Logouf]
*TI N | = Refresh Htiew Folder i|& Rename Folder M Get Selected Upload New = Move
4[5 Project Documents Pre-Con Template
- View Documents 3 r o
3 (0 Project Dozuments [ name -2 Heading/Title ~ Description
@ ) Addenda
45 Bidding 9 ) Bid Package Documents T r r
» % Bid Packages [SE] [ |aoo0.tif -
5010 AN0L.tF
= 0mF O |~o0z.tif
S m]e:) A100.tif
(=) Drawings [1|a200.0.tf
4 @ Company Management |5 Instructions to Bi A200.1.4f
»[i] Company Setup 25 Specification O |azo1.0.4f
@ () Canceptusl [|az01. 1.4
@ )00 [ |az01.2.tif d|
g [ opeca * Loadad a6 of a6 | 2|
3 (& verdor Uplaads Name = Heading/Title Descrip
¥
[ 3¢ 2z00.L.tf
4 | ol |
Done [3 & Internet 45 v ®100% -~
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7. Now you will select the item(s) you will be bidding on from the choices offered to you. Click on the Project
Controls button to take you back to the screen displaying the items you've been requested to bid on. Click in
the Edit box next to one of the items shown. (These selections must be completed one at a time.)

Encompass:Web - Microsoft Internet Explorer provided by GE Johnson Con

e e

gejohnson.net

v| 3| X |Y!

File Edit View Favorites Tools Help x % -
¢ Favorites |25~ | @ Citrix Access Flatform | @ Epivare & E-Commerce Annual... | € EncompassiWeb  *
GEJOHNSOI “
CONSTRUCTION COMPANY ENCOMPASS
i# Projects Pro]ect Controls Logged On: Me You [Logout]
Tz K ["Sretresn st Lot ~ = Toggke Fiter

X Expand X Collapse

4[5 Project Documents

‘- View Documents

i Download Attachments

Pre-Con Template > Sidding: Bid Packages: My Company Records

gv

[1 hn~ Description

City Staty Due Edit ReadDelet
4 Bidding [ |0034Building Concrete Greenweod VilliCo [3/10/2009] [ | [#
4 % Bid Packages | [ |oo3gForm Rental 11/10/200f [7] | [
-+ My Company Records > | 003(Structural Forming 10/15/200¢ |2 (8
- By Bid Due Date [1]0t0fBid for 010F Colorado Sprinjca |9/30/2009] |7 [ [HY
- Closed Bid Packages o [] |010ttest for notifications 9/16/2009 Q E‘
4§ Company Management
»[i] Company Setup
Ready. & Loaded 5 of 5
& Internet Fg v HM100% <

8. Next click either the Accept or Decline buttons above, then answer the confirmation question when asked.

ncompass:Web - Microsoft Internet Explorer pr

ided by GE Johnson Constru.

@ (& A |g gejohnson.net V‘ || X |'Y?
File Edit View Favorites Tools Help 2 GEJ‘
T Favarites |55 | - @ Citrix Access Platform | @ Epiware (@ £-Commerce Annual ... | € Encompass:web X |
GEJOH e
CONSTRUCTION COMPANY FNCOMPASS
i Projects Pru]ed Controls Legged On: Me You [Logout]
TN ‘ W Accept ¥ Decline

4[5 Project Documents
View Documents
4 . Bidding
4 % Bid Packages
My Company Records
- By Bid Due Date
Closed Bid Packages

4i) Company Management
»[i] Company Setup

Pre-Con Template = Eidding: Eid Packages

: My Company Records = Reading Eid Package Response

General Info | Upload Documents

Description

\Structura\ Forming

Bid Due Date Bid Due Time

Pre-Bid Details

Invite Accept Due Meeting Date Mes

[10/15/2009
Meeting Location

[02:30 PM

Meeting Notes

Scope of Work
:I Fleaze update your Budget Estimate that you pr
IThe Construction Drawings (Dated April 16, 20C
updated and are <till posted on the PLAN TAB fc
\Access to the drawings is provided via the usen
password on this invite. Pleasze include all scope
hawve heen incurred an the Broadstone Proiect.

=

Done

& Internet 5 v ®100% -
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9. C(lick the Save and Exit button when you are complete. Then click Logout at the top right.

” Encompass:Web - Microsoft Internet Explorer provided by GE Johnson Con

Ce- &
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v| 45X |Y!

File Edit View Favorites
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€

ENCOMPASS

i Projects Project Centrols

Logged On: Me You [Legout]

FTIN

‘ @SaveandExit v

4[5 Project Documents

i View Documents

45, Bidding
4 % Bid Packages
- My Company Records
By Bid Due Date
- Closed Bid Packages

4[Hl Company Management

Pre-Con Template = Eidding: Sid Facksges: My Company Becords = Editing Bid Package Resp|
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Upload Documents |

Description

\Structura\ Forming
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Bid Location Name
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