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Project Management Information System — District’s User Guide

Introduction

The New York State Education Department (NYSED) Office of Facilities Planning (OFP) is excited to announce the merger of the Fire
Safety Application within the NYSED Application Business Portal with our existing internal Project Management Information System
(PMIS). The integrated application has been renamed "Facilities Planning — Fire Safety / Project Management" and will continue to

support Fire Safety functions while also introducing new capabilities, including:

. Linking building information between the current Fire Safety system and PMIS;
. Accepting New Project requests (previously Letter of Intent) and automatically assigning Building Project Numbers; and
° Updating project status on the public-facing page in real time.

Document Content

The instructions below illustrate how a School District can:

e Log into the Facilities Planning — Fire Safety / Project Management system. ............. Page. 3
e Navigate the Dashboard and search for information on their projects. .....ccccoeuueueeee Page. 4
e Submit a New Project request (previously referred to as the Letter of Intent) .......... Page. 5
C I o 1o =T =T o T TSP Page. 12
®  ACCESS PUDIIC REPOITS..ccciiiiieii ettt et ettt sbe et e ea st ee b sasersaebsenbennes Page. 13

0 Cost Index

0 Change Orders

O Project Status

O Fiscal Associate List

O Regional Cost Factor

If you have any questions or require any help with the steps documented in this report, please send an email to our mailbox
FPMS@nysed.gov
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PMIS Application Login

Access to the “Facilities Planning - Fire Safety / Project Management” application is available through the NYSED Business Portal.
Access to the NYSED Business Portal is controlled at the School Superintendent level. It is important to note that NYSED staff are not
permitted to grant access or manage rights within the Business Portal. This can only be complete at the school district level.

Go to the NYSED Business Portal by clicking this link. https://portal.nysed.gov/abp

€ @ @ % poralnysedgov/abp *

g

NYSED Home  Portal Home @, Reset Your Passworc %3 LogIn
New York State . . p
EDUCATION DEPARTMENT Application Business Portal
Knowledge » Skill >Opportunity Portal Dashboard

+h My Applications

In order to view secure applications, you must be logged in. Please Log In to continue to your NYSED Business Partal Applications.

% Public Links s Other Applications

Next enter your valid credentials.

gg
oo

NYSED Home | Portal Home
New York State - * - s
EDUCATION DEPARTMENT Application Authentication
Knowledge > Skill » Opportunity Login

Username

Password

signin Cancel Last Password?

NYSED Home | Accessibility | Privacy Statement | Disclaimer = Terms of Use

If unable to sign in please reset your password or contact the
appropriate district personnel to confirm appropriate
privileges have been granted.

Facilities Planning will be unable to assist in reseting your
password or assigning access to individuals.

Please email fpms@nysed.gov if additional assistance is
required.
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School District User Dashboard Page

Once you enter your credentials, your landing page will be your dashboard, as shown in the below screenshot.

Facilities Planning o Unimpersonate Q Search -

Facilities Planning

Dashboard

@@ Dashboard moes ting the
B P
L]
Ao d
8 F

NYSED will no longer be providing paper Fire Code Activity Reports, mailing labels, or Certificates of Occupancy.

Navigation tools:

A. Click on the Projects tab on the left side menu to see a list of district projects.

B. Select “Filter List” on the right side menu to filter / search for a specific project.

C. Select the “View” on the right side menu of any project to see project-specific information.

B | & Print

Facilities Planning B

et &

Gptians

SEDREF Institution:

booooooaojee

[FREET TG
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Submit a New Project request

1. Prior to placing a New Project request, please confirm the Building Type (use) in the Fire Safety portion of the system for the subject

building is accurate. To do this, select the SEDREF Buildings tab on the left side menu and select view on the far right for the subject
building.

Facilities Planning

SEDREF Buildings

@& Dashboard SEDREF Buildings Export ~

B Public Reparts

ID  Building Name Insp. Due Date Insp. Status Building Status Options
B SEDREF Buildings octt 202 m
» Building Change Requests Oct1, 2024 View
# Certificates oett 20z
& rorms & Manuals Qe 20z
Oct 1, 2024 Certificate of Occupancy View
ID: . . . . . . .
Distri itution: Confirm on this screen that the Building Type is accurate to the building’s
I i Building Type:  INSTRUCTIONAL | current use. If a change is needed, please select the Building Change

Name & Address:

Request option below the SEDREF Buildings tab on the left side menu.

