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GMP Intra-Project Transfers

The GMP Intra-Project Transfers is a request sent by the vendor to the DGS PM to request authorization
to transfer funds between approved cost lines for GMP projects.

Creating the GMP Intra-Project Transfers

1. Within the project, click the Forms icon on the left navigation pane.

2. Inthe search area of the Form Types start to enter GMP and select GMP Intra-Project
Transfers.

Form Types

GMP Intra-Project Transfers

GMP Submissions

3. Click the Create New Field Report button located in the middle of the log or click the New
button in the upper right corner.
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GMP Intra-Project Transfers shared with me

ls

You have no GMP Intra-Project Transfers yet

Once you have access to GMP Intra-Project Transfers, they will show here

| Create New GMP Intra-Project Transfer |

4. Enter the title of the GMP Intra-Project Transfer in the Subject field.

n DETAILS
Subject * Required

[ B

5. Enter a Transfer Amount.

Transfer Amount

6. Click inside the Transfer From Division and select a division from the list. The selected division
should match the division from the GMP Submission.

Transfer From Division

7. Click inside the Transfer To Division and select a division from the list. The selected division
should match the division from the GMP Submission.

Transfer To Division

8. Enter the Current GMP Division Total. This is the current total for this line within the GMP
breakdown.

Current GMP Division Total
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9. Enter Revised GMP Division Total. This will be the new total within the GMP line if the request
is approved.

Revised GMP Division Total

$0.00

10. Enter a Reason for the transfer. Note that this data field has enhanced formatting to assist in
the proper presentation of the transfer.

Reason
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11. Once the GMP Intra-Project Transfer is complete, click the Save and Share button and select
either Save to save the document as a draft or Save & Share to save the document with the

appropriate share groups.

Save & Share ~

Save & Share

Save

Attach Supporting Documentation

1. Dragand drop any supporting files to the Attachments section of the record.

ATTACHMENTS ‘ New = ‘

Drag and drop to upload
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Workflow to DGS PM for Approval

1. Scroll to the Workflow section and click the Start New button.

WORKFLOWS Start New

2. Click the checkbox beside the Intra Project Transfer workflow and click the Start Workflow

button.
Start new workflow
earch
Workflow Name Description
v | Intra Project GMP Intra-Project Transfer is ready for review and
Transfer acceptance

Review the GMP Intra-Project Transfers

1. Openthe GMP Intra-Project Transfers register and click the title of the record you would like to
edit.

GMP Intra-Project Transfers shared with me | e ‘ sl ‘

Subject Created On ~ Shared

New GMP Intra-Project Transfer gmee—" 1/9/20 1:13 PM 21

2. Review the request to make sure there are not any conflicts or problems. .
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DETAILS

Subject
New GMP Intra-Project Transfer

Transfer Amount
$222,222.00

Transfer From Division
Design Fee (GMP)

Transfer To Division
Construction Management Services

Current GMP Division Total
$122,222.00

3. To ask questions or add commentary regarding the Field Report record, use the Comments
section.

ACTIVITY

Comments Activity

Comment

No comments added to this document yet.
Be the first to comment.

Take Action on the Request

4. Click the Take Action button in the Workflow box on the top of the form.

Intra Project Transfer requires your action

Please review and pass (approve) or reject

| Take Action View Workflow
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5. Click Pass to Approve or click Cancel to Reject. Enter notes for either selection and click the Take
Action button to complete the workflow.

Intra Project Transfer

Your action
Pass
Mark as "Passed” and move forward to the next step

Cancel
Mark as "Cancelled" and stop the workflow

‘ Cancel |
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