
QUICK START GUIDE

www.cemar.co.uk

NEC3 TERM SERVICE  
SHORT CONTRACT

a company



CEMAR FEATURES

Cloud-based 
Collaborative 
environment with 
event registers for 
all parties

Built by experts
Developed by 
construction industry 
practitioners with 
extensive NEC 
expertise

Alerts & reminders
Countdowns and email 
alerts keep teams  
up-to-date

Compliant
Easy, intuitive 
workflows ensure 
contractual 
compliance

Audit & archive
Automatically archives 
correspondence to 
build an audit log

Real-time reporting
CEMAR Analytics 
generates charts  
and dashboards for  
real-time reporting

Secure data
All data is backed-up 
hourly, encrypted and  
sent to a UK Tier III  
graded data centre

Easy-to-use
Intuitive workflows 
with training videos 
and ‘how-to’ guides

DID YOU KNOW?
CEMAR is also available for other contract forms including:
ECC, ECS, TSC, PSC, ECSC, and FIDIC.

www.cemar.co.uk    
01452 547140

WHAT IS CEMAR?
CEMAR is a secure, intuitive, cloud-based system 
which brings compliance, consistency,  
governance and business intelligence to the 
management of £75bn of works and services.



Introduction

This guide will help you get started with the basics of using CEMAR to administer the NEC3 Term Service 
Short Contract.  It gives a brief overview of each process workflow from both the Employer and Contractor 
perspective.  Further information is available from CEMAR’s integrated help and support centre including video 
tutorials at: www.cemar.co.uk
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Logging on

User Name
Enter your unique Username.

Password
Enter your unique password.

Submit
Click Submit to login.

Forgotten password
Click Forgotten your 
password? then type your 
Username to receive an email 
that will allow you to reset your 
password.

My Contracts
Click on My Contracts to view a 
list of all contracts.

CEMAR Analytics
Analytics is a global reporting 
tool used to report on all 
contracts on a portfolio basis.  
There is a section at the end of 
this Quick Start Guide dedicated 
to CEMAR Analytics.

Select a Contract
Click on the Contract you wish 
to work on from the list below. 

Filter by Contract title
Type into this box to filter the 
Contract list by Contract Title.

Filter by Party
Type into this box to filter the 
Contract list by Party.

Filter by Type
Type into this box to filter the 
Contract list by type.

Client Administrators 
Programme
This is a function for Superusers 
only and may not appear.  It is 
used for adding and removing 
users amongst other contract 
administration tasks.

1

2

3

Website address
To login, go to this web address.
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Sending a support ticket

Help & Support menu
To submit a ticket, click on the Help &  
Support button from the left hand side 
menu.  Select Submit a ticket from the 
options.

Submit a Ticket
After clicking Submit a ticket from the 
menu, a separate window will open.  

Submit
When all of the information has been entered, click Submit and 
our support team will get back to you as soon as possible.  

1

2

3

Subject, Description and Company
Type the contents of your ticket into the 
Subject and Description box.  If a help 
article contains a keyword found in your 
subject, CEMAR will show the article 
which may answer the support query.  
Finally, fill in the Company name.
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Navigating CEMAR

Side menu
Clicking on an icon 
in the left hand 
side menu will 
expand it to reveal 
more options: 
create new events, 
view registers, 
reports, archived 
communications, 
admin and help and 
support.

Expand the menu
The left hand side 
menu will expand 
when you hover 
over it.

Search
Type into the search 
box and click Enter 
on your keyboard.

Home icon
Click the home icon 
to go to your home 
page.  Each page in 
CEMAR can be set to 
your home page.

Reminders icon
Click the reminders 
icon to go to your 
reminders page.

Theme
Click the Theme 
tab and select from 
the drop-down list 
to change CEMAR’s 
theme.

Internal Alerts icon
If the user has any 
internal alerts pending, 
this icon will show.

Switch module
Click the Switch 
Module icon then 
select an option from 
the list.

Log out
Click the Log Out 
icon to log out of 
CEMAR.

My Profile
Click on the My 
Profile icon to edit 
any of your details.

Contract title
The Contract title 
appears in this top 
ribbon.
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Reminders, extensions and discussions

Reminders
If a reply or action is required following a 
communication, it will show in the reminders 
page.  Click the plus icon to expand the 
section then click the event to open it in the 
event form.

Colour coding
The reminders will change colour depending 
on the amount of time remaining:
•  Green – more than half the time remaining
•  Amber – less than half the time remaining
•  Red – no time remaining or overdue

View other reminders
To view the other 
Party’s reminders, or all 
reminders, click the cog 
icon then select an option 
from the drop-down list.

Print and export
To print the reminders 
page, any register or 
report, click on the print 
icon.  To export the 
selected item, click the 
export icon and choose a 
file type from the list.

Extensions and discussions
To discuss the response period for an event, 
right click on the event from the reminders 
page and select Discuss Response Period.

Adding an extension / discussion
Complete the form with detail of the 
discussion or extension and use the 
send/submit button to communicate the 
event.  The Change Due Date option is 
reserved for the Employer’s party.

Remove from reminders
To remove an event which does not 
require an action, right click the event 
and select Remove from reminders.
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Action tracker and everything about events

Filter
The everything 
about events 
register can 
be filtered by 
clicking the cog 
icon.  If a Range 
of Events is 
chosen, options 
to filter the 
register will 
pop-up.  Click 
the event types 
to include, then 
select the Date 
Range from the  
From and To 
date pickers.

Action tracker
The action tracker allows 
reminders to be assigned 
to specific users.  To assign 
and print actions, click the 
action tracker icon then 
click Assign & Print.  Each 
reminder can be given an 
owner, action and colour.  
Users can print their own 
action tracker by clicking 
the action tracker icon 
then by selecting Print My 
Tracker.

