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GETTING STARTED WITH THE
CONSOLIDATED PROJECT MANAGEMENT (CPM) SYSTEM

Introduction

Welcome to the Consolidated Project Management (CPM) System. The CPM system was
created in 1995 and since that time has been updated and expanded as we continue to keep up-
to-date with technology and users’ needs. Today the CPM system represents a versatile,
straightforward system for the management and oversight of construction projects. The system is
extremely intuitive, making it easy-to-use, and on average only takes a few minutes for new users
to begin to access supportive project-related data.

Steps to Set-Up
If you are reading this memao, it is likely you are a new user and if so here are three things to note
before you begin to use the system.

1) The system will require a copy of Adobe Acrobat on your computer to display some of the
documents.

2) When you first access the system it will automatically request to download a program called
Crystal Reports, which is needed to create logs and most of the system reports. You will need
to lower your internet security settings to permit Crystal Reports to download. (This is a
temporary setting that is only required at this one time during the initial set-up, and after set-
up you will return your security settings to their normal level.) Your internet security settings
can be found on your internet browser under Tools, Internet Options and may involve both the
Privacy and Security tab settings. These must be lowered to permit the download. Once
Crystal Reports has been downloaded you may raise your security setting to the previous
level and that will not interfere with the program. This is a one time event. Once Crystal
Reports has been installed, no further action is required. If you do not have administrative
authority on your system to download and install a new program, contract your system
administrator so Crystal Reports can be installed. Should the administrator require additional
information prior to granting access, please call Matt Scoble or Erica Holt at Consolidated
CM'’s Oakland office, (510) 208-1720.

3) Itis noted that the system stores photos and PDF format (Adobe Acrobat) documents as well
as generating its own Crystal Reports-based material. PDF documents such as RFIs will, on
most systems, appear on the computer screen as a pop-up. In order to view these
documents, the pop-up blocker must be turned off, or set to not block the Consolidated CM
website. The pop-up blocker and its setting are found on the internet browser under Tools.

Logging In
The log in procedure is straight forward. The log in page is called the CPM Portal. The login page
URL is: http://cpm.consolidatedcm.com/private/login.cfm\

Once you are on the log in page: 1) enter your user name, 2) enter your password and 3) select
the project you are interested in from the pop-up list. The pop-up list will remember the project
last visited, so on future site visits that project will appear by default, though you can of course
select a different project. If you do not have a user name and password, request one from the
CCM project manager.



Using the System
As noted in the Introduction, the CPM system is intuitive and user friendly and the principal
functions can be found on the Tool Bar at the top of the screen. The system stores Submittals,
RFlIs, Change Orders, reference documents, Inspection Reports, and As-builts. It is intended to
be self explanatory, but the following four points are worth noting:

= All Data is exportable. Export of data can be accomplished by clicking on

the Export icon, shown on the right, which appears as an envelope with a red
download arrow at the top of the Report page as shown below in the following
picture. Data may be exported into a number of programs including Word,
Excel, and Adobe Acrobat. When the Export function is selected, the Report
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Export

Viewer Export box will appear and the software to use and the location to route the new
file can be selected. The export of data into programs such as Excel is useful to facilitate
special analysis of the data for reports or other needs.

= Old reports are saved in the buffer to speed the system so when new data is g
added to the system and a new report requested, it may be necessary to click kit
on the Refresh button, which appears as a lighting bolt icon, as shown at right. elres

= Printing of Reports must be done by using Crystal Reports. The Printer icon
at the top of the Report screen will permit the user to print any of the available %
reports. If the browser print function is used (instead of the Crystal Reports B
Print icon) the reports will print, but the printed pages will be blank. fn

= Centering Reports To center reports on the screen, click the Centering icon at -
the top left of the Report screen (to the right of the Refresh button). The o
Centering icon appears as three small rectangles Center
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Available Reports and Information

The CPM system maintains both a database and a library of images. Data is stored on Change
Orders, Proposed Change Orders, and Requests for Information (RFI), Submittals, Inspection
Requests, Daily Inspection Reports, Meeting Minutes, As-built Drawings, electronic documents in
all of these types of information, photos and other useful reference documents. From this stored
information, standard reports are available which include logs, statistics, projections and
Interactive As-builts. For special reports, all the data is exportable as noted above.

Conclusion

This memo is a brief overview of the CPM system intended to help get you started using it. As
you work with the system, you will rapidly become proficient in its use; however, from time to time
you may have questions or have a special need which requires assistance. In either case, please
call Consolidated CM Inc., (510) 208-1720, and ask for Matt Scoble or Erica Holt with questions
or to discuss your issue.



