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Reference Guide: Starting a Project

Purpose: This document will provide Project Managers, and their team, information on assigning contact
roles and starting a project after project initiation (CPR).

Note: Some screenshots in this guide may not match the current system because the TRIRIGA
platform was upgraded on March 7, 2022. The look of menus and navigation has changed. Please
refer to the TRIRIGA Upgrade Portal Tips reference guide for additional information.

Reference Guide Details

Helpful Hints ° Before proceeding, log into TRIRIGA.
° Save often! TRIRIGA does not autosave data. In order to ensure your da
entry is committed to the system, click the Save action button throughout you
setup.
° These are the initial steps for the Project Management team.
° Every project is different. Fill out the Project record to the best of your
capabilities.
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https://docs.google.com/document/d/11ynF2ppEwrrdpECVaI5AGmxZq-56yyCkOfLutQoBrzA/edit?usp=sharing

Starting a Project

A project request is submitted through TRIRIGA. The request is then reviewed by a Project Intake
Coordinator. If the project request generates an approved project, a project record is created. The new
Project record is created using a project template, assigning it to the appropriate office, and activating the
project.

A Project Manager team manager or Director will assign a project manager to a project record. A Project
Accountant team manager will assign a Project Accountant to a project record. The project will then appear
in the portfolio of the assigned Project Manager and Project Accountant. The remaining project team
members can then be assigned to the Project as contact roles.

Assign a Contact Role

UNIVERSITY OF MINNESOTA
Driven te Discover-

Home Tasks Contracts Portfolio

My Reports Requests Projects

#1 Open In New Window

Home [& My Bookmarks

= Reminders - Project Manager o- = My Active Projects o o o-
+ Notices Project Project Project Bu
= Number MName Phase Architect Contractor  Plan Start  Plan End Cul
& - Action ltems
5 e L 01-129-  Kronos CPM 01/0%9/2020
N C =)

241 - Notifications 20-0026  Funded
v SetUpActivity: 01-129-  Kronos CPM 1.2 01/09/2020

1 - Capital Project Created Past 15 Da 20-0037 Not Funded Feasibility

1.

Select the Company Focus button

2. Under the My Active Projects portal, click on the project record to open
a. Click the Maximize icon if the desired project is not visible.

Tasks Contracts Portfolio

My Reports

Requests  Projects

Home A Open In New Window [ My Bookmarks
=~ iy Active Projects -
Related Re My Active Projects

¢ em rs Show:
] Pr Project Phase Architect Contract Dlan Start Plan End Forecast Final  Delivery Method  Overall Health

2 o—\ [Contarms ] [Contan ] [Contarm = | [aeer = cqua1] [Con I ]

(m] Kronos CPM Funded ! 5.00 5.00
[m] 7 Kronos CPM Net Funded 1.2 Feasibility 5.00  $5,000,000.00 5.00 5.00
[} eCIFM PT Project for Testing - SM20200113 2.0 n 01/31/2021 $1,200,000.00 $4,350,627.00 5.00
O Pillsbury Hall Rehabilitation (AltFund) 4.1 Construction Architectural Advantage JE Dunn 536,479,567.00 ,36,000,000.00 5.00
(m] 4.1 Construction 526,701,000.00 527,000,000.00 5.00
0 01-142-19-0012 M BWER Kraus-Anderson Construction 5540,000.00 5540,000.00 5.00
[ 01-044-19-000% §155,000.00 5.00 5.00
[0 01-044-20-003 510,002, 500.00 5.00 5.00
[ 03-523-20-0039 5.00 500 500 5.00
[0 01-044-20-0035 5.00 $.00 $.00 5.00
[ 01-044-20-0078 55,700.00 §150,000.00 5.00 5.00
O 01-037-19-001 $150,000.00 5.00 5.00 50,000.00
0 01-037-19-0014 Pro 5650,000.00 5.00 5.00 15,000.00
[0 01-064-20-0038 01/09/2020 $100,000.00 $.00 $.00 5.00

b. Enter text in the text field under the Project Name field.
c. Click enter or Apply Filters.
d. Click on Project to open.



Complete the Contacts Tab
This details the data that is required to complete the Contacts Tab.