Print action tracker
To print the action tracker, 
select Print then either 
All or Mine. 

Assign actions
To assign actions, select an owner from the  
drop-down list of users, type the detail into the 
action box and choose optional colour coding.

Everything about events
This register can be found 
by clicking Registers from 
the left side menu, then 
by scrolling to the bottom 
and selecting Everything 
About Events.  This register 
contains all associations, 
attachments, notes and any 
other additional information 
surrounding that event.
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Registers and push events

Draft and void events
To make a draft event void, 
right click on the event and 
click Mark this draft event 
as VOID.  To re-instate a 
void event, right click on 
the event and click Re-
instate this draft event.  
A communicated event 
cannot be marked as void.

Sorting the register
The register can be sorted 
in ascending or descending 
order by clicking on the 
column title.

Print and export
To print a register, click on the 
print icon then select either  
Summary or Detailed report.  
This register may then be 
exported.

Home page
To set any register to the home 
page, click on the home page icon.

iBalloon
To view the help article for each 
register, click the iBalloon.

Refresh
To refresh the register, 
click the refresh icon.

Filter the register
The register is filtered by typing 
in this row.  Where there are 
drop-down boxes, more options 
can be selected.

Icons
The plus icon will show more information on the 
specific event, in this case a risk reduction proposal 
could be viewed.  The other icons represent an 
association, an attachment and a note.

Push events
Early warnings can be pushed to other 
contracts in draft form by right clicking 
the event and clicking Create as draft in 
another contract(s).  Select the contract 
on the pop-up and click Create Draft(s).
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Event form common features

Event type
The event type will always be 
shown in the top left of the 
event form.

Event tabs
The tabs that are relevant to 
the particular event type are 
always on the left hand side 
of the event form. 

Associations (see also next page)
Associations allow you to link events within 
CEMAR. Click the Associations tab, then click 
Edit and select which events to associate.  Select 
related events and click Add, then Save and 
Close.  The associations tab is only available once 
the event has been communicated.  The reverse 
associations are automatically created.

Attachments
To attach a file to an event, click the 
Attachments tab then click New.  Click 
Browse then select a file to attach and 
click Upload.

Notes
To add a note click the Notes 
tab then click New.  Enter text 
into the box and click Done.  To 
make the note private to your 
Party select the checkbox on the 
pop-up.

Close
To close the event, click on 
the Close icon.  This will 
also save the event form.

Save
To save the event, click on 
the Save icon.

Send / Progress
To communicate the event, 
click Send / Progress.

Drafts
This event is in draft.  When it 
is communicated to the other 
Party, it will be stamped with 
the next available number 
from the register.
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Associations, attachments and notes

Associations
Associations allow you to link 
events within CEMAR. Click the 
Associations tab, then click Edit 
to view other events that can be 
associated to the current event.

Notes
To add a note, click the Notes tab 
then click New.  This will display 
the pop-up window shown below.

Attachments
Attachments can be added to an event in 
CEMAR by clicking the Attachments tab, then 
by clicking New.  The pop-up window below will 
show options to upload the attachments.Event type

Each event type has been 
grouped into tabs.  To select 
a specific event, select the 
correct tab then choose from 
the list.

Filter
To filter the selection of 
events on the left, type 
into the filter box.

Association selection
Click on the checkbox to select an event, then click Add to 
add the selection to the list of current associations.  To remove 
associations, select the checkbox next to the event from the 
current associations on the right and click Remove.

Browse
To attach a file, click on Browse and 
select the file from your computer.

Add
To attach more than 
3 items at once, click 
Add and more lines 
will be added.

Upload
After the file has 
been selected, 
click Upload to 
attach the file.

Party private
Notes can be Party private or 
shared.  To select an option, 
check or uncheck the box at the 
bottom of the pop-up window.

Note text
Type the text 
of the note into 
the pop-up box.

Done
When complete, 
click the Done 
button to save the 
note to the event.
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Archive and document log

Archive
In addition to the 
events themselves, all 
communications made 
in CEMAR are stored in 
two places; the archive 
and the document log.  
Each communication 
is filed by event type 
then segregated further 
by simple drop-down 
menus.  To access 
the communications 
archive, select Archive 
from the left hand side 
menu, then choose 
an event type and an 
option based on the 
event type.  Superusers 
can download this 
entire archive from the 
Client Administrators 
Programme.

View communications
To view communications 
from the archive or the 
documents log, click 
anywhere in the row and a 
pop-up window will appear.

Filters
To filter the archive or 
document log, type into 
the filter boxes below 
the title row.

Document log
Communications 
are tracked in the 
document log.  Unlike 
the communications 
archive, this 
log records all 
communication activity 
in one list.  To access 
the document log, 
select Admin from 
the left hand side 
menu then choose 
Document Log.
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Communications

Preview communication(s)
The View Communication(s) drop-down box is available 
in the top right of every event form.  If the event has not 
been communicated, a preview of the communication 
will be available.  Click on View Communication(s) 
then Preview Communication to see the hard copy 
representation of the communication.

View communicated communication
After an event has been communicated, the drop-down 
box from View Communication(s) will change from a 
preview to view.  It has been stamped with a Document 
Log number and the communication can also be found in 
the Document Log and the Archive.  This PDF file cannot 
be changed and will form the audit trail that CEMAR 
creates.

Contractual communication conventions
Each communication in CEMAR will follow a consistent 
and simple design and will include:
•  Logo of author Party
•  Address of both Parties from Contract Data
•  Author bar
•  Contract title
•  Reference to relevant clause in the contract
•  Correct sign off respecting delegated authorities
•  Time and date stamp

Preview communication
The PDF to the right shows an example of a 
communication before the event has been communicated.  
It clearly states it is a preview / draft.  These can be printed 
or saved but should never be signed or posted.
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Communicate an early warning

Draft event
This event is in draft; it is Party private until 
communicated.  This event can be closed at any 
point and all the information will remain saved 
within the register.