Year of Construction:
Total Square feet:
Average Age:

Status:

I Date Created:
Created By:
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2. Click on the ‘Create New Project’ link located on the right side of the page:

Facilities Planning
Projecis

d Desnboard port = | [FCreate New Projecs  Tiiter List

=

=

se =

Ju m

Ju =

2 @

SEDREF Institution: - =
2

Binclude Active Projecs g con Jun m

3. Click on the ‘Create Project’ button:

Fa‘:i“‘:ies Planning “ Unimper:‘l:nate -m

Facilities Planning

Create a Project - Instructions

) To initiate 2 project and have the system assign an SED projact control numbar and 1o assign an SED fiscal associate, pleasa click onthe "Create a
B Projeas Praject” button below:

» Architect Firms
| Creare Projec 9
Bl SED uil
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4. From the available selections on the following pages, select the applicable project information being requested, and press Continue.
For each selection, there will be subsequent different corresponding questions that are required to be answered. Questions will be
asked regarding if the project involves Smart Schools Bond Act (SSBA) funding, what building is associated with the project, and what
the scope of the work is. Sample of the question screens below:

Project Type
2l SEDREF Building
MEent 1o request a pro ect
® Cerificates 9 a0
& Forms & Manuais *Select the type of project you intend to request. Once the selection has been made it will bring you to the next page populating the screen with

the fields from the project type chosen

oy purchase or Jonation)

New Building Construction (New Construction on District Owned Property)
g Acquisition (Building and land acquired
Discovered Building

Leased Building

['-'.' Addition f Alteration / P.e-:-:-ﬂs:ru:'.-:-’]

District Wide
Demolish Building
IMobile Instructional Unit

Smart Bond - Streamiined

Page 7 of 15



Project Management Information System — District’s User Guide

5. The Review Page will display all your responses before submitting the request to NYSED. Scroll down and review all information.
Check the box to activate the ‘Submit Project’ button if all responses are accurate. Then, click on the ‘Submit Project’ button.
If the responses are not accurate, click on the ‘Edit Project’ button to make any required changes.

Additions / Alterations / Reconstruction

This form is used for an existing building undergoing &n addition, aleration andfor rECONSIUCTION Project

*please select the building for the project.
*Type of Work: (Select all that apply). Arhletic Feld Lighting, Windows, Floonng

*SEIECt the type of work that will be Reconsruction [Replace exis """-d’- element)
performed (Cneck all that appiy}.

*Is this addition a manufactured building? Ao

*Does this involve land acquisition? Ao

Confirm Your Project Information

After reviewing, if you need to make any changes, click the EDIT button at the bomom of this page. This will bring you back to the first page to review
and edit information already entered and saved

Ex:," check ng the Dox you activate the submit projedt nformation button, Click ngan that button will submit the p"-:j‘_’C: angd you will mg onger De
abie 1o make changes 1o the information

caroct [Samirone |
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6. Once the request is submitted, the SED Project Control Number and the “Project Response Letter” are created.

Facilities Planning

View a Project

& Dashboard An SED Project Control Mumber has been created successfully. To view or print the Project Requests’ Project Response Letter, piease go to the
‘Instructions” section below and click on the “View" button for the Project Response Lemer

[[=H

Enrmme & Marnua :
& Forms & Manuais IFm!zcr. Number:

Project Status:
Project Institution:
Building Name:
Project Type:

Date Created:
Created By:
Architect Firm: None assigned

Emergency Project: Mo
Expedited Project: o

Type Status Date Updated Review Number Submission Options
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Review the Project Contacts shown below for accuracy as they relate to the District and this specific project. Use the “Assign/Create

Contacts” button to add necessary project contacts.
Scroll down to the ‘Instructions’ section, click on the ‘View’ button to view the ‘Project Response Letter.” A copy of this letter can

also be printed.

Building Aid Unit [ Preject Number Assigned | Sep 26 2024

Final [ Project Number fosigned | Sep 26 2024 History/Commaents

3 items found, displaying all items.

