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1. Business Process Overview

| ShellLevel | Project

Yes

Connected BPs Purchase Orders

No

1.1 Understanding Correspondence

Southern Company team members can use the Correspondence form to send communications and transmittals
to contractors. This form replaces informal communication methods, such as multiple emails or phone calls, by
formalizing and tracking communications.

In addition, for Business Units other than GAS, the Correspondence form will be used for formal contractor
communication with the project team. It serves multiple purposes, such as:
=  Submitting weekly deliverables.
» Requesting extended work hours.
» Proposing non-milestone-impacting schedule changes.
o Seeking review of a deliverable before its official submission some cases, the official submission of
contract-related deliverables that do not need to be loaded into Documentum.

1.2 User Groups & Permissions

Correspondence Outgoing from Southern Company to Contractor/Vendor

Role Permissions
. Authorized to initiate, resubmit, and cancel records, and Project Level Shell
All Project Users . o .
receive notifications for tasks and record completions.
Partner Authorized to edit, clarify, and acknowledge records, and Project Level Shell
Contractors receive task notifications to complete actions and records.

. Authorized to edit, clarify, and acknowledge records, and Project Level Shell
Partner Engineers . P .
receive task notifications to complete actions and records.

Correspondence Incoming from Contractor/Vendor (not used by GAS)

Partner Authorized to initiate, resubmit records, and receive Project Level Shell
Contractors notifications for tasks and completions.

. Authorized to initiate, resubmit records, and receive Project Level Shell
Partner Engineers e .
notifications for tasks and completions.

Construction Authorized to edit, revise, cancel, complete records, and Project Level Shell
Qualit receive task notifications for record completion.

2
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. Authorized to edit, revise, cancel, complete records, and Project Level Shell
Construction Team . o )
receive task notifications for record completion.

: Authorized to edit records and receive task notifications for Project Level Shell
All Project Users .
record completion.

1.3 Business Process Flow

Clarify Cancel

Clarify Resubmit

Submit Acknowledgment

Business Process Flow for Outgoing Correspondence

Revise

Revise Resubmit

Close

Submit Site Review

Cancel

Submit for
Review Submit

y

Additional
Review

Business Process Flow for Incoming Correspondence
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1.3.1 Outgoing Correspondence
Workflow Step Summary

The initiator completes the Correspondence form, attaching any necessary documents. Once
everything is prepared, they submit the record to move it forward.

The Partner User reviews the correspondence and can return it to the initiator for more details
or request its cancellation if needed.

The Partner User confirms receipt and acceptance of the information provided, acknowledging
that the correspondence is complete.

The correspondence record reaches this final step when the initiator cancels it from the Clarify

step or when the Partner User acknowledges it from the Acknowledge step, marking the
process as complete.

Acknowledge

1.3.2 Incoming Correspondence (not used by GAS)

Workflow Step Summary

The initiator (Partner User) completes the Correspondence form, attaching any necessary
documents. Once ready, they submit the record to begin the process.

If the Site Reviewer provides feedback, the initiator (Partner User) revises the Correspondence form,
accordingly, making any necessary changes to the documents or information. After revisions, they
resubmit the record.

Site The Site Reviewer examines the Correspondence and its attachments, evaluating the information
Review provided by the Partner User to decide on the next steps.

CCLOGLETRN [f needed, the Additional Reviewer(s) will further assess the Correspondence, considering the
documents and any notes from the Site Review before proceeding.

The correspondence record reaches this final step when the Site Reviewer either closes or cancels
the record during the Site Review step, marking the process as complete.
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1.4 Correspondence Form Explained

This form is divided into several blocks, containing mandatory and optional fields, as well as line items.
Understanding these elements is crucial for accurately completing the form.

Line Item Details

Create New Correspondence

Corrrespondence Document Details

V' General

Record No Status

Title Due Date

‘ ‘ 08/27/2024 06:49 AM B

—— Form Fields

Originator

Soumitra Mandal - All Project User v | B2 Q

Creator Creation Date

Form Blocks

Soumitra Mandal - All Project User
Project Manager Record Last Update Date

Company Administrator

> Correspondence Details

> Correspond Description

> Record Information

The upper part of the Correspondence form is designed to efficiently capture and organize all the essential details
needed for proper identification, classification, and tracking of the correspondence. It ensures that key
information such as the purpose, type, related Purchase Order, involved departments, and external parties is
systematically recorded. Additionally, it provides space to describe the content and purpose of the
correspondence, all while linking it to the broader organizational context, facilitating clear communication and
seamless workflow integration within the business process.

» General: This block captures essential metadata for the business process, including basic information
like the record ID, title, status, and key dates. It helps in identifying and tracking the form through its
lifecycle.

= Correspondence Details: This block captures essential metadata needed to classify, track, and route
the correspondence accurately. It includes fields for specifying the purpose, type, related Purchase Order,
involved departments, and external parties, ensuring the correspondence is properly linked to relevant
processes and stakeholders.