Capital Project: 10000006 3-Pillsbury Hall Rehabilitation (AltFund) D ‘Add To Boskmarks E" Print @) Help
General Scope  Accounting  CostAccounting  Schedule  Budget  Procurement  CashFlow  Contacts  Closeout  Security  Notes & Documents  Reports Activate  Caleulate  Save  SaveBClese  fare x
(Optional): Maintain a list of Contacts and their roles for the Capital Project.
= Contacts AddPerson | | Remove
@ Export 11totalfound  ApplyFilters Clear Filters Show:
(7] ! Role Person Work Phone Fax Email Primary Organization
[contains | [contains | [contains | [contains | [contains | [contains
] U Services VP Berthelsen,Michael 612/624-3557 edu 10239 - U Serv Administration
O Project Manager Projects, CP Project Manager jev@umn.edy 10251 - CPM Project Delivery
(m] Project Coordinator Nissen, Jennifer 612/301-2246 du 10251 - CPM Project Deliver
O Project Administrator Vilandre, John 612/624-3305 Bumn.edu 10251 - CPM Project Delivery
[0 Project Accountant Projects,CP Project Accountant
m] OIT Resource Swenson,Vanessa 612/626-0981 umn.edu 10071 - OIT Svc/Compt Mgmt Alignmt
(m] EM Coordinator Krueger,Paul 612/626-3830 krueg413@umn.edu 10273 - FM East Bank Dist Admin
a Energy Resource Jain,Nirmal 612, 645 umn.edu 10307 - FM Facilitie ineering
(m] Director Everson,Scott 612/625-9818 eamteam®@umn.edu 10251 - CPM Project Delivery
O ae Amundson Gritters,Bruce 612/624. eamteam@umn.edu 10251
[0  Assistant Project Manager Bolles, Emil edu 10251 - CPM Project Deliver
Capital Project: 100000063-Pillsbury Hall Rehabilitation (AltFund) E Add To Bookmarks é‘” Frint @) Help
General Scope  Accounting  CostAccounting  Schedule  Budget  Procurement  CashFlow  Contacts  Closeout  Security  Notes & Documents  Reports Activate  Calculs Ssve  SavelClose  Hore x
= Contacts addPerson | Remove
© Ewert fitotlfound  ApalyFilters Clear Filters e e
(] ! Role Person o .
[contins | [contains 0K Expot  Cancel
(m} U Services VP Berthelsen,Michael Relsted Reports ole Olm reopte
(O Project Manager Projects,CP Project Managel g g\ iotalfound  doply Fillers Clear Filters Showe [50 %
0] Project Coordinator bissen.Jernifer ! Name Title Primary Organization Work Phone Work Fax eMail
O  Project Administrator Vilandre, John ‘ ‘ I 1 I I ‘
DeRuyscher Contains Contains Contains Contains Contains
O  Project Accountant Projects,CP Project A:caund e s P
Bro Projects, . . . 0 UM - 0414 - FiM
= ——— DeRuyscherfevin  Principal Engineer \O'2 JMN\EMXOX - Facilities 414 - Fin Utilities Engineeringt 10300 > 0o o180 camteamBunn.cdy
0  OIT Resource Swenson,Vanessa - FM4 Energ) S EEEE——
0  EmCoordinator Krueger,Paul

Click OK
Save

Click Clear Filters if names are not listed
Enter part or full name in the Name field and click enter
Check the checkbox to the left of the name