Title
An early warning 
requires a title.

Cross Ref
This is not required but 
allows users to refer 
to systems outside of 
CEMAR.

Description
An early warning 
requires a description.

Risk Status
Score the early warning from 1 to 5 for severity and likelihood.  
The product of these will give a risk score (maximum of 
25).  This score can be updated any time whilst the risk is 
still current.  The Risk Status can only be changed by the 
Employer’s team from the risk reduction tab.

Create Draft CE
After notification, a 
compensation event 
can be drafted based 
on the early warning by 
clicking Create Draft 
CE in the details tab.

Send / Progress
Click Send / Progress 
to communicate this 
early warning and make 
it visible to the other 
Party.

Select from options
Select at least one 
option for this early 
warning.

Risk Reduction tab
Record actions from your risk reduction meetings 
by adding proposals from the risk reduction tab and 
selecting New.  Click Save when finished to update 
the Risk Register.

Create new early warning
To create a new early warning, 
click on Create New from the 
left hand side menu then select 
Early Warning.
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Reply to an early warning

Reply tab
Select the Reply tab.

Reply details
Give details of the reply 
to this early warning by 
typing here.

Risk Reduction tab
Record actions from 
your risk reduction 
meetings by adding 
proposals to the risk 
reduction tab.

Risk Reduction 
Proposal
Fill in the form and click 
Save.

Create Risk 
Reduction Proposal
Click New to create 
a new risk reduction 
proposal.

Send / Progress
Click Send / Progress 
to communicate the 
reply and make it visible 
to the other Party.

Reply not applicable
If a reply is not 
applicable to this early 
warning, select this 
checkbox and close the 
event form.
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Task Orders - instruction tab

Create new Task Order
To create a new Task Order, 
click on Create New from 
the left hand side menu, 
then select Task Order.

Title
This Task Order requires a 
title.

Cross Ref and Finance Code
This Task Order has options to 
add a cross reference field and 
a finance code if required.

Description
Enter a description of the 
Task Order here.

Address
To enter the address of the 
affected property, click the 
Address checkbox and fill in 
the text boxes below.

Location
To enter the location of the 
affected property, click the 
Location checkbox and fill 
in the text box below.

Dates
Enter the Start and Completion Dates of the 
Task Order by selecting from the date pickers.  
Click the down arrow to show the date picker.

Categories
If categories are being 
used, select and option 
from the drop-down box.

Pricing
To input a Quick price with 
no breakdown, click the 
checkbox and enter a price.  
The other option is to click 
Refer to ‘Pricing’ tab, then 
go to the Pricing tab and 
enter a detailed pricing 
summary.

Damages
To apply delay damages, 
click the checkbox, enter 
a total and select per day, 
week or event.

Propose task
To propose 
this task to the 
Contractor, click 
Propose Task.
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Task Orders - pricing tab

Pricing
Click the Pricing tab to input pricing 
information to this Task Order.

Add price list item
To add an item from the price list, 
click Add Item from Price List.  This 
will show a pop-up with all the items 
in the price list.  Select an item by 
clicking into the Qty column and 
typing the quantity.  When complete, 
click Make changes and return to 
Task Order.

Add non price list item
To add an item that isn’t in the 
price list, click Add Non Price List 
Item.  Type the code, a description, 
quantity, price, item and whether 
VAT is applied to this item.  When 
complete, click Save and Close.

Edit price list item
To edit a price list item, click the edit 
icon.

Delete price list item
To delete a price list item, click the 
delete icon.

Add a pricing note
To add a pricing note (which will be 
visible to both Parties) click Add a 
Pricing Note.  Type the note into the 
pop-up window and click continue.  
This note will then show in the 
pricing tab of the Task Order.

Alert Employer
When the Employer proposes the 
Task Order, the Contractor can check 
the contents of the proposed Task 
Order.  The Contractor can adjust 
items in the Pricing tab.  When 
complete, the Contractor clicks the 
Alert Employer button.

Ask Contractor for price
The Employer can ask the Contractor 
to price the Task Order after the 
Task Order has been proposed and 
before it is communicated.  Click Ask 
Contractor for Price and type into the 
pop-up window, then click continue.
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Task Orders - Payment (PSPD) tab

Payment (PSPD) tab
After the Task Order has 
been communicated, the 
compensation events and 
Payment (PSPD) tab will 
become available.

Edit items in the Payment (PSPD) tab
To edit items showing in the Payment (PSPD) tab, click the edit icon on the row that 
you would like to change.  To add items either from the price list or not from the 
price list, click the Add Item from Price List or Add Non Price List Item.

Contractor considers 
task complete
When the Contractor 
considers the task to be 
complete, they can click 
the Contractor considers 
Task Complete checkbox 
then select the date it was 
completed from the date 
picker.

Task Order price for 
services provided to 
date
The total price for services 
provided to date (PSPD) of 
the Task Order is shown 
here.

Included in my 
application / assessment
If the PSPD is included 
in either the Contractor’s 
application for payment or 
the Employer’s assessment, 
check the relevant box.  
Select which assessment 
this Task Order has been 
included in from the  
drop-down list.

Compensation events
When the Employer verifies the Task Order to be 
complete, CEMAR will stop any further compensation 
events from being created against this Task Order.

Notify the Task Order
After the Task Order has been proposed, it must 
be communicated.  This is done by clicking Send / 
Progress in the Instruction tab.  This will change the 
prefix of the title to TO.

