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CAL POLY Facilities Project Portlet

SAN LUIS OBISPO

The purpose of the Facilities Project Portlet is to provide easy access to
project details and status. This step by step guide will walk you through
adding the portlet to your my.calpoly portal and how to use the portlet. For
more information about the minor project process please visit the website
at https://afd.calpoly.edu/facilities/services_minorconstruction.asp
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CS&ERE?}:X Setting Up Your Project Portlet

STEP 1

15 EForms Workitems 0~ Welcome Jessica Hunter

Sign Lt
searn co |

o Add a tab for Facilities by =
clicking the "Add Tab" button ——

Training Resources

iake up to 4 hours to update. Visit the for your latest class information

77" Training Resources
for Cal Poly Faculty and Staff
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STEP 2

CAL POLY My Cal Poly Portal

S5AN LUIS OBISPO

Home Academics Money Matters Personal Info Library eAP101

Customize this page
You can Add Portlets, change the page Layout, and pick your Skin. Click the CUSTOMIZE handle to get started.

Single Click Links <€ The default title of a new tab is

=) "My Tab" click into the field to
5 Povpramer change the title

@Z Email and Calendar
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STEP 3

CAL POLY My Cal Poly Portal
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Home Academics Money Matters Personal Info Library Facilities Projects

Customize this page
You can Add Portlets, change the page Layout, and pick your Skin. Click the CUSTOMIZE handle to get started.

Single Click Links € Change the title of your new tab to "Facilities

@ B Projects”, "Facilities" or another title of your
7y PolyPlanner
choice.

@Z Email and Calendar
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Setting Up Your Project Portlet

STEP 4

Now you're ready to add the portlet, click the "Customize" button on the far 15 EForms Workitems v Oy | Wekone Jessca Homer Sign Oul

right side of your portal window. This will open up the customization Search
z = = - e = earc G
options. Click into the search field to find the Facilities Project portlet. 2

Library eAP101 Facilities Projects AddT: @

Academic Schedule Account Summary

President Amstrong for the 2014 Fall Conference \iew your registration date and register for classes. KEYWORDS: View payments due, recent payments, and financial aid information.
fession & Reception poly planner, student planning calendar, finals schedule, cpreg Check balances and activity on your Cal Poly account and make

sifieds

ASl News Cal Poly Glossary

to sell and buy vanous items such as books, fumiture, Gheck out exciting events and activities sponsored by AS| Glossary of wellused terms specific to Cal Poly. KEYWORDS:
d much mone. Keywonds: want, for sale, trade glossary, terms, newly, admitted, newly admitted

n. Click the CUSTOMIZE handle to get started.
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STEP 5
CAL POLY My Cal Poly Portal

SAN LUIS OBISFO
Searching for 'facilities will bring up the "Facilities Projects"” portlet,
click on link to add the portlet to your Facilities tab.
Home Academics Money Matters = Info Library eAP101 Facilities Projects

Single Click Access

Quickly access university resources without having to re-type your
password. Keywords: pass, student center, student assistant
timesheet, mustang jobs, emai & calendar, student assistant

View projects managed by Facilities Services

managment, polydata dashboands, technical service request,
mrmnid Adirbshe bine bebe Chodand 2 LD

Frmilbire rums et b

ministration

Customize this page
You can Add Portlets, change the page Layout. and pick your Skin. Click the CUSTOMIZE handle to get staried.

Single Click Links <
@, PolyPlanner

BZ Email and Calendar
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STEP 6

15 EForms Workitems = 0~ Welcome Jessica Hunter
Search

e x®
Facilities Projects Add Ta 0

Once the portlet is added, click the "Customize"
button again to change the layout.

des Help Center at 736-5555 or facilities-
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STEP 7
CAL POLY My Cal Poly Portal
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Check the box for the "1 Column, Full-width" layout.

Home Academics Money Matters Persanal Info Library eAP101  Facilities Projects

1 Column 2 Columns 2 Columns 2 Columns 3 Columns 3 Columns 4 Columns

. Fullwidth . Mamow, wide - s - Wide, namow - Even . Mamow, wide, namow - Even

Layouts

I'm Done

Single Cli inks € Facilities Projects

PolyPlanner

If you have questions about a project, please contact the Facilities Help Center at 756-5555 or facilities-

) chs@calpoly.edu
Email and Calendar

Student & HR Search Projects:

Administration Show/Hide Advanced Search

Administration
Search

PolyData Dashboards

No Projects

Campus Wiki
Results are based on username (jhunter@calpoly.edu)

Student Assistant

hdamamnrnnne +

B
Z
&2
@ CSU Portal- Financial Project Number Ends With:
laal
@
2
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STEP 8
CALPOLY | \y Cal Poly Portal

SAN LUIS OBISPO

Once vou've selected the "Full-width" view, click "I'm

Done" to close the customize screen. =
Home Academics Money Matters Personal Info Library eAP101 Facilities Projeu:ts

1 Column 2 Columns 2 Columns 2 Columns 3 Columns 3 Columns 4 Columns

- Fullwidth - Namow, wide - Ewven - Wide, namow - Even - Mamow, wide, namow . Even

Layouts

I'm Done

Single Click Links <€ Facilities Projects

B PolyPlanner

L If you have questions about a project, please contact the Facilities Help Center at 756-5555 or facilities-cbs@calpoly.edu
D7 Email and Calendar Search Projects:
~  Siudent & HR Show/Hide Advanced Search
EX poministration Project Number Ends With:
@ CSU Portal- Financial
Administration Search
L.l PolyData Dashboards blo Projects
@l Caripios Wik Results are based on username (jhunter@calpoly.edu)
| N re ready to begin using the portlet!