Capital Project: 100000063-Pillsbury Hall Rehabilitation (AltFund) E Add To Bockmarks Eﬂ Print (@ Help
General Scope Accounting Cost Accounting Schedule Budget Procurement Cash Flow Contacts Closeout Security Natem Activate Calculate Save Save & Close fare EE
= Contacts AddPerson | Remove
@ Export 12 total found Apply Filters  Clear Filters show: |20
[]! Role Person Work Phone Fax Email Primary Organization
[ contains | [contains | [contains | [contains | [contains | [contains |
[  EM Coordinator Krueger,Paul 612/626-3830 eamteam@umn.edu 10273 - FM East Bank Dist Admin
[J EnergyResource Jain,Nirmal 612 /626-0645 eamteam@umn.edu 10307 - FM Facilities Engineering
[J Director Everson,Scott 612/625-9818 eamteam@umn.edu 10251 - CPM Project Delivery
O ae Amundson Gritters,Bruce 612/624-7501 eamteam@umn.edu 10251 - CPM Project Delivery
Assistant Project c i . .
O Manager Bolles,Emily eamteam@umn.edu 10251 - CPM Project Delivery
() DeRuyscher,Kevin 612/626-0182 eamteam@umn.edu 10300 - FM Energy Management
6. Select the person to assign the role
Contact Role: 1068975 - DeRuyscher, Kevin-Capital Project-100000063-Pillsbury Hall Rehabilitation (AltFund) Eﬂ Print @ Help
General Audit Save Save & Close More x
- Contact Find | Clear
# Name DeRuyscher,Kevin ID 244431
Primary Organization ‘“Organizations\UMM\FMXXX - Facilities Management\Z0414 - FM Utilities Engineering\ 10300 - FM Energy Management
Email eamteam@umn.edu Mabile
Work Phone 612/626-0182 Work Fax
- Role e o Find | Clear
+ Role
Save Save & Close More x
x
OK Export Cancel *
! Hame e
| Contains
Project Coordinator
@ Project Manager
() Senior Project Manager
7. Role Section
a. Click Find.
b. Select the radio button to the left of the name.
c. Click OK.
8. Click Save & Close in the contact role window.

Capital Project: 100000063-Pillsbury Hall Rehabilitation (AltFund) E Add To Bookmarks H%l Frint ) Help
EFr=r2l  Scope  Accounting  CostAccounting  Schedule  Budget  Procurement  Cash Flow  Contacts Activate  Calculate 5‘“’6‘“"! &Closs  Mers x
(Optional): Maintain a list of Contacts and their roles for the Capital Project. .

= Contacts AddPerson | Remove
Export 12 total found Apply Filters  Clear Filters Show: hd

@ 20

[] ! Role Person Work Phone Fax Email Primary Organization
| Centains | |Con tzins | |Conta.‘ns | |Con tains | | Centains | |Conta.‘ns |

[J  Energy Resource Jain,Mirmal 612/626-0645 eamteam@umn.edu 10307 - FM Facilities Engineering

[  Director Everson,Scott 612/625-9818 eamteam@umn.edu 10251 - CPM Project Delivery

O ape Amundson Gritters,Bruce 612/624-7501 eamteam@umn.edu 10251 - CPM Project Delivery

O At E e Bolles, Emily eamteam@unmn.edu 10251 - CPM Project Delivery
Manager

[J  Project Manager DeRuyscher, Kevin 612/626-0182 eamteam@unmn.edu 10300 - FM Energy Management

9. Click Save & Close in the project window.




Populate the Basic Project Record Fields

As a Project Manager, there are some basic steps that will be conducted when a project is first assigned.
Some of those steps include revising the total budget, entering the project phase, and adding data to the
already existing cost codes. Information entered varies and is dependent on the project.

Once the basic known information is entered, the project should be issued. When a project is issued, the
project accountant will look at the paperwork and add the account codes so that money entered in the cost
codes and starts being spent.

UNIVERSITY OF MINNESOTA ®
Driven to Discover- Company /

Home My Reports Requests Projects Tasks Contracts Portfolio

Home #1 Open In New Window |:| My Bookmarks
= Reminders - Project Manager o~ = My Active Projects o o=
+ HNotices Project Project Project Bu
= Humber Hame Phase Architect Contractor  Plan Start  Plan End Cun
& - Action ltems
- e 01-12%9-  Kronos CPM 01/09/2020
- N C 7
241 - Notifications 20-0036  Funded
Set Up Activity:

M P ACIVITY: 01-129-  Kronos CPM 1.2 01/09/2020

1 - Capital Project Created Past 15 Da 20-0037 Mot Funded Feasibility

1. Select the Company Focus button
2. Under the My Active Projects portal, click on the project record to open
a. Click the Maximize icon if the desired project not seen

Requests  Projects = Tasks

Home A Open In New Window
= My Active Projects
Relt: iy Active Projects
L rs show:
O o—‘ Project Phase Architect Contractor Plan Start Plan End Forecast Final  Delivery Method  Overall Health
[c ] [con [Coneains ] [Cantains | [Contains ] [ateer | [areer | [0 - e | ] [co ]
[ 01-129-20-0036  Kronos CPM Funded 01/09/2020 .00 5.00
500 5.00

01-129-20-0037 Kronos CPM Not Funded 1.2 Feasibility 01/09/2020

O 01-129-20-0042 eCIFM PT Project for Testing - SM20200113 2. 01/13/2020 01/31/2021 51.200,000.00  54,350,627.00 5.00