Employer verifies
When the Employer 
considers the task to be 
complete, they can click the 
Employer verifies checkbox 
then click yes on the  
pop-up window.
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Communicate an Employer’s instruction (general)

Why use a EI (general)?
Where the Employer considers instructions to have no effect on the prices or 
timings of the contract, he may choose to issue an instruction in isolation of 
a compensation event.  The Employer’s instruction (general) offers this as an 
option, together with other general instructions he may be required to give.

Description
This Employer’s 
instruction (general)
requires a description. Send / Progress

Click Send / Progress 
to communicate this 
Employer’s instruction 
(general).

Remove from reminders (Contractor only)
To remove a communicated Employer instruction 
(general) from the reminders screen, right 
click on the reminder and click Remove from 
reminders.

Create new EI (general)
To create a new EI (general)
click on Create New from the 
left hand side menu, then select 
EI (general).

Title
This Employer’s 
instruction (general) 
requires a title.

Reason for 
instruction
Select a reason for this 
Employer’s instruction 
from the drop-down list.
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Communicate a compensation event

Detail
A compensation 
event requires some 
detail.

Title
A compensation event 
requires a title.

Send / Progress
Click Send / Progress 
to communicate this 
compensation event.

CE Type
A CE Type must be 
selected.  Click on the 
drop-down box and 
select an option from 
the list.

Estimates (Employer only)
The Employer may estimate the price and days 
change that this compensation event may 
cause.  This is Party private and will not be seen 
by the Contractor.  

Contractor notified compensation events
When a Contractor communicates a compensation 
event it requires a response from the Employer.

Responding to a Contractor notified 
compensation event
Select the appropriate checkbox.  In all cases, Detail 
of Decision must be given before clicking Send / 
Progress.

Create new compensation 
event
To create a new compensation 
event, click on Create New from 
the left hand side menu, then 
select EI / Compensation Event 
if Employer or Compensation 
Event if Contractor.  Each 
Compensation event must be 
made against either the main 
contract or a Task Order.  Select 
the options from the pop-up 
window shown below.
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Submit a quotation

Create new quotation
A quotation may be made against a 
compensation event.  To create a new 
quotation, select the event a quotation 
must be made against from either the 
reminders page, or select the event 
from it’s respective register.

Price
Type the Proposed 
change to the total of the 
Prices into this box.

Details
A quotation requires some 
detail, type into this box.

Completion date
If this quotation changes 
the Task Start Date or 
Completion Date, select 
the amount of days by 
either typing the number 
of days change or select 
from the date picker to the 
right.

TO.CE (Task Order 
compensation event)
This quotation is for a 
Task Order compensation 
event.  This is shown by 
the prefix to the title.  A 
quotation for a non Task 
Order compensation event 
will not have the option to 
adjust dates.

Add new quotation
Select the Quotation tab from 
the compensation event and 
click on the draft quotation. 
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Accept a quotation / Employer’s assessment

Open quotation
There are three ways 
to open a quotation.  
The first is to click on 
the Quotations and 
SMAs register.  The 
second is to click the 
Quotation from inside the 
Quotation / SMA tab of 
the compensation event  
or PICD form.  The third 
is from the reminders 
page by clicking on the 
Quotation.

Accept this quotation
To accept this quotation, 
select the Accept this 
Quotation checkbox.

Notify does not agree
To notify the Contractor 
that the Employer does not 
agree, select the Notify 
does not agree checkbox.

Detail of reply
Type into this text box to 
give detail of the reply to 
quotation.

Instruct alternative 
quotation
To instruct an alternative 
quotation, go to the 
Quotations / EA tab of 
the compensation event 
then select Instruct 
Alternative Quote in the 
bottom left corner of the 
form.  The Contractor 
must then submit an 
alterative quotation to the 
compensation event.

Employer’s assessment
If two quotations have 
not been agreed by the 
Employer, the Contractor 
cannot submit any 
further quotations.  The 
Employer may assess 
the compensation event 
by clicking the Add 
button and filling out the 
assessment event form.  
When this assessment 
is communicated, it will 
automatically implement 
this compensation event.
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Instruct a design submission

Instruct a design submission (Employer 
only)
To instruct a design submission, click on 
Create New from the left hand side menu 
then select EI to submit a Design.

Description
A Employer’s instruction to 
submit a revised quotation 
requires a description.  
Type this in the text box.

Title
A Employer’s instruction 
to submit a Design 
requires a title.  CEMAR 
will provide this title 
initially but it can be 
edited by typing in the 
text box.

Send / Progress
When complete, click Send 
/ Progress to communicate 
to the Contractor.
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Submit a design submission

Submit a design (Contractor only)
To submit a design, click on the event from the design register 
or click on the reminder from your reminders page.  To create 
a new design submission, select Create New from the left 
hand side menu then click Design Submission.

Title
Type the title of this 
design submission into 
the title text box.

Details
Type the detail of this 
design submission into 
the Submission Details 
text box.

Design submission 
type
Select the design 
submission type by 
clicking the radio button 
next to either Works 
design submission 
or Equipment design 
submission.

Common language 
reference
The common language 
reference field is not 
required, but can be used 
by typing into the text 
boxes.

Send / Progress
When complete, click 
Send / Progress to 
communicate.
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Reply to a design submission

Reply to a design 
submission (Employer 
only)
To reply to a design 
submission, click on the 
event from the Design 
register or click on the 
reminder from your 
reminders page.

View submission
To view the detail and 
reply of the design 
submission from the 
register, click the plus icon 
on the left hand side of the 
row containing the event.  
To minimise this row, click 
the minus icon.

Accept design
To accept a design 
submission, click on the 
Accept design radio 
button.

Withhold acceptance
To withhold the 
acceptance of a design 
submission, click on the 
Withhold acceptance 
radio button.  A reason 
must then be selected as 
to why acceptance has 
been withheld.

Reply details
A reply to a design 
submission requires some 
detail.  Type this in the text 
box.