B Student Assistant ow yOU e rea y tO eg|n USIng t e pOI‘t et
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STEP 9

x
Home Academics Money Matters Personal Info Library eAP101 Facilities Projects

Single Click Links < Facilities Projects

[Ej;' RoyPlaonty If you have guestions about a project, please contact the Facilities Help Center at 756-5555 or facilities-chs@calpoly.edu
BZ Email and Calendar Search Projects: Projects you are the requestor on will show up
= Student & HR Show/Hide Advanced Search automatically in your list.
E] Administration Project Number Ends With

C5SU Portal- Financial
@ Admiinistration Search If you are NOT the requestor you may search by
Lﬂ PolyData Dashboards : project number.

No Projects

@] Campus Wiki Results are based on username (jhunter@calpoly.edu)

é Student Assistant
Management
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STEP 10

Facilities Projects

If you have questions about a project, please contact the Facilities Help Center at 756-5555 or facilities-chs@calpoly.edu

Search Projects:

Show/Hide Advanced Search Searching by partial number, in this example "129" will bring up any
F'r'DjECt Nun'lbl':"r Ends I'u"‘u'r'ith: 12';' possible proiect matchesl

Search
Projects

Results are based on project number ending with (129)

Project HNumber = Description = Project Manager s~ Building =~ Room =~ Estimated Completion Date s~ Status a»
PJODO4129 REPLACE EXTERIOR DOORS WITH GLASS - ADMN 01 RM 209 | MAY, TOM ADMINISTRATION 0209 CAMCELED
PJDD05129 MER HOUS 15/16: REPLACE RESTROOM TILE - CV 170 A-F | PINHEIRO, RICK CERRO VISTA APTS - ALL ASSIGNING

afd.calpoly.edu/facilities




CS&ER?}:F Using The Project Portlet

STEP 11

Facilities Projects

If you have questions about a project, please contact the Facilities Help Center at 756-5555 or facilities-cbs@calpoly.edu

Search Projects: Switch to Advanced Search to search by
Show/Hide Advanced Search Building Name, Requestor Last Name, or
Project Number Ends With: . Project Manager Last Name.

OR

Use any combination of the criteria below

Bldg. Hame Contains:
Requestor Last Name:
Project Manager Last Name:

Search
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CAL POLY Using The Project Portlet

SAN LUIS OBISPO

STEP 12

Facilities Projects
If you have guestions about a project, please contact the Facilities Help Center at 756-5555 or facilities-cbs@calpoly.edu

Search Projects:
Show/Hide Advanced Search

Project Number Ends With:

Search
A search for "library"” will return a list of any Once you have located the project, click on
Projects . . : 3 : g
J L projects in the library up to 100 results. the project number to view details.
Results are based on building name (@
& lect Number =~ Description == Project Manager =~ Building =~ Room =~ Estimated Completion Date =~ Status o~ Requestor
PIDOD4196 SR 12/13: FIRE ALARM UPGRADE - KEN LIE BLD 35 BRENMAN, MICHAEL KENNEDY LIBRARY CAMCELED PIPAL,GAIL,
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STEP 13

Facilities Projects

Using The Project Portlet

If you have questions about a project, please contact the Facilities Help Center at 756-5555 or facilities-cbs@calpoly.edu

Search Projects:

Project Number Ends With:

Search

Project Details - PJ0004196

The overview section provides a summary of useful information

Project costs reflect those posted through the end of the previous business day. Costs are not final until the project status displayed is "closed”.

@ Click "Back to Projects"

Overview

your search screen

at anytime to return to
PJOOD4196

Project Number
Description

Project Manager BREMNAN, MICHAEL

Building KENHEDY LIBRARY
Room
Request Date 22-JUN-2012
Estimated Completion Date
Status CANCELED
Requestor PIPAL,GAIL,

Project Work Orders - PJO004196

Scroll right, using arrow keys, to view more columns

Work Order Assigned To

Musmaban

Description Status

M

SR 12/13: FIRE ALARM UPGRADE - KEN LIB BLD 35

Estimated Total Cost

Actual Costs

Contract Encumbrance

Total Cost
Balance 0.00
Estimated Estimated Actual Labor Etimated Actual Estimated

Tatal Caze 1 sk s [TEPP I shune Faet I sk Fret Mistarizl Caet
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Actual Estimated Actual Contract Project
Balance
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STEP 14

Project Work Orders - PJ0O004196

*Remember® Project costs reflect those posted through the end of the previous business day. Costs are
Scroll right, using arrow keys, to view more columns

not final until the project status displayed is "closed".

Waork Order Assigned To Estimated Estimated Actual Labor Etimated Actual Estimated

Actual Estimated Actual Contract
Description Status
Number Name Total Cost Labor Hours Hours Labor Cost Labor Cost Material Cost Material Cost Contract Cost Contract Cost Encumbranct
WOO206051 CP: PROJECT CANCELED | GALVEZ, 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
CONTINGEMCY CESAR
Totals 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
Chartfield Strings - PJ0004196 If you need to correct the chart-field please contact your project manager.

Percentage Fund Deptid Account Program Project Class

100 5L00T | 209800 | 660021 SR4196

The details reflected under Project Work Orders are based on the signed approved

estimate form, which is completed before a project begins, and any costs currently
posted.

When reconciling please note PeopleSoft Finance is only updated once per month.
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SAN LUIS OBISPO

Information

o Facilities Web Site
https://afd.calpoly.edu/facilities/

a0 /56-5555
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CAL POLY Facilities Project Portlet
my.calpoly.edu

Jessica Hunter
Customer Service Specialist
lhunter@calpoly.edu
756-7568
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