0 o n 4 architectural Advantage JE Dunn 02/19/2020 $36,479,567.00  $36,000,000.00 5.00

(0 01-044-20.0026 4 06/27/2019 $26,701,000.00  $27,000,000.00 5.00

O 01-142-19-0012 W RF install oﬂ 4 BWER Kraus-Anderson Construction  06/20/2019 $540,000.00 5540,000.00 5.00

O 01-044-19-0009 jec 06/20/2019 5155,000.00 5.00 5.00

O 01-044-20-0033 01/06/2020 £10,002,500.00 $.00 5.00 5

0 02523200029  Kron: 01/09/2020 5.00 5.00 5.00 5.00
O 01-044-20-0035  Steam Utilities Update for BLDG 044 01/08/2020 5.00 5.00 5.00 5.00
[0 01-044-20-0078 Donhowe 4th Floor 417 and 422 Reno 05/06/2020 $5,700.00 $150,000.00 5.00 5.00
O  01-037-19-0013 ) Pool 06/20/2019 $150,000.00 5.00 5.00 $50,000.00
O 01037190014 ject B Funded by Pool 06/20/2019 5650,000.00 5.00 5.00 $15,000.00
(0 01-064-20-0038 Kronos UCON Funded 4.1 Construction 01/09/2020 5100,000.00 5.00 5.00 5.00

b. Enter text in the text field under the Project Name field.
c. Click enter or Apply Filters.
d. Click on Project to open.



Update the General Tab
This gives examples to update the General Tab.

Capital Project: 100000063-Pillsbury Hall Rehabilitation (AltFund) |]. Add To Bookmarks

(Required): Crea:@'ec: by entering general information about the project.

o Primt @ Help

General Scope Accounting Cost Accounting SchedUigirg Activate Calculate Save Save & Close More =

- General
ID 100000063 Status Revision In Progress
Project Humber 01-002-20-0063 Project Status Active E
# Project Office |CPM v « Date 02/19/2020
#* Hame |Pillsbury Hall Rehakilitation (AltFund)
# Project Short Hame Pillsbury Hall Rehabilitation (AltFund o
Former Project Mumber 01-002-15-2442
3. General Section
a. Update the Project Short Name field if needed
Capital Project: 100000063-Pillsbury Hall Rehabilitation (AltFund) E Add To Bookmarks Lé',, Print @) Help
General Scope  Accounting  Cost Accounting  Sched Y Activate Calculate Save Save & Close More =

- Details o

o Project Phase 4.1 Construction S0 E3 Most Recent Project Health Scores:
Funding Status Fully Funded ye Overall Health Score - Proceet )49
Project Class |Major Renovation je D Scope Health Score - Proceer
Delivery Method CM at Risk E edule Health Score O X
Project Type Classroom E udget Health Score a8
BOX Project Documents https:Numn.ba:-:.ccnmf5I8j4395wsoqevﬂﬁsarmb31bmc1hw E

4. Details Section (Enter all known information. Projects will vary.)
a. Select the Lookup icon to the right of Project Phase
i.  Select the Project Phase
b. Select the Lookup icon to the right of Project Class
i. Select the Project Class
c. Select the drop-down menu to the right of Delivery Method
i.  Select the Delivery Method
d. Select the drop-down menu to the right of Project Type
i. Select the Project Type
e. Select the Lookup icon to the right of Overall Health Score
i.  Select the radio button to the left of the Order
i. Click OK
5. Select Save.




Capital Project: 100000063-Pillsbury Hall Rehabilitation (AltFund) E. Add To Bookmarks LE"J Print @ Help
General  Scope  Accounting  CostAccounting  Schedyireey Activate Calculate Save Save & Close More =
- Project Reporting Information o
Include in Regents Report Capital Oversight Group (COG) OJ
Capital Budget Amendment (CBA) [ Annual Capital Budget (ACB) [
Semi-Annual Report [ Board of Regents (BOR)
State Designer Selection Board (SD5B) Buildings Benchmarks & Beyond (B3) OJ
Architect Architectural Advantage Contractor JE Dunn
Total Project Budget 536,000,000.00 a Occupancy 08/27/20
Project Manager Closeout ESx Project Accounting Closeout

6. Project Reporting Section enter values in the following fields (also, add any additional known field

values):
a. Click in the Total Project Budget field to update the Total Project Budget

Update the Budget Tab
Some projects may require the Project Original Budget to be updated. You can see Project Budgets for
complete instructions.