Send / Progress
When complete, click 
Send / Progress to 
communicate.
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Submit a forecast to Completion

Submit a forecast to 
completion
A Contractor can create 
a forecast to Completion 
from the left hand side 
menu by selecting 
Create New then clicking 
Forecast To Completion.  
The Employer can see 
this draft and edit it, 
however the Contractor 
is the only Party that can 
communicate it.

Detail
A forecast to Completion 
requires an explanation 
of the changes since the 
previous forecast.  Type 
this in the text box.

Title
A forecast to Completion 
requires a title.  Type this 
in the text box.

Send / Progress
When complete, click Send 
/ Progress to communicate 
this.

Forecast figures
Go to the Detailed Profile 
tab and type the current 
forecast figures into either 
the Current Actual column 
or the Current forecast 
column.

Add period
If an extra period (month) 
is required in the Detailed 
Profile tab to complete the 
forecast to Completion, 
click Add Period.
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Submit an application for payment

Submit an application for payment 
(Contractor only)
To submit an application for payment, click 
on either the existing event from the payment 
register or click on the reminder from your 
reminders page.  To create a new application for 
payment, select Create New from the left hand 
side menu then click Application for Payment.

Price for Services 
Provided to date
Type the Price for Services 
Provided to Date into this text 
box.  Please note that this is 
a cumulative amount to date.

Other amounts to be paid or 
retained
Type any other amounts to 
be paid or retained into this 
text box.  Please note that 
this is a cumulative amount 
to date.

Send / Progress
When complete, click Send 
/ Progress to communicate 
this.

Details
An application for payment 
requires some detail.  Type 
this in the text box.

Finance code
Similar to the Cross Ref field, 
the Finance Code is an area 
where other systems outside 
of CEMAR can be referenced.  
Enter a Finance Code here.

Select an assessment 
date
This application for payment 
requires an assessment date.  
This is done by selecting 
from the date picker of the 
Application tab.
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Certify a payment assessment

Certify a payment assessment 
(Employer only)
To certify a payment assessment, click on 
either the existing event from the payment 
register or the reminder from your 
reminders page.  To create a new payment 
assessment, select Create New from the 
left hand side menu then click Payment 
Assessment.

View application for 
payment
To view an application 
for payment, click the 
Application tab.

Use Employer’s corrected 
assessment
To correct the Contractor’s 
assessment, select Use 
Employer’s corrected 
assessment and continue to 
fill out the details of the form 
shown.

Price for Services 
Provided to date
Type the Price for Services 
Provided to Date into this 
text box.  Please note that 
this is a cumulative amount 
to date.

Other amounts to be 
paid / retained
Type any other amount to 
be paid / retained into this 
text box.  Please note that 
this is a cumulative amount 
to date.

Mark as paid
After this payment assessment 
has been certified, the 
Employer may later mark it as 
paid by clicking the checkbox 
for Payment has been made 
for this application then 
selecting a date from the date 
picker.

Use Contractor’s 
assessment
If the Contractor’s assessment 
is satisfactory, select Use 
Contractor’s assessment.

Send / Progress
When complete, click 
Send / Progress.
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Raise a technical query

Raise a technical query
To create a new technical 
query, select Create New 
from the left hand side menu 
then click Technical Query.

Description
A technical query requires 
some detail.  Type this in the 
text box.

Title
A technical query requires a 
title.  Type this in the text box.

Send / Progress
When complete, click Send 
/ Progress.  This will open 
the Discussion tab to both 
Parties and the reply tab to 
the other Party.  The reply is 
for the Party responding to 
the query.

Discussion tab
To discuss the technical 
query, click New and enter 
the text into the pop-up 
window.  Both Parties can 
discuss the technical query.

Send / Progress
When complete, click Send / 
Progress.  Only the Party that 
did not author the technical 
query can reply.

Reply details
To add detail to this technical 
query reply, type in the text 
box.

27



IntroductionNavigationContract eventsAnalytics
Quick Start Guide

Version 2.2

IntroductionNavigationContract eventsAnalytics

Notify a test / inspection

Notify a test / inspection
To create a new test / 
inspection, select Create 
New from the left hand 
side menu then click Test / 
Inspection.  Both Parties can 
create a test / inspection, 
however only the Employer’s 
team can communicate the 
results.

Works Title
A test / inspection requires a 
title.  Type this in the text box.

Description
A test / inspection requires a 
description.  Type this in the 
text box.

Date
Select the date and time 
when this test / inspection 
will be carried out by clicking 
on the date and time pickers.

Notify a Defect
When this test / 
inspection result has been 
communicated, the option to 
notify a Defect will become 
available.  To create a Defect 
from this test / inspection, 
click Notify Defect.

Change status
To change the status of this 
test / inspection to 'Dead' 
click this checkbox.

Result description
To input a result, click on the 
Result tab where the result 
of this test / inspection will 
require a description.  Type 
this in the text box.
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Instruct a search

Instruct a search
To create a new search, 
select Create New from 
the left hand side menu 
then click Search. Title

A search requires a title.  
Type in the text box.

Description
A search requires a 
description.  Type in the 
text box.

Send / Progress
When complete, click Send 
/ Progress.

Change status to Dead
The status of the search can be 
changed to Dead.  This is done 
by clicking on the checkbox 
labelled The status of this 
search is ‘Dead’ inside the 
event form.
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Notify a Defect

Notify a Defect
To create a new Defect, 
select Create New from 
the left hand side menu 
then click Defect.

Title
A Defect requires a title.  
Type in the text box.

Description
A Defect requires a 
description.  Type in the 
text box.

Send / Progress
When complete, click Send 
/ Progress.

Notify test / inspection
After notification, a test / 
inspection can be drafted 
directly from this Defect 
by clicking Notify Test / 
Inspection.