= Correspondence Description: This block provides space for a detailed narrative about the
correspondence. This section focuses on summarizing the content, purpose, and key points of the
communication, offering a clear and concise explanation for future reference and understanding.

= Record Information: This block provides additional organizational and project-specific information,
linking the project to its broader organizational context. It includes details about the organization,
business unit, and program, facilitating better alignment and tracking within the organization.



/‘\7, Correspondence BP User Guide

The fields in these blocks behave according to their data elements:

= Editable Fields: These can be filled in or modified by the user.

» Read-Only Fields: These are automatically filled and cannot be changed by the user.
= Record Number: Automatically generated by the system.

= Title: A required input that must be provided by the user.

While optional fields are present in the form, this guide focuses on the mandatory fields required for form creation.
Optional fields may include additional details like secondary objectives, detailed cost breakdowns, and
stakeholder information, which can be filled in based on organizational needs (Reference relevant to
your organization).

Aline item is a detailed entry within a business process (BP) form, such as transactions or documents, that can
be individually edited or deleted if the form is still editable.

= Document Details (Line Item): The Document Details section of the Correspondence form is designed
to capture specific details about the related documents that are integral to the correspondence. This
section allows users to identify the involved departments, document numbers, and any revisions or
sheets associated with the correspondence. By providing this detailed document-level information, the
form ensures that all relevant documentation is accurately referenced, facilitating clear communication,
tracking, and alignment across different teams and stakeholders involved in the process.
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2. Step-by-Step Instructions

2.1 Create Outgoing Correspondence Record

All Project Users

Workflow Step Summary

The initiator completes the Correspondence form, attaching any necessary documents. Once everything is
prepared, they submit the record to move it forward.

Submit

1. In the left Navigator, click Design & Construction > Correspondence.

2. Click + Create.

Design and Construction

Correspondence

Daily Logs

Internal Document Revi...

Materials Recelving Form

Clarify Cancel
Clarify Resubmit
A
Acknowledgment
> Acknovwledge >

Southemn Company >
Correspondence
+ Create ¥ Actions = View: AlRecords * 2 O @~ Q >

El.. Record #

.a_';]. CMC-000047

- Title Status Creator

Test n_Review Company Admi

3. In the General section of the Create New Correspondence window, complete the following required

field(s).

Please note that while we haven’t specifically highlighted the optional fields in this block, you are encouraged to
complete them. Filling out these fields can help ensure that the form is fully detailed and accurately tracked.

[e2)
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The Title field is essential for providing a clear and concise summary of the
11ii:0 correspondence. This title should be specific enough to give a quick understanding
of the content or purpose of the correspondence at a glance (50-character limit).

Corrrespondence Document Details

i ra
v General Linked Records .
Record No Status CO Add
Record
Direct... Type Business Process Number Rec
|Tille N | Due Date
I 50 Characters or less Q l l 06/24/2024 11:06 AM

Enter 50 or fewer characters.

4. In the Correspondence Details section, populate the following required fields.

Please note that while we haven'’t specifically highlighted the optional fields in this block, you are encouraged to
complete them. Filling out these fields can help ensure that the form is fully detailed and accurately tracked.

This field is crucial for accurately identifying the purpose of your communication.
= For Approval: Use when you require formal approval or authorization.
= For Information Only: Use when you are providing information without needing

Correspondence a response or action.
;2B = For Review & Comments: Use when you seek feedback, suggestions, or
comments.
= Other: Use for purposes not covered by the above options and specify the reason
if possible.

This field categorizes the nature of the correspondence. By selecting the appropriate
ool lenle i type, you help ensure that the communication is processed correctly and routed to
1071 the relevant department or stakeholders. The available options may vary depending
on the selection made in the previous field.
This field identifies the specific discipline or department within Southern Company
aIEGTI S8 that is associated with the correspondence. Accurately selecting the discipline or
plseElpinl-t department helps in linking the correspondence to the correct team, ensuring proper
tracking and accountability throughout the communication process.

Corrrespondence Document Details

. Linked Records oo
~ Correspondence Details
& dd
Select v l Type a Option Name... v | E= Record
Direct... Type Business Process Number Rec
Required Required
Oracle PO # If Other Correspondence Type
i Type 2 Record No.. hd l = l l
Discipline / Department ~ Vendor/Supplier

Type a Option Name.., i

Reguired

5. In the Correspondence Description section, populate the Description field:

In the Correspondence Description field, provide a concise summary of the key points,
escription e
purpose, and context of the correspondence. Ensure the description clearly
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communicates the essence of the message and any required actions, allowing for
accurate processing and easy reference.

> General

> Correspondence Details

~ Correspondence Description

Description ~

s
Required

6. Navigate to the Document Details tab and select Add followed by Line Items.

Create New Correspondence swepratt | Moreacions ~ | ([[ERR)
Corrrespondence
| Add - | Actions ¥  View Comments by: ‘ All ‘ - ‘ |i1 O ﬂ hd Q 5
' ' If Other
Folder Discipline / Discipline/Departm...

g & File ID Title Department Impacted Docu

Line ltem

7. Inthe General section of the Document Details Line-ltem Details, complete the following required field.

m This field inherits the file name of any attachment added here. It then becomes

read-only

Provide a brief and descriptive title that summarizes the purpose or content of the
document. This helps in quickly identifying the focus of the review.

