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Purpose

The purpose of the proposed process change is…

To have a single source method for Homebuilding and PEG to 
schedule and manage requests for HVAC documents in 
support of the Lot Specific program.
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Objectives

• New process will achieve the following:

o Replace the Vendor Portal as the source for PEG to get selections

o Replace the HVAC Website as the source for Homebuilding and 
Vendors to retrieve HVAC documents

o Replace SmartSheet as the source to request Compliance Reports

o Reduce/eliminate exceptions reported by PEG (ie missing Options)

o Reduce timing/communication issues that exist in the current process

o Baseline the process companywide to establish consistency
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CHANGE 1

• PEG to use SchedulePro to manage schedule for ALL new requests

o All SchedulePro Templates/Schedules must have at least (1) PEG Task
 PEG Manual J Template Setup = TEMPLATE DAY (-2)

 RESCheck Template Setup = TEMPLATE DAY (-5)

 REMRate Template Setup = TEMPLATE DAY (-5)

 PEG Permit Request Template Setup = TEMPLATE DAY (-5)

o Back Office/CCM to manage PEG Task(s) in schedule (not the PJM)

o PEG Task(s) must remain OPEN until document has been uploaded

o PEG Task(s) will be COMPLETED by Back Office/CCM when retrieved

o PEG will generate schedule for today and yesterday of all Tasks 
 NOTE: If Start Date is moved, Division to confirm Task remains on the correct day

MANUAL J  PEG to upload document within 48 hours of Task Scheduled Date
RES CHECK/REM RATE  PEG to upload document within 5 days of Task Scheduled Date

Timing
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CHANGE 1 – Template Setup

For Lot Specific – Add PEG MANUAL J Task to Schedule Template (Day = -2)
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CHANGE 1 – Template Setup

For Compliance Reports – Add RESCheck or REMRate Task to Template (Day = -5)
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CHANGE 1 – PEG Schedule Example

PEG will generate Vendor Schedule daily for anything scheduled yesterday/today
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CHANGE 2

• PEG to use SchedulePro to obtain Options for job to be reviewed

o Will no longer use Vendor Portal to get Option selections from SAR
 SchedulePro is updated automatically each night with any Option changes

o Back Office/CCM is responsible to confirm all necessary HVAC Options 
are keyed on new Sales PRIOR to Finalizing in Atlas

o If required Options are missing for PEG to complete review:

 PEG Reviewer will add a NOTE to the PEG Task of missing Options

 It will be the responsibility of the DIVISION to correct the missing Option

 It will be the responsibility of the DIVISION to re-schedule the Task to a future date 
for the Task to appear on PEGs daily Vendor Schedule. Delivery timing will reset.

HOUSE ORIENTATION Example:  555XA26, 555XA27, etc
FURANCE EFFICIENCY Example:  8FB, 8FI, etc
SEER RATING Example:  8AM, 8AI, etc

Required Options for PEG to perform analysis
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CHANGE 2 – Viewing UCS Options (PEG)

Access Selected Options by clicking the ‘Options’ button within the Lot Schedule
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CHANGE 3

• PEG to use SchedulePro to upload completed HVAC documents

o Will no longer use the HVAC Website to upload documents

o PEG will attach completed HVAC documents to ‘HVAC ROUGH’ Task
o File Name Format = [DOCUMENT TYPE] – [DIV-COMM-LOTUNIT] 

(i.e. “MANUAL J – NVP-FF-0009A”)

o PEG will add a NOTE to ‘HVAC ROUGH’ Task confirming upload
o Note Format = [DOCUMENT TYPE] COMPLETE – [CURRENT DATE]

(i.e “MANAUL J COMPLETE - 04/05/2016”)

o Back Office/CCM to COMPLETE PEG Task once document is retrieved

o Back Office/CCM will process Atlas Internal Change Order to change 
HVAC package on job on or before Estimate Lock/PO Generation 
(i.e. within 7 Days of Start Date)
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CHANGE 3 – Uploading HVAC Document (PEG)