Defect state
After notification, the option 
to change the status of 
this Defect to corrected 
or accepted becomes 
available.  To change the 
status, click This Defect 
has been corrected or This 
Defect has been accepted.  
If the latter is selected, a 
pop-up will appear to link 
this acceptance to an EI.  
When this EI is selected, 
click Link.
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Communicate a general communication

Communicate a 
general communication
To create a new general 
communication, select 
Create New from the left 
hand side menu then click 
General Communication.

Recipients
This general 
communication must 
be sent to at least one 
member of the other 
Party.  To add recipients, 
click To... then select the 
recipients from the list.  If 
an external email address 
is required, type it into the 
bottom text box of the  
pop-up form.

Mark as private
To mark this general 
communication as private, 
click the Mark as Private 
checkbox.  This will only 
allow the recipients 
to view this general 
communication (whilst the 
service is live).

Subject
A general communication 
requires a subject.  Type in 
the text box.

Reference
General communications 
can be themed with 
a reference.  Select a 
reference from the  
drop-down list.

Reply required
If a reply to this general 
communication is required, 
click the Reply Required 
checkbox and select a 
date from the date picker.

Communication
Type the information to be 
communicated in the text 
box.

Attachment options
To include this general 
communication as an 
attachment to the email 
alert, click this checkbox.

Attachment options
To include the attachments 
to this general 
communication as an 
attachment to the email 
alert, click this checkbox.

31



IntroductionNavigationContract eventsAnalytics
Quick Start Guide

Version 2.2

IntroductionNavigationContract eventsAnalytics

Alert manager approvals
Approvals
There are three types of approvals; alert manager, multiple approvals and global approvals.  
Each is explained in this Quick Start Guide, beginning with the simplest approval set-up of 
alert manager.  If you are unsure which approval type you have, please ask your Superuser.Team drafter user

A team drafter user cannot 
typically communicate 
and will have to alert 
their manager to send a 
communication.  After clicking 
Send / Progress, the pop-up 
window will give the option 
to Alert Manager.  This 
will email all of the alerted 
managers who can then send 
this communication.  The 
event will show in the Internal 
Alerts register.

Full permissions user
A full permissions user 
typically has the ability to 
communicate.  Both the 
Alert Manager and Send 
Communication options will 
be available after clicking 
Send / Progress.  Clicking 
Alert Manager will email 
all of the alerted managers 
who can then send this 
communication.  The event 
will show in the Internal Alerts 
register.

Alerted manager
When events require approval, the alert icon 
will be shown in the top left hand side of the 
screen.  Clicking the alert icon will show the 
Internal Alerts register.  To open the event 
form, click on the event.

Communicate the event
There are two ways to communicate the event.  
Both start with clicking Send / Progress in the 
event window which will show the window 
below.  The simplest option is to click Send 
Communication to communicate the event to 
the other Party.  The second option is to click 
Add/View Approval Commentary then click 
Perform Action to show the drop-down list of 
options, then click Send Communication.
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Multiple approvals
Multiple approvals
This approval type sends the communication to a group of approvers.  Each approver must give approval before the 
communication can be communicated.  There can be a different set of approvers for different event types.

Non-approver
A non-approver cannot approve any events and will have 
to seek approval to send a communication.  After clicking 
Send / Progress, the pop-up window will give the option to 
Seek Approval.  This will email all of the approvers of this 
communication.  The event will show in the Internal Alerts 
register.

Approver
An approver will have to give approval along with any other 
approvers to send a communication.  After clicking Send / 
Progress, the pop-up window will give the option to Seek 
Approval or to Approve without Sending. This will email 
all of the approvers of this communication.  The event will 
show in the Internal Alerts register.

Final approval
For the event to be communicated, all of the approvers 
must approve the event before it can be sent.  The final 
approver will see the Approve and Send Communication 
button which, when clicked, will communicate the 
event.  The other option is to click Add/View Approval 
Commentary then click Perform Action before selecting 
an option from the drop-down list.

Approvals commentary
The Approvals Commentary states who has given their 
approval and who is required to give their approval 
before the event can be communicated.
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Global approvals
Global approvals
This approval type sends the communication to a group of approvers.  Unlike multiple approvals, 
only one approver must give approval before the communication can be communicated.

Internal alerts - Team to Manager tab
The internal alerts register is different when 
using global approvals.  There are three tabs, 
the first of which is Team to Manager.  All draft 
users will have to click on Alert Manager 
after they have clicked Send / Progress.  The 
communication will then be sent to all alerted 
managers who can then Seek Approval.  This 
event will be placed in the Team to Manager tab 
of internal alerts.

Internal alerts - Manager to Approver tab
The Manager to Approver tab shows all events 
which require approval from an approver.  
Alerted managers and users with full permission 
will see the window below after they have 
clicked Send / Progress.  They will have the 
option to Seek Approval, the communication 
will then be sent to all approvers.  This event 
will be placed in the Manager to Approver tab of 
internal alerts.

Internal alerts - Approver to Manager tab
The Approver to Manager tab shows events which have 
been pushed from an approver to a manager that have 
not been sent.  An approver has three options; to Approve 
and Send Communication, to Approve without Sending 
Communication or to Request More Information.  If the 
option to Approve without Sending Communication is 
chosen from the Approvals Commentary window, the event 
will be placed in the Approver to Manager tab.  These 
events will be marked as approved and are ready to be 
communicated to the other Party by an alerted manager.  
If Request More Information is selected, the approver 
can give a comment, then the event will be placed in the 
Approver to Manager tab but will show that approval has 
not yet been given.

What a Draft user will see.
What an Alerted Manager who 
is not an approver will see. What an Approver will see.
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Navigating Analytics Select Contracts icon
Click the Select Contracts 
icon to select which 
contracts CEMAR 
Analytics will report on.