- This field identifies the specific discipline or department within Southern Company
SEETEE that is associated with the correspondence. Accurately selecting the discipline or
SECEUUIENE department helps in linking the correspondence to the correct team, ensuring proper
tracking and accountability throughout the communication process.

10
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ra
LJd

Add ™ Actions ¥  View Comments by: | Al | - ] li. Line Item Details

[ File ID
Name = & File ID Title L

[ Attachments

=
MName

| [8 -]

Title ~

| |

Discipline / Department *

E=

l Type a Option Name... b

Bansirad

8. Complete all mandatory & optional fields of the Document Details line-item details.
a. Save
b. Save & Add New

Revision #

Sheet #

Cancel Save & Add New

= |

1

9. Once all mandatory and optional fields for the New Correspondence are complete, click Send at the
top right of the form.
a. The Workflow Actions Details pop-up window will display.
b. You can also click Save Draft to revisit later.

Workflow Action Details

i~ | Action Details

Workflow Actions ~ Send For

Submit Site Review

To

Start typing for suggestions...

[«

Start typing for suggestions...

10. Verify Submit as the Workflow Action.
11. In the To field click the text box (‘Start typing for suggestions...) and type the name of the person(s) or
group(s) to select the role to send the record to for review.

i. The assignees can be searched using the Select function. &:
12. Click Send.



@ Correspondence BP User Guide

2.2 Acknowledge Correspondence Record
Partner Contractors & Partner Engineers
Workflow Step Summary
The Partner User confirms receipt and acceptance of the information provided, acknowledging that the correspondence is complete.

Clarify Cancel
A
Clarify Resubmit
Y
. Acknowledgment
Submit > Acknowledge I
1. Click the Tasks option in the Navigator.
a. The Task Log will show available records.

2. Double-click the Correspondence record to be reviewed.

| oS s Tasks

L Notifications 4+ Create  Actions ¥ View AlTsks ¥ # G @~ Q I

Drafts @ O Origin Business Process  Record Number  Title Record Due  From Sent for Task Due Received - Workflow Name

@ Project_Demo_TSS Correspondence CMC-000007 Training 06/26/2024 03:40 ... Soumitra Mandal -... =Acknowledgment 06/12/2024 04:17 ..  'WF02 - Correspon...

Shell Access Request [ Project_Demo_TSS Design Change No... | DCN-000014 test 6/12 07/23/202411:56 .. | Baluvuri Kumar- Pr... Prepare Revisions 06/11/2024 11:58 .. WFOT - Design Ch...

3. The correspondence record form opens. In the top right corner of the form, click Accept.
Correspondence Decine | More Actions | (Y

Cormrespondence  Document Details

~ Task Details Comments Linked Records ~ Workflow Progress  Audit Log Reference Records

4. Review the fields in the form and the Correspondence Description section of the correspondence
window and complete the Response field.

Provide a reply or follow-up to the correspondence. Ensure your response directly addresses
the content or questions raised and clearly outlines any necessary actions or decisions. This
helps maintain clear communication and ensures that the correspondence is effectively
managed and resolved.

Response
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~ Correspondence Description

Description ~

Bequired

Response

Once all mandatory and optional fields for the Correspondence are complete, click Send at the top right
of the form.

a. The Workflow Actions Details pop-up window will display.

b. You can also click Save Draft to revisit later.

Select the Workflow Action.

a. Clarify: Select this workflow action if the details of the record need to be clarified by the initiator.
When this action is selected the record will be sent for the action Clarify.

b. Acknowledge: Select this workflow action to confirm receipt and viewing of the record when no

further action is required. When this action is selected, the record will be sent to End.

Workflow Action Details

+« Action Details

Workflow Actions ™ Send For

Select

Select

Clarify

Acknowledge

In the To field
a. Ifthe action Acknowledge is selected, the To field does not appear. The initiator will automatically
be assigned for cc.
b. If the action Clarify is selected, the recipient in the To field becomes the initiator by default.
Click Send.
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2.3 Clarify Correspondence Record

User Roles

Workflow Step Summary

The Partner User reviews the correspondence and can return it to the initiator for more details or request its cancellation if needed.