Capital Project: 100000063-Pillsbury Hall Rehabilitation (AltFund) E. Add To Bookmarks I.E',J Print ) Help

Activate Calculate Save Save & Close More x

nnpe Accounting Cost Accounting Schedule Budget

- Project Budget o Add

] Export 1 total found Shiow: 10 W
[]YID Type ate Hame Amount Status
Project
1 Original £19/ Migration Budget - 01-002-15- 536,479,567.00 Issue
] 000610 Original 02/19/2020 Migration Bud 01-002-15-2447 536,479,567.00 | d
Budget

7. Budget Section
a. Select the Project Original Budget to add values to cost codes


https://docs.google.com/document/d/1PmHZj4WwT1bIFRRoJld7RCnCu_wAcL_iJFwcjJf0gHg/edit#

Update the General Tab
Costs can be updated in the Original Cost column.

Project Original Budget: 1000623-0-U Con Standard Budget E. Add To Bookmarks % Print @) Help
General Spend Plan Notifications Motes & Documents Audit Actions lssue Save Save & Close fore i
(Required): Create an Project Original Budget by selecting budget codes and entering the desired amounts. This process can be doni ugh several Project Original
Budget documents to facilitate documentation and tracking. Select the Notifications tab to enter approval and distribution information for this document.
= Items ° Find | Remove
@ Export 80totalfound  Apply Filters  Clear Filters q‘
! Name Cost Code ID Labor Material her Cost Total Cost
Total Total
Contains Contains Equals | | Equals Equals Equals “
¥ Project Contingency 100000078-40 5.00 5.00 5.00 | US Dollars s,
B Pre-Construction Services 100000078-10-00 5.00 5.00 5.00 | US Dollars 5.
B Sspecialties 100000078-10-10 5.00 5.00 5.00 | US Dollars s,
B8 Pre-Design Services 100000078-20-50 5.00 5.00 $5.700.00 | US Dollars 55,700,
BE UMN Project Management Services 100000078-20-90 5.00 5.00 5.00| US Dollars I
B8 Owner-Furnished Products 100000078-30-70 5.00 5.00 5.00 | US Dollars 5.
¥ Project Contingency 100000078-40-80 5.00 5.00 5.00| US Dollars I
B8 General Requirements 100000078-10-01-00 5.00 5.00 5.00| US Dollars 5,
B8 Administrative Requirements: Project Management 100000078-10-01-30 5.00 5.00 s.00| US Dollars Z
#8 Reculatory Requirements: Permit 100000078-10-01-40 5.00 5.00 5.00| US Dollars 5.
8 site Construction - Existing Conditions 100000078-10-02-00 5.00 5.00 s.00| US Dollars s
B  Facility Remediation 100000078-10-02-80 5.00 5.00 5.00| US Dollars 5,
B8 Concrete 100000078-10-03-00 5.00 5.00 5.00| US Dollars Z
B8 masonry 100000078-10-04-00 |  5.00 5.00 5.00] US Dollars s,
FE Metals 100000078-10-05-00 5.00 5.00 5.00| US Dollars 5 .

[e]

. ltems Section
a. Update cost code amounts in the Other Cost field
b. Click Save in the Project Original Budget window
c. Click Issue in the Project Original Budget window



Update the Scope Tab
The project management team should enter a Scope Description at the start of a project.

Capital Project: 100000063-Pillsbury Hall Rehabilitation (AltFund) |]. Add To Bookmarks q'%, Frint @) Help
General  Scope  Accounting  Cost Accounting Sf:hed Activate Calculate Save Save & Close More x
(Cptional): Describe the scope of the project. This information is used in Progress Reports and for publis roject website.
- Scope é

Scope Description Building rehabilitation e Project Photo lu}o

- Site Information

Site Gross Area 0] |acres E Site Usable
Project Gross Construction Area 0| [square-feet E Project Usable Construction
0

Total Floor Area Ratio

9. Scope Section
a. Enter the Scope Description in the Scope Description field.

b. Select the Upload icon to the right of Project Photo to upload a photo of the project.
10.Click Save & Close in the project record window.
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