Select contracts
Analytics will only report 
on the Contracts that 
have been selected.  To 
select a Contract, click on 
the checkbox next to the 
Contract title.

Filter by...
There are several options 
to filter Contracts.  Type into 
the boxes or click the box to 
view the options.  This will 
alter the list of Contracts to 
the right hand side of the 
filters.

Framework(s)
If framework(s) have been 
used, select them by clicking 
on the checkboxes to filter 
the list of Contracts to the 
right hand side.

Show...
Both Active and Archived Contracts 
can be viewed in Analytics, 
select an option by clicking the 
appropriate checkbox.

Switch module
Click the Switch 
Module icon then 
select an option from 
the list. 

Display by Date Type...
The reports built by Analytics 
can show the data by Calendar 
month or Financial Quarter.  
Select a choice by clicking the 
checkbox.

Selection...
Click Locked to selection then the checkbox next each 
Contract to report on its contract events.  If you would 
like the Contract selection to adjust depending on the 
criteria selected, click Dynamic based on criteria and 
continue to select from the filter options below.

Navigating the 
menu
Clicking on an icon 
in the left hand 
side menu will offer 
more options to 
view favourites, 
dashboards, groups, 
aggregated registers, 
charts, reports or 
help and support.
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Reports

View reports
To view the list of reports, 
hover over the left hand side 
menu and select Reports 
then either Aggregated or 
General.

Open a report
To open a report, click the 
white box with the title of the 
report you require or click 
the open icon to the right of 
the report.

Expand sections
To expand the Aggregated 
or General Report section, 
click the down arrow next to 
the title.

Print
Click the print icon to bring 
up the print window.

Download
Click the download icon to 
bring up a list of available 
file types.  Select a file type 
and click Download / Export.

Add to group
Click the Add to group icon 
to add the report to a group.  
Either create a new group 
and add the report to it, or 
add the report to an existing 
group.

Favourites
To add a report to favourites, 
click the favourite icon.  
These reports / charts 
will then be listed in the 
favourites section found in 
the left hand side menu.
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Filters

Filters
The filters shown are taken directly from the 
aggregated compensation event report.  Many of 
these filters are available across Analytics.

Show by Party...
To filter the report by Party 
select either Party 1 (Employer 
/ Project Manager) or Party 
2 (Contractor / Consultant).  
In a subcontract Party 1 = 
Contractor and Party 2 = 
Subcontractor.

Title, Author, Cross ref 
contains...
Type a title, author or cross ref into 
the relevant fields to only show 
events which contain the keyword.

Show events that / where...
These filters will change depending 
on which report is being viewed, 
in this case the filters are 
compensation event specific.  Click 
the checkbox to show the events 
that (for example) are implemented.

Type, origin or category
To filter by type, origin or category 
select the appropriate drop-down 
box and choose an option from the 
list.

Filter by price
Choose an option from 
the drop-down list (shown 
right) and type in a price 
to filter by price.

Days change is...
Click the days change is... 
checkbox then choose an 
option from the drop-down list 
and type the number of days to 
filter by days change.

By date of
Select by date of notification or 
implementation from the  
drop-down list then select from the 
dates.

By period or by date
Select the by date or by period 
checkbox.  The by period date 
picker can be dragged by clicking 
either end point.

Filter by Contract type
Click the checkbox next to the 
Contract type to show the relevant 
Contracts. 
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Favourites

Favourites
To view favourites, hover over the 
left hand side menu and click on 
Favourites then select an option 
from the list.

Add a favourite
To add a report or chart to 
favourites, click the favourite 
icon.  The icon will change colour 
to yellow.  These reports / charts 
will then be accessible in the 
favourites section found in the 
left hand side menu.

Edit favourites
To edit the order of the  
favourites, click the edit icon.  
This will bring up the drag & drop 
function shown below.

Re-order favourites
After clicking the edit icon, the 
drag & drop reordering page will 
be shown.  To reorder the reports 
/ charts, simply click and drag the 
report to where it should show 
on the favourites page.  When 
complete, click the close icon.

Remove favourite
To remove a favourite, click on 
the favourite icon and it will be 
immediately removed from the 
page.
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Charts - last period data

View charts
To view the list of charts 
available in Analytics, hover 
over the left hand side menu 
and click Charts then select 
from Communications / 
Behaviours, Cost, Quality, 
Risk or Time.

Expand sections
To expand a section, click the 
down arrow next to the title.

Last period data
To view all data from the last 
period (either calendar month 
or financial quarter) click Last 
Period Data and view the 
report to the right.

This chart
This example is from the 
Communications / Behaviours 
section of charts and is called 
Communications dealt with 
on time.

Filters
To filter the data on this report, 
click the drop-down box and 
select the communication type 
that should be included.

Description
Each chart / report has a 
description to the bottom 
left hand side of the pop-up 
window.  This will give an 
explanation of the chart / 
report.

Last period data report
The information shown in this 
chart / report is from the last 
period.  Each chart has this 
option.
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Charts - side by side and stacked

Side by side
Selecting Side by Side 
will break up each 
Contract and show them 
independent of each other 
on the same report.  This 
may be useful when there 
are not many Contracts 
selected.

Stacked
Selecting Stacked will 
stack all events from one 
Contract in one column.  
This may be useful where 
there are many Contracts 
selected.

Print
Any report or chart can 
be printed by clicking the 
print icon.

Export
Any report or chart can be 
exported by clicking the 
export icon.
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Registers - summary totals

Summary totals
To view the summary totals 
sections, hover over the left 
hand side menu, click on 
Registers then Summary 
Totals and select an option 
from the list below.

Price summary totals
This registers shows the 
pricing summary totals across 
all selected Contracts.