Clarify Cancel
Clarify Resubmit
Y
. Acknowledgment
Suhm“ Arh’nrny]nﬂgn .
1. Click the Tasks option in the Navigator.
a. The Task Log will show available records.
2. Double-click the Correspondence record to be clarified.
2 T Tasks
L Notifications + Create Actions ¥  View AlTsks ¥ £ O @ v Q =
Drafts @ @ Orinin Buciness Process  Recard Numher  Title Record Mue  From Sent for Tack Nue Received _ Worldlow Name
©  Project Demo_TSS Correspondence | CMC-000007 Training 06/26/2024 03:40 ... Deepa Prakash Kv...  Clarify 06/12/2024 0445 ... | WFO2 - Correspon...
Shell Access Request ©  Project Demo TS Action ftems Al000037 Action ltem 5/3 Soumitra Mandal -... | Review 06/11/2024 0401 ... | WFO1 - Action lte...
(] Project_Demo_TSS Issues 155-000009 test 07/21/2024 09:10 .. | Soumitra Mandal -... Monitor 06/09/2024 09:13 ... | WFO1 - Issues V01

M Nocument Mananer %
3. The correspondence record form will open. In the top right corner of the form, click Accept.

Correspondence Decine | Morepcions ~ | [

Corrrespondence  Document Details

Comments  Linked Records ~ Workflow Progress ~ AuditLog  Reference Records

~ Task Details

4. In the General section of the Create New Correspondence window, review the text in the required field
Title and make any changes necessary to clarify.

The Title field is essential for providing a clear and concise summary of the
111{:0 correspondence. This title should be specific enough to give a quick understanding
of the content or purpose of the correspondence at a glance (50-character limit).

14
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15

Corrrespondence Document Details

Linked Records o
v~ General L
Record No Status CD Add
Record
Direct... Type Business Process Number Rec
|Title N | Due Date

I 50 Characters or less [x] l l 06/24/2024 11:06 AM

Enter 50 or fewer characters,

5. Inthe Correspondence Details section, review and update the following required fields, as necessary.

This field is crucial for accurately identifying the purpose of your communication.
= For Approval: Use when you require formal approval or authorization.
= For Information Only: Use when you are providing information without needing

Correspondence a response or action.
;G = For Review & Comments: Use when you seek feedback, suggestions, or
comments.
= Other: Use for purposes not covered by the above options and specify the reason
if possible.

This field categorizes the nature of the correspondence. By selecting the appropriate
0lel - lelnle i type, you help ensure that the communication is processed correctly and routed to
10711 the relevant department or stakeholders. The available options may vary depending
on the selection made in the previous field.
This field identifies the specific discipline or department within Southern Company
pIEGTI S8 that is associated with the correspondence. Accurately selecting the discipline or
plseElpinl-t department helps in linking the correspondence to the correct team, ensuring proper
tracking and accountability throughout the communication process.

Corrrespondence Document Details

. Linked Records r
~ Correspondence Details

& ndd

Select - l Type a Option Name... v | E= Record
Direct... Type Business Process Number Rec
Required Required

Oracle PO # If Other Correspondence Type

Type a Record No.. - l = l
Discipline / Department ~ Vendor/Supplier
[ Type a Option Name... v | &= .

H
Reguired

6. Inthe Correspondence Description section, review and update the Description field if necessary.
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> General

> Correspondence Details

“ Correspondence Description

Description ”

)
Required

7. Once all mandatory and optional fields for the updated Correspondence are complete, click Send at
the top right of the form.
a. The Workflow Actions Details pop-up window will display.
b. You can also click Save Draft to revisit later.
Workflow Action Details X

« Action Details

Workflow Actions Send For

Select hd

Reguired
Resubmit

Cancel

8. Select the Workflow action:
a. Resubmit: Select this workflow action to resubmit the correspondence record for
acknowledgment post clarification.
b. Cancel: Select this workflow to cancel the correspondence record and send for End.

9. In the To field click the text box (‘Start typing for suggestions...) and type the name of the person(s) or
group(s) to select the role to send the record to for review.
a. If the workflow action Resubmit is selected, the name of the assignees is to be typed or selected

manually. The assignees can be searched using the Select function. =
b. If the workflow action Cancel is selected, the To field does not appear and the initiator is selected
by default in the cc field.
10. Click Send.

2.4 Create an Incoming Correspondence Record

User Roles
Partner Contractors & Partner Engineers
Workflow Step Summary

The initiator (Partner User) completes the Correspondence form, attaching any necessary documents. Once ready, they submit the
record to begin the process.

Disclaimer: This workflow step does not apply to GAS.

16
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Revise

h
Revise Resubmit
Close
h 4
Submit Site Review
Cancel
Submit for
Review Submit
r

Additional
Review

1. In the left Navigator, click Design and Construction > Correspondence.
2. Click + Create.

Design and Construction C()I'I'espondence

Correspondence

|. —|— Create ¥ | Actions ¥ View: All Records / (@) @ - Q @

all

[ U

3. In the General section of the Create New Correspondence window, enter text in the required field Title.

Please note that while we haven’t specifically highlighted the optional fields in this block, you are encouraged to
complete them. Filling out these fields can help ensure that the form is fully detailed and accurately tracked.

The Title field is essential for providing a clear and concise summary of the
11111 correspondence. This title should be specific enough to give a quick understanding
of the content or purpose of the correspondence at a glance (50-character limit).