Use FIND to locate job to UPLOAD document; attach document under Documents
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CHANGE 3 – Uploading HVAC Document (PEG)

Once document uploaded, add a Task Note to provide notification to the Division
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CHANGE 3 – Notification of Document Upload

The Daily Summary notification will show all new documents that were uploaded
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CHANGE 3 – Retrieving HVAC Document (CCM)

From Schedule Summary, click Documents button to view all uploaded documents
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CHANGE 3 – Completing the PEG Task (CCM)

Once HVAC Document is retrieved, Back Office/CCM COMPLETE the PEG Task
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CHANGE 4

• Homebuilding to use SchedulePro for rework requests

o Will no longer email PEG Help Desk for rework requests

o Rework requests to be scheduled by logging an ISSUE on the PEG Task

o CCM to review all late Change Orders for potential impact to package

Required fields when logging an Issue for PEG:

Status: OPEN

Location: HVAC

Vendor: PEG LLC

Category: HVAC – REWORK REQUEST

Issue Description: Provide a brief description of changes
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CHANGE 4 – Logging a Rework Request

Select PEG Task from Lot Schedule; click Issues tab; click Add Issue
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CHANGE 4 – Logging a Rework Request

Complete the required fields to log the ISSUE and schedule the Rework Request
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CHANGE 4 – Managing Rework Requests

PEG to generate an Issues Report daily; filter on all OPEN Issues

MANUAL J  PEG to upload document within 48 hours of Issue Create Date
RES CHECK/REM RATE  PEG to upload document within 5 days of Issue Create Date

Rework Request Timing
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CHANGE 5

• Homebuilding to use SchedulePro to request Compliance Reports

o Will no longer use SmartSheet to make requests for reports

o Process to request RESCheck/REMRate documents:

Step 1 Back Office/CCM create and Finalize Spec MSS in Atlas for job(s) to be scheduled

Step 2 In UCS, enter a Projected Delivery Date for Spec using the 
Settlement/Reserves – Change Settlement Date Program (R/C)

Step 3 The following day schedule will be created automatically and PEG Task assigned

Step 4 Back Office/CCM can provide any detail/notes for PEG using PEG Task

Step 5 Back Office/CCM can move PEG Task to desired date for PEG to pick up on daily 
Vendor Schedule

Step 6 PEG will upload completed document within 5 days of Task Scheduled Date 

(NOTE:  Document will be uploaded to HVAC ROUGH Task and NOTE added to notify Division)

Step 7 Back Office/CCM retrieve Compliance Report from HVAC ROUGH Task; 
COMPLETE PEG Task

Step 8 If Division wishes to sell Lot using Spec MSS, no further action needed

If Division wishes to sell Lot as normal Sale, Back Office/CCM can Delete Spec MSS
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CHANGE 5 – Compliance Report Requests

In Atlas, Create and Finalize Spec(s) on Lot(s) to be reviewed by PEG
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CHANGE 5 – Compliance Report Requests

In UCS, enter Projected Delivery Date for Lot(s) in order for Schedule to be created
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CHANGE 5 – Compliance Report Requests

The following day, Find Task in Schedule and change Schedule Date if needed
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CHANGE 5 – Compliance Report Requests

PEG will generate Vendor Schedule daily for anything scheduled yesterday/today
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NEXT STEPS…
PEG/HVAC Documents Process  | 2016
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NEXT STEPS

New process to begin for all new requests as of [05/02/2016]

• Confirm CCM/Admin access to SchedulePro by [04/22/2016]

• Complete necessary updates to Schedule Templates by [04/28/2016]
• Participating Communities (PEG process) – Ensure correct PEG Task is ADDED

• Non-Participating Communities (using worst-case) – Ensure PEG Task is REMOVED

• Confirm all jobs to be reviewed by PEG are on schedule by [04/28/2016]

• Communicate to HVAC Vendors change of file location by [04/28/2016]

• PEG to generate both Vendor Schedule and Issues Report daily beginning 
week of [05/02/2016]

Questions/Comments?
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Appendix – Manual J/S Process
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Appendix – Compliance Report Process