Project Contacts QAssign/Create Contact

Type Establishment Marme Phone Mumber  Email Qgptions

Superintendent

NYSED Fiscal Associate New York State Education Department

2 items found, displaying all items.

Change Orders

|

Change Order & Contracting Co Date Recewved Date Approved Amount Disapproved Disallowed Amount Option

Mothing found 1o display

Project Buildings
Instruction Options Building name Building address Building type Options
Project Response Lemter DATAMIGRATED  INSTRuCTIONAL [
DATA MIGRATED,
WY 0000

One item found.

One item found.
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Project Response Letter

& Print
THE STATE EDUCATION DEPARTMENT / THE UNIVERSITY OF THE STATE OF NEW YORK
OFFICE OF FACILITIES PLANNING, 23 Washington Avenue, Room 1060 Education Building Annex, Albany. NY 12233
Tel.(518) 472-2506

woer. pl Znysed.govifacplan,

In response to your 09/26/2024 contact, has been assigned as Fiscal Associate for this project at the

". The project control number for this projectis All forms or documents submitted for this
project must bear this identification.
This project includes the following scope of work: Athletic Field Lighting, Windows, Flooring

Project approval may be obtained by submitting documents for review and approval as outlined in the document INSTRUCTION
GUIDE FOR PUBLIC SCHOOL DISTRICTS AND BOCES OBTAINING BUILDING PERMITS FOR CAPITAL CONSTRUCTION PROJECTS. This
document can be found on the Office of Facilities Planning web site at

heep:/fwvan.pl1 2 nysed gov/facplan/publicat/BP_instruction_guide PDF.

Copies of all forms are available on the Office of Facilities Planning web site at www.p12.nysed.gov/facplan/Sublnfo.htm.

If you have further questions, please contact your Fiscal Associate at 518-473-5260.

Page 11 of 15



Project Management Information System — District’s User Guide

Printing a Permit

Follow steps on page 4 of this manual to “view” the subject project. Scroll down to the ‘Instructions’ section, click on the ‘View’ button

to view the ‘Final Approval Documents.’

Instruction

Project Response Letter
Final Approval Documents

2 items found, displaying all items.

THE STATE EDUCATION DEPARTMENT / THE UNIVERSITY OF THE STATE OF NEW YORK

(OFFICE OF FACILITIES PLANNING, 89 Washingtan Avenue, Bz 1060 Eduzation Building Annes, Albany, NY 12234
Tl (518)474.2006

OR PREMISES TO WHICH IT PERTAINS

BUILDING PERMIT

ISSUED FOR THE PROJECT BELOW PURSUANT TO APPROVED PERMIT APPLICATION, PLANS AND SPECIFICATIONS,

THE NEW YORK UNIFORM FIRE PREVENTION AND BUILDING CODE, THE NEW YORK STATE ENERGY
CONSERVATION CONSTRUCTION CODE, AND OTHER LAWS, RULES, AND REGULATIONS THAT MAY APPLY.

PERMIT NO.:
REVIEW NO.:

ORIGINAL PERMIT
DATE ISSUED:

*ORIGINAL PERMIT
EXPIRATION DATE:

PERMIT EXTENSION
DATE ISSUED:

PERMIT EXTENSION
EXPIRATION DATE:

ISSUED TO:

BUILDING:

SCOPE OF WORK: Reconstruction

* NYSED Building Permits are approved for bidding projects up to two years after the date of issuance. After
the project has been bid they remain in effect during the construction period, and as extended by this office.
To extend the bid date beyond two years of a permit date, a new Building Permit must be issued by Facilities
Planning. Therefore you must request an extension for each specific Building Permit number through request
sent to EMSCFP@nysed.gov. The new date of issuance will be indicated on the new permit.

Options
View

@

A copy of the permit and accompanying documents can then be downloaded or printed.

It must be noted that the permits now contain a listed expiration date. Thus, a descriptor
is now present at the bottom of the permit that reads: “NYSED Building Permits are
approved for bidding projects up to two years after the date of issuance. After the
project has been bid they remain in effect during the construction period, and as
extended by this office. To extend the bid date beyond two years of a permit date, a new
Building Permit must be issued by Facilities Planning. Therefore, you must request an
extension for each specific Building Permit number through request sent to
EMSCFP@nysed.gov. The new date of issuance will be indicated on the new permit.” This
is not a new requirement, but rather a clearer description of a long standing one.
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Accessing Public Reports

Select the “Public Reports” tab on the left side menu and then select which report you are seeking. Images below show the various
reports available through the portal and also accessible to the public through the website links included below without having to log

in. Please note an export function exists on some reports for your convenience. A “Filter List” button at the top right is also useful for
narrowing down to a specific project.