Corrrespondence Document Details

; ra
~ General Linked Records L
Record No Status CO Add
Record
Direct... Type Business Process Number Rec
|T|l|e * | Due Date
I 50 Characters or lsss [x] l [ 06/24/2024 11:06 AM

Enter 50 or fewer characters.

4. In the Correspondence Details section, populate the following required fields.
17



Correspondence BP User Guide

0

Please note that while we haven’t specifically highlighted the optional fields in this block, you are encouraged to complete
them. Filling out these fields can help ensure that the form is fully detailed and accurately tracked.

Correspondence
Reason

Correspondence
Type

Discipline/
Department

Carrrespondence

This field is crucial for accurately identifying the purpose of your communication.

= For Approval: Use when you require formal approval or authorization.

= For Information Only: Use when you are providing information without needing
a response or action.

= For Review & Comments: Use when you seek feedback, suggestions, or
comments.

= Other: Use for purposes not covered by the above options and specify the reason
if possible.

This field categorizes the nature of the correspondence. By selecting the appropriate

type, you help ensure that the communication is processed correctly and routed to

the relevant department or stakeholders. The available options may vary depending

on the selection made in the previous field.

This field identifies the specific discipline or department within Southern Company

that is associated with the correspondence. Accurately selecting the discipline or

department helps in linking the correspondence to the correct team, ensuring proper

tracking and accountability throughout the communication process.

Document Details

. Linked Records ::
~ Correspondence Details
@ Add
Select hd [ Type a Option Name... hd l &= Record
Direct... Type Business Process Number Rec

Oracle PO #

If Other Correspondence Type

l Type a Record No...

e |

Discipline / Department ~

Vendor/Supplier

l Type a Option Name...

5. Navigate to the Document Details tab and select Add followed by Line Items.

Create New Correspondence Save Draft

Corrrespondence

Document Details

To learn more about Document Details, see Section 1.4.

More Actions

Actions ¥ View Commen tsby: | Al ‘v L6 & Q=

Folder
a

Line ltem

File ID Title

If Other
Discipline/Departm...
Impacted

Discipline /
Department

6. In the General section of the Document Details Line-ltem Details, complete the following required field.

18

Enter the specific name of the document or item being reviewed. This should identify
the subject of the review for all participants.
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Provide a brief and descriptive title that summarizes the purpose or content of the
document. This helps in quickly identifying the focus of the review.

- This field identifies the specific discipline or department within Southern Company
SIEELIILEE that is associated with the correspondence. Accurately selecting the discipline or
Department department helps in linking the correspondence to the correct team, ensuring proper
tracking and accountability throughout the communication process.

Title

Add Actions ¥  View Comments by: All | - ‘ li. Line Item Details o

L File 1Dy
MName = & File ID Title L

[ Attachments

Name ~

Required

Title ™

| |

Required

Discipline / Department ~

[ Type a Option Name... - ‘ (=

7. Complete all mandatory and optional fields of the Document Details line-item details.
a. Save
b. Save & Add New

Cancel Save & Add New

8. Once all mandatory and optional fields for the New Correspondence are complete, click Send at the top
right of the form.
a. The Workflow Actions Details pop-up window will display.
b. You can also click Save Draft to revisit later.
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Add v Actions ™ View Comments by: Aldl

MName = & File ID

[ Attachments

9. Verify Submit as the Workflow Action.

ra
Ld

| - | 4 Line Item Details
[ File ID
Title L

Mame
| P
Title
Discipline / Department ~
| Type a Option Name... - (=

10. In the To field click the text box (‘Start typing for suggestions...) and type the name of the person(s) or
group(s) to select the role to send the record to for review.

a. The assignees can be searched using the Select function. &=

11. Click Send.

20
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2.5 Review a Correspondence Record

Correspondence BP User Guide

User Roles

Construction Team and/or Construction Quality
Workflow Step Summary

The Site Reviewer examines the Correspondence and its attachments, evaluating the information provided by the Partner User to

decide on the next steps.

Disclaimer: This workflow step does not apply to GAS.

Revise

Revise Resubmit

Close

Submit

Site Review

Submit for
Review

Submit

Review

Additional

1. Click the Tasks option in the Navigator.

a. The Task Log will show available records.

Cancel

2. Double-click the Correspondence record to be reviewed.
. Souther Company » T55 > Southem Power Company ? Project Demo_TSS
ohe Project Demo TSS - H...
fasks
D Notifications + Create Actions ¥  View: Receivedinlast30days ¥ & O &~ Q =
\ PP .

Drafts
@ Project Deme_TSS Correspondence CMC-000006 ABCD 06/25/2024 05:53 Deepa Prakash Kv ... ' Site Review 06/11/2024 05:54 .. WFO1 - Correspen

Shell Access Request @  Project Demo TS5 Correspondence  CMC-000003 test 11june 06/25/202401:05 ... Soumitra Mandal -... Site Review 06/11/202401:14 ...  WFO1 - Correspon...
@ Project Demo_TSS Nonconformance ... NCR-000017 Test 3 Jun Hariharanath Mag... Recommendation 06/03/2024 03:04 ... | WFO1 - Non safety...

