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Connecting to the Commissioning Portal  

Connect to the Internet and open the web browser of your choice, in the address bar type the address 

of the commissioning portal below or click on the link 

http://cx.bvhis.com 
 
Note:   There is no "www" at the beginning of the site address. 

Sign on and Sign off 
Once the site has finished loading, you will see the login screen show in Figure 1 below.  If you have 

already been provided with a username and password by BVH then enter it in the proper fields and click 

the Sign In link.  

Note: 
Your username is 
typically your full email 
address.  Please ensure 
the Commissioning 
Provider has your most 
up to date email 
address. 
 

 

 

Navigating the Commissioning Portal  

When