Cost Index - https://eservices.nysed.gov/facilities/public/reports/cost-index

79 72 5 ED-A detached 5P ED-8 attached

otal Conatr ncid Tatal Constr Incid Total Conmtr incid Total

5.800

& Dashbo fer destrics, projects. of buildings please seléct the chaices you wish ta see from the fiters
R Public Reports
S CRANES OroeTs District Project  Review Number Building Narme Project Scope Project Approval CO Number  CO. Receted  C.O.Approved Amount  Otsaliowed  Contractor
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Project Status - https://eservices.nysed.gov/facilities/public/reports/project-status

Below is displayed the mirst curment project status information.

FProject Status
Oistrict Number  Districy Review Nurnbier  Buiding Name Froject Stope Building Number  Project Number | SED Agproval Fiscal Associate Approval Stalus  Archilect Approval Status  Engineer Approval Status  Froject Reque
e ctian o1 Awating Review Rtview Compiets Review Camplote Mar 27 2025
Reconsruction 0cat 002 Awaiting Review Review Complete Review Complete Mar 27 2025
Recorstruction 0001 003 Project Canceled  Awailing Review Awaiting Review Awaiting Review Mar 27 2025
Recargsruction 00az 001 A 13 Awalling Peview Roview Complets Revsew Complete haar 37 2025
Leased Budding ao02 @ Aug 30 7024 Review Complete Review Compéete Review Compiete Agr 252025
Leased Busding 001 Review Started Review Compéste Review Complete
Discovered Buildis Feb 26 Awalling REew Feview Complete Review Camplete
Leased Budding Heview Camplote it Complets Review Complete
Leased Buiding 8001 002 Aug 6 2020 w Complete Review Compiete Review Complete
Leased Buiding 8001 003 Review Complete Review Complete Agr 252025

85,964 ltems found. displaying 1 to 10,

Fiscal Associate List - https://eservices.nysed.gov/facilities/public/reports/project-manager

@& Dashboard Befow i5 displayed the most current fiscal associate information.

Fiscal Associates Export = Trilter List

District Fiscal Associate
John | Hart

wendy Clark

John | Hart
|ohn | Hart
John | Hart

John | Hart

John | Hart

Wendy Clark

wendy Clark

Wendy Clark

426 items found. displaying 1 to 10.
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Regional Cost Factor - https://eservices.nysed.gov/facilities/public/reports/cost-factor

@ Dashboard Regional Cost Factors
B Publich County Code County Index Regional Cost Factor  School Year
» Costindix n ALBANY 1.0861 10881 2023-2024
n \ge Orlers 02 ALLEGANY 0.9377 1.0000
¥ Project Status 03 BROOME 058737 10000 2023-2024
08 CATTARAUGUS 0.9432 10000  2023-2024
os CAYUGA 0.9740 1.0000  2023-2024
B SEDREF Bull 06 CHAUTALIQUA 0.9432 1.0000 2023-2024
 Certificates a? CHEMUNG 05973 1.0000 2023-2024
o8 CHENANGOD 0.9976 1.0000  2023-2024
& Forms & Manuals
09 CLINTON 09784 10000 2023-2024
10 COLUMBIA 1.1582 11852 2023-2024
1 CORTLAND 0.9972 1.0000 | 2023.2024
12 DELAWARE 1.0 2023-2024
13 DUTCHESS 13156 13156  2023-2024
14 ERIE 1.0338 1.0338  2023.2024
15 ESSEX 0.9835 2023-2024
16 FRANKLIN 09835 2023-2024
17 FULTON 1.0881 1.0881  2023.2024
18 GEMESEE 0.9655 1.0000  2023-2024
19 GREENE 1.0881 1.0881  2023-2004
20 HAMILTON 1 3 1.0553  2023-2024

58 items found, displaying 1 to 20. ; TR
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