[ pocument Manager >
@  Project Demo TSS Action Items Al-000033 Test Soumitra Mandal -.. Action 05/18/2024 06:53 ... | WFO1 - Action te...

3. The correspondence record form opens. In the top right corner of the form, click Accept.

Correspondence

Cormespondence  Document Details

~ Task Details

Comments

Linked Records ~ Workflow Progress  Audit Log

Decline | MoreActions ‘

Reference Records

4. In the Correspondence Details block, complete the following required field.

This field identifies the specific discipline or department within Southern Company that is

pIEHell s associated with the correspondence. Accurately selecting the discipline or department
bkl helps in linking the correspondence to the correct team, ensuring proper tracking and
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Note: If the required discipline/department is not listed in the available options, select
"Other" and manually enter the correct discipline/department name in the "If Other
Discipline/Department" field.

5. In the Correspondence Description section, complete the Response field.

Provide a reply or follow-up to the correspondence. Ensure your response directly addresses
the content or questions raised and clearly outlines any necessary actions or decisions. This
helps maintain clear communication and ensures that the correspondence is effectively
managed and resolved.

Response

~ Correspondence Description

Description ~

Response

6. Once all mandatory and optional fields for the Correspondence are complete, click Send at the top right
of the form.
a. The Workflow Actions Details pop-up window will display.
b. You may also click Save Draft to revisit later.

7. Select the Workflow Action.

a. Revise: Choose this workflow action if the record needs to be returned to the initiator for revisions.
Submit for Review: Choose this workflow action if the record requires further review by additional
Southern Company personnel.

b. Cancel: Choose this workflow action to cancel the correspondence record, sending it to its final
state.

c. Close: Choose this workflow action when no further correspondence is required for the record.
The record will be closed and moved to its final state, making it viewable but not editable by users.
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Worliflow Action Details X

+ Action Details

Waorkflow Actions ~ Send For

Select -

Select

Revise

Submit for Review

Cancel

Close

8. In the To field click the text box (‘Start typing for suggestions...) and type the name of the person(s) or
group(s) to select the role to send the record to for further steps.
a. If the actions Close or Cancel are selected, the To field does not appear. The initiator will
automatically be assigned for cc.
b. If the action Revise is selected, the recipient in the To field becomes the initiator by default.
c. If the action Submit for Review is selected, the name of the reviewers is to be typed or selected

manually. The assignees can be searched using the Select function. &=
9. Click Send.

2.6 Revise a Correspondence Record

User Roles
Partner Contractors & Partner Engineers
Workflow Step Summary

If the Site Reviewer provides feedback, the initiator (Partner User) revises the Correspondence form, accordingly, making any
necessary changes to the documents or information. After revisions, they resubmit the record.

Disclaimer: This workflow step does not apply to GAS.

Revise

Revise Resubmit

Close

Submit Site Review

Cancel

Submit for
Review Submit

Additional
Review

1. Click the Tasks option in the Navigator.
23
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a. The Task Log will show available records.
2. Double-click the Correspondence record to be revised to open it.

Southem Company » TSS 2 Southern Power Company > Project Demo_TSS

Actions ¥ View AlTasks ¥ £ O @& v Q I

Project Demo TS5

oo Project Demo_TSS - H

2 Tasks Tasks
L Notifications + create
Drafts A
Shell Access Request °

[ Document Manager >

Project Demo_TSS

06/12/2024 01:01 ... WF01 - CurrEsEDnm I
06/11/2024 11:38 ...  WFO1 - Design Ch...

Correspondence CMC-000006 ABLD OEfZSr'EA 03:53 ... Pilli Anusha- Const... Revise
S —

Design Change No... DCN-000014 test 6/12 07/23/2024 11:56 ... Baluvuri Kumar- Pr... Prepare Revisions

3. The correspondence record form opens. In the top right corner of the form, click Accept.

Correspondence

Corrrespondence  Document Details

- Task Details

Comments  Linked Records ~ Workflow Progress ~ Auditlog  Reference Records

4. Review and revise the following mandatory fields based on the reviewer's response.

Title

Correspondence
Reason

Correspondence
Type

Discipline/
Department

Description

The Title field is essential for providing a clear and concise summary of the

correspondence. This title should be specific enough to give a quick understanding of the

content or purpose of the correspondence at a glance (50-character limit).

This field is crucial for accurately identifying the purpose of your communication.

* For Approval: Use when you require formal approval or authorization.

= For Information Only: Use when you are providing information without needing a
response or action.

= For Review & Comments: Use when you seek feedback, suggestions, or comments.

Other: Use for purposes not covered by the above options and specify the reason if

possible.

This field categorizes the nature of the correspondence. By selecting the appropriate type,

you help ensure that the communication is processed correctly and routed to the relevant

department or stakeholders. The available options may vary depending on the selection

made in the previous field.

