PMWeb Quick Reference
PM ROLE

Overview: This is an overview of PM actions once a project transitions to them.

Reference:




1. Select the Portfolio on the left menu.

PLANNING

ENGINEERING FOR...

COST MANAGEMENT

SCHEDULING

ASSET MANAGEME...

WORKFLOW

TOOLBOX

2. Find the Record in the left menu and then select Projects.

RECORDS

Programs

Projects

Companies

Email




3. Select your Project and review all information in the header to ensure accuracy. Program,
project number, project name, location, project status, facility type, project type, planning
budget, board approved date and assignments of key stakeholders.

Program ‘ [] acoress USER DEFINED
Project Number* [soota345 | Adaresst ‘ | Requires Board of .
Name* ‘BN Test for CCS | City ‘ ‘ Regents Approval
Location ‘ |v| state / ZIP ‘ I" } Board of Regents ‘ ‘ oy

Approval Date
Project Status |62 - Design & construction [-] = o

Planner ‘ [~]
Facility Type [otfice, Generat [+]  Letituge ‘ ‘

Project Customer ‘ | v‘
Project Type ‘03 _ Renovation |-| Longitude ‘ J !

Division or College ‘ [~]
Status Draft -] E Google Address ) | ‘

Client DBA ‘ [-]
Request ID ‘ | PERSONNEL

FPC Inspector ‘ [~]
Planning Budget ‘ $0, 00| Client ‘ | v ‘ !

c Executive Director ‘ | A ‘

Projected Start ‘ | Gc ‘ [-]

Principal Project
Projected Finish ‘ | Architect ‘ | .‘ ‘ |-‘

Manager
Logo UNIVERSITY of Commitment Company | [~] | o

HOUSTON

FACILITIES/CONSTRUCTION MANAGEMENT

4. Also, select the Contractor and Architect from the drop-down menu.

PERSONNEL

Client v
GC -
Architect v
Commitment Company .




5. Select the UH Fields tab & review the information listed in each section to insure it's complete.

MAIN

PHASES USERS COMPANIES

CONTACTS

CHECKLISTS MNOTES (1)

ATTACHMENTS

# Edit
UH FIELD

Overview or Justification

Project Area(s) Description

Project Scope of Work

Project Scope af Work Assumptions
Initial Payment Needed

Special Notes

Maintained by

Project GSF

Current Project GSF

DATA

$0.00

NOTES

6. Select the Users tab and expand the page size to 250. Make sure the workflow is completely
assigned with no roles assigned to the admin.

LOCKE

a

o000 oo0o0oooo oo

LEVEL ROLE*
System Administrative
System Architect - Engineer Firm
System Archive
System Assistant Director - Contrac
System Attorney
System Business Services - Cost Ce
System Business Services - Funding
System Business Services - Invoice/
System Business Services - Invoice/
System Chancellor
System Civil1
System Client
System Client DBA

USER*

admin (admin)

admin (admin)

Austin Harwell(atharwel)
Erica Sims(edsims)
Lindsay Canning(lacanning)
Michelle Le(Michellel)
Ampelio Juarez(aajuarez)
Toccara Randle(ToccaraR)
Darron Johnson(dmjohnsT7)
Renu Khator(rkhator)
David Geis(dsgeis)

admin (admin)

admin (admin)




7. Select Portfolio then select Security from the Administer tab.
ADMINISTER

Settings

Security

Items

Close-Open Periods

PMWeb Word

Email Setup

Message Templates

Event Center

Define Reminders

Define Report Schedules

8. Click on the User Access tab and expand All Projects and select the desired project.

GROUPS DEFINE USERS USER ACCESS

<[] W (System)
I‘ O O au Projects I

<0 3 a Projects Programs

*O 3 ces

O [ ccs - Research/Lab

O O ccs Project Backlog

*O O rFec-1om+

*O O rpc-110m

¥ D 3 rpc- Component Campuses
*O O3 wmie

O (] Planning

r O [:j TRAINING PROGRAM

» O [J All Non-Program Projects

i [ All Locations




9. Drag and drop the project to the desired user to give them access.

GROUPS DEFINE USERS USER ACCESS PROJECT USERS CONDITIONAL SECURITY
<0 w (System) 4 &% Admininstrator (Full)
&
4 5 au Projects [ am Chad Thome
, » 5
<0 O A Projects Programs U Ghazanfar Ali
O

*O 3 ces &

®

am

& Khizer Ali

- O FPC - 1-10M
W

(System)

O [ ccs - Research/Lab

» D - R ; Lawrence Dang
23 ccs Project Backlog
®

O

» O

*O [ rec - 10m+ -

: * &L Business Services (Full)
ﬂ FPC - 1-10M I

» &% Contract Manager (Full)

O 3 rFpc- Component Campuses

*O 5 wmic
O (i} Planning

Michael Mrowczynski

aw Contract/Vendor (Guest)
=w Executive/Management (Guest) (Guest)

= Facilities Members (Guest)
» O [J TRAINING PROGRAM

LS Planning (Full)
*O [ AlNon-p Project
(= on-Program Projects * 2L Principal Project Managers (Full)
* O [ AuLocations b oss

== Project Inspectors (Full)
== Project Management (Full)
== Super User (Full)

Basic Users

10. Select Portfolio then on the left menu under record select projects.

RECORDS

Programs

Projects

Companies

Email




11. Select the Companies tab and click the + button to add the desired company.

MAIN UH FIELDS PHASES USERS COMPANIES
Drag a column header and drop it here to group by that column
|+ Add I [ii] Delete &% Refresh [EH Layouts
COMPANY CODE COMPANY NAME ADDRESS 1 ADDRESS 2 Cl

=L =L =l =L

No records to display.

4
k () | PAGESIZE

12. Repeat the same process for the Contacts tab.

MAIN UH FIELDS PHASES USERS COMPANIES CONTACTS
Drag a column header and drop it here to group by that column
& Add I [ii] Delete % Refresh FEH Layouts
FIRST NAME LAST NAME TITLE CONTACT COMPANY COMPAN

e

No records to display.

<
Kk ‘p b PAGESIZE

13. Select the Notes tab and add a description of the current activity. This section is to be updated

monthly.

MAIN UH FIELDS PHASES USERS COMPANIES

CONTACTS CHECKLISTS

Drag a column header and drop it here to group by that column

# edic - Add 1] Delete % Refresh [ Layouts
ITEM DESCRIPTION CREATED BY CREATED DATE EDITED BY EDITED D)
1 Notel 10315 - kali2? 12-21-2022 | 10315 - kali2? 12-214




14. Select the Attachments tab and add+ to Document Manager all relevant project material.

Add Layouts

From Your Computer

JFrom Document Manager |

Link PMWeb Record
Link Praject Email
Link Web URL

SharePoint

Drop files here or click the Add button

15. Process Complete