Contract price
The original 
Contract Price 
is shown in this 
column.

Change to the prices
The change to the Prices 
due to implemented 
compensation events is 
shown in this column.

Current Total of the Prices
This column totals the Contract 
Price and adds the change to 
the prices due to implemented 
compensation events.

Check the filters
Click the filter icon to select an 
option.  This register allows for 
filtering by Contract type.  It is 
important to check which filters are 
offered on each report / chart.

Latest quotations
This column totals 
current quotations.

Proposed Total of the 
Prices
This column totals 
current quotations and 
the current Total of the 
Prices.

Forecast to 
Completion
This column totals 
the latest forecast to 
Completion.

Difference
The difference column is 
the difference between 
the proposed Total of the 
Prices and the forecast 
to Completion totals.

Totals row
The bottom row of this 
page totals all of the 
above columns to show 
the summary totals 
across all Contracts.
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Registers - aggregated events

Aggregated events
To view aggregated events, 
hover over the left hand side 
menu, click on Registers then 
Aggregated Events and select 
an option from the list below.

Aggregated early warnings
This register shows all the early 
warnings across all selected 
Contracts.

Expand rows
To expand and contract rows, 
click the plus and minus icons.

Filters
The filters change dependant 
on the report / chart / register 
type.  These are the filters 
available in the aggregated 
early warning register.
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Groups - creating and opening

Groups
To view groups, hover over 
the left hand side menu, click 
on Groups then select an 
option from the list below.

Add to group...
To add to a group or create 
a group, click the group icon 
next to any report or chart.

Select a group
To add to an existing group, 
click the title of the group 
from the drop-down list then 
click Add to selected group.

Create new group
To add to a new group, click 
on Create New Group then 
fill out the form detailing 
a new group name and 
description then click Create 
and add to group.

Open report / chart
To open any individual report 
or chart within the group 
click on the report / chart.

Open group
To open a group, click the 
title of the group and view 
the reports / charts on the 
page that follows.

What are groups?
Groups allow each user to build a bespoke selection of reports in order to save time when 
needing to provide standard, regular reporting over a consistent set of metrics.
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Groups - editing and exporting

Edit group
To edit a group, click the edit 
icon.

Delete group
To delete a group, 
click the delete icon.  

Download / export
To download and export a 
group, click the download / 
export icon.  Then select a file 
type from the drop-down list 
and click Download / Export.

Exported group
The exported group will 
have the company logo, title 
and description on page 1, 
followed by a contents page 
detailing what is in the group 
on page 2.

Remove report / 
chart
To remove a report / 
chart from the group, 
click the X to the 
right of the title.
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Dashboards - create and open

Dashboards
Click on Dashboards then 
select from the options below. Create new dashboard

To create a new dashboard, 
click the plus icon then type a 
title into the pop-up window.

Create new or clone
When creating a new 
dashboard, the user has the 
option to create a New Empty 
Dashboard or to Clone From 
Existing... 

Open a dashboard
To open a dashboard, click 
the open icon or anywhere 
within the white box of the 
dashboard.

My dashboard
To view the dashboard library 
or my dashboards, click the 
arrow next to the title.  This 
will expand the row to show 
the dashboards.
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Dashboards - edit

Save dashboard
To save a dashboard, 
click the save icon.

Delete dashboard
To delete a dashboard, 
click the delete icon.

Close editing of 
dashboard
After the dashboard 
has been edited and 
saved, click the X icon 
to leave the editing 
function.

Widgets
Drag and drop 
widgets from the 
selection to the 
dashboard.

Resize widgets
To resize the widgets, 
click and drag the 
bottom right corner  of 
the widget and move it 
to the location of your 
choice.

Edit dashboards
To edit a dashboard, select 
the pencil icon.

Print dashboards
To print the dashboard, 
click the print icon and 
select from the options 
shown.
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We offer a range of support services to help our users progress their 
NEC skills and to assist the delivery of projects on time and on budget.

Support Services 

neccontract.com
t  +44 (0)20 7665 2446
e  info@neccontract.com

NEC3: Introduction to the Term 
Service Contract (TSC)

NEC3: TSC Pre and Post-Contract 
Workshop

NEC3: E� ective Management of 
the CCS FM Framework

We o� er classroom, 
in-house and online 

training. Whether you 
are a newcomer to NEC 
or an expert, we have 

training courses to suit 
your needs.

Our consultancy 
services provide 

guidance and 
assistance to the 

project management 
teams who are using 

the contracts.

Our programme 
of events includes 

conferences, 
workshops, brie� ngs 

and site visits. The free 
NEC webinars provide 
insight into di� erent 
topics directly from 

your desk.

NEC Contracts can 
be used in a wide 

variety of commercial 
situations. Each 

contract is supported 
by associated guidance 
notes and � ow charts. 

The NEC Users’ Group 
is an international 
community of NEC 

users, with more 
than 450 members, 

representing 
and connecting 

organisations from 
cross the supply chain.

Training Consultancy Events and 
webinars

Contracts and 
Guidance

Users’ Group

Available training courses:

NEC Story: Magnox Nuclear 
Power Station Decommissioning
Magnox Limited operates ten licenced nuclear 
sites across Britain on behalf of the Nuclear 
Decommissioning Authority (NDA). In 2010, 
Magnox rationalised its supply chain using 
common NEC3 terms of engagement. At the 
same time, CEMAR’s adoption across Magnox’s 
national portfolio began. CEMAR has administered 
thousands of communications across hundreds of 
contracts with every communication compliant, 
accessible, auditable and consistent.

Read full story 
neccontract.com/casestudies

NEC3: Quality Management in the 
Term Service Contract (TSC)

NEC3: Managing the TSC 
Contractor’s Plan and Programme

NEC3: TSC Service Manager 
Accreditation
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