This field identifies the specific discipline or department within Southern Company that is

associated with the correspondence. Accurately selecting the discipline or department

helps in linking the correspondence to the correct team, ensuring proper tracking and

accountability throughout the communication process.

In the Correspondence Description field, provide a concise summary of the key points,

purpose, and context of the correspondence. Ensure the description clearly

communicates the essence of the message and any required actions, allowing for

accurate processing and easy reference.

5. Once all mandatory and optional fields for the Correspondence are complete, click Send at the top right

of the form.

a. The Workflow Actions Details pop-up window will display.
b. You can also click Save Draft to revisit later.
6. Verify the Workflow Action as Resubmit

24
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Workflow Action Details X

+ Action Details

Workflow Actions ~ Send For

l Resubmit Site Review

To

Start typing for suggestions...

lzs

cc

Start typing for suggestions...

lzs

7. In the To field click the text box (‘Start typing for suggestions...) and type the name of the person(s) or
group(s) to select the role to send the record to for further steps.

a. The assignees can be searched using the Select function. ks
8. Click Send.
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2.7 Additional Review Correspondence Record

User Roles

All Project Users
Workflow Step Summary

If needed, the Additional Reviewer(s) will further assess the Correspondence, considering the documents and any notes from the Site
Review before proceeding.

Disclaimer: This workflow step does not apply to GAS.

Revise
Revise Resubmit
Close
h 4
Submit Site Review
Cancel
Submit for
Review Submit
Additional
Review
1. Click the Tasks option in the Navigator.
a. The Task Log will show available records.
2. Double-click the Correspondence record to be reviewed.
3= Tasks Tasks
L Notifications + Create  Actions ¥ View AlTasks ¥ £ Q @ v Q I
a Drafts 9 [UJ Orinin Rusiness Proress Rernrd Numher Title Rerard Nue Fram Sent far Task Nue Rerpived Warkflow Name
@  Project Demo_TsS Correspondence  CMC-000006 ABCD 06/25/202405:53 ... | Pilli Anusha- Const... Additional Review 06/12/2024 0301 .. WFO1 - Comrespon...
Shell Access Request @ | Project Demo_TSS Action ltems AL-000036 test 7 june part 3 Baluvuri Kumar- Pr... | Review 06/09/2024 10:00 .. WFO1 - Action lte...

3. The correspondence record form opens. In the top right corner of the form, click Accept.
Correspondence Decine | More Actions + |

Corrrespondence  Document Details

v Task Details Comments Linked Records ~ Workflow Progress Audit Log Reference Records

4. Review the details of the correspondence record.
5. Once all mandatory and optional fields for the Correspondence are complete, click Send at the top right
of the form.
a. The Workflow Actions Details pop-up window will display.
b. You can also click Save Draft to revisit later.
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6. Verify the workflow action as Submit.

Workflow Action Details X

~ Action Details

Workflow Actions Send For

Submit Site Review

To

-

‘ Pilli Anusha- Construction Quality X

cc

Start typing for suggestions.

=

7. In the To field click the text box (‘Start typing for suggestions...) and type the name of the person(s) or
group(s) to select the role to send the record to for further steps.

a. The assignees can be searched using the Select function. &=
b. The record shall be sent to the Site Reviewer.

8. Click Send.

2.8 Related Business Processes

The Correspondence business process is related to other business processes within Unifier. The details of the
interaction between the BPs in explained in the table below:

Workflow Step Summary

The Purchase Orders business process is connected to the Correspondence BP by enabling
formal communication between contractors and the project team regarding purchase order-
related matters. This connection allows for the tracking and formalization of requests, updates,
or deliverable submissions linked to purchase orders, ensuring that all correspondence is
documented and easily accessible without relying on informal communication methods like
emails or phone calls.

Purchase Orders

2.9 Correspondence BP & Document Manager

This business process is designed to automatically publish its records, along with comments and attachments,
to the Document Manager at the project shell only. This produces a detailed audit trail of the record information
through the business process (for both workflow and non-workflow processes). Users can open these records
and their information by following the steps below.

1. In the left Navigator, click Document Manager
2. Click Documents

3. In the central pane, navigate to the following folder:
a. Phase 5 - Monitoring & Controlling Phase > Correspondence.

27
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P Documents
72 Tasks
A > Project Documents > Phase 5 - Monitoring & Controlling Phase
D Notifications —
© e v Ao v S BB L L Ve mr £ Q% QS
Drafts Name “ Upload By Upload Date  Location BP  Document URL -« §

D1 Action ltems /Phase 5 - Monitoring & Controlling Phase

Shell Access Request

[1 Assessments hase 5 - Monitoring & Controlling Phase

[ Document Manager ™ [ Change Management hase 5 - Monitoring & Controlling Phase

O3 Compliance

hase 5 - Monitoring & Controlling Phase
Cocuens) ring & Controlling Phase
S —

ring & Controlling Phase I

[3 Construction Management

dence

Recycle Bin

SfE s 8 3 T
a 8

G Cost Management hase 3 - Monitering & Controlling Phase

The generated .pdf workflow document will be named in the format WF_Record Number_Record Title
where “WF” is the BP workflow name, the “Record Number” is the Unifier-generated record number, and
the “Record Title” is the title of the workflow record.

Any files that were attached to the workflow will include the paper clip icon in the “BP” column, if the file
is uploaded directly to the displayed Document Manager folder; it will not show the paper clip icon in the
“‘BP” column.

Documents

ﬁ > Project Documents > Phase 3 - Monitoring & Controlling Phase > Correspondence

Ceste v Actons v = BB B & L vew M v £ O % Q=

Name “ Upload By Upload Date  Location BP___ Document URL « 4
-m-l B Contractor Miscellaneous ... |za|uuuri Kumar- Proje... 05/07/2024 0... /Phase 5 - Monitoring & Controlling Ph... | @  https:/dv-unifier.southemco.com/unifier/link/dm/file/download/22386549
D Contractor Miscellaneous Co... Deepa Prakash Kv - Part.. | 06{12/2024 05... /Phase 5 - Menitoring & Contralling Phase. @ lhtipsi//dv-unifier.southemco.com/unifier/link/dm/file/download /22387698

Users may sort the list of files at any level within the Document Manager folders by clicking on the
column label. An indicator will be displayed on the right side of the sorted column. Re-clicking on a
sorted column will re-sort the list in the opposite sort order (i.e., ascending to descending or
descending to ascending).

Documents

A > Project Documents > Phase 5 - Monitaring & Controlling Phase 2 Correspondence

Create ¥ Actions ¥ E B8 of 4, 1 vView Modifeyal v £ O 1w Q =
Name Upload B 2 Upload Date  Location BP  Document URL e 4
nifi

B Contractor Miscellaneous Co... (07/2024 02:... fPhase 5 - Monitoring & Controlling Phase... @ hitps://d er.southernco.com/unifier/link/dm/!

- Sort Ascending

nifiersouthernca.com/unifier/link/dm/file/dow

D Contractor Miscellaneous Co.. (12/2024 05:.. /Phase 5 - Monitoring & Controlling Phase... @ | httpsi//dv

¥  Sort Descending

Columns »

Lock after this Column
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3. Business Unit Guidance

This user guide offers baseline instructions. For localized guidance, users should visit their respective business
unit portals (accessible via the link below).

4. Appendix

4.1 Getting Help & Support
If you encounter any issues or require assistance, there are two primary channels available:

Business Unit Administrator IT Support

For process-related inquiries or issues, users For technical issues or challenges beyond

can reach out to the designated Business the scope of the Business Unit
Unit Administrator. They are equipped to Administrator's expertise, users can contact
provide guidance and support specific to the IT Support. They can assist with platform-
business process within Oracle Unifier. related technical difficulties, account access

problems, or any other IT-related concerns.

4.2 Glossary of Terms

Here are some clear definitions for key concepts and terminology essential for navigating Oracle Unifier.
Correspondence record sent by the contractors/ vendors to the
(LI i LENEEN Southern Company Project Team

Tils[eJlsIsM Correspondence record sent by the Southern Company project
(T CE e N W team to contractors/ vendors

4.3 Abbreviations and Acronyms

Here, you will find a handy reference list of commonly used abbreviations and acronyms throughout your Oracle
Unifier experience.

m Business Process
| PO

Purchase Order

4 4Frequently Asked Questions

1. What is the purpose of the Correspondence form in Oracle Unifier?

29
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Southern Company team members use the Correspondence form to send formal communications and
transmittals to contractors, replacing informal methods like emails or phone calls. It helps in formalizing
and tracking communications.

Who can use the Correspondence form?

Southern Company team members can use the Correspondence form to communicate with contractors.
For Business Units other than GAS, it is also used by the contractor for formal contractor communication
with the project team.

What types of communications can be sent using the Correspondence form?

The form can be used for various purposes, including submitting weekly deliverables, requesting
extended work hours, proposing non-milestone-impacting schedule changes, and seeking a review of a
deliverable before its official submission.

How does the Correspondence form improve communication?
By formalizing and tracking communications, the Correspondence form ensures that all communications
are documented and easily accessible, reducing the reliance on multiple emails or phone calls.

Can the Correspondence form be used for official submissions of contract-related deliverables?
Yes, the Correspondence form can be used for the official submission of contract-related deliverables
that do not need to be loaded into Documentum.

Is the Correspondence form mandatory for all communications with contractors?

While it is highly recommended to use the Correspondence form for formal communications, informal
methods may still be used for less critical communications. However, using the form ensures better
tracking and documentation.

How do | submit a weekly deliverable using the Correspondence form?
To submit a weekly deliverable, fill out the Correspondence form with the necessary details and attach
the deliverable file. Then, send the form to the relevant contractor or project team member.

What should I do if | need to request extended work hours?

Use the Correspondence form to formally request extended work hours. Provide the details of the
request, including the reason for the extension and the proposed new work hours, and send it to the
appropriate contractor or project team member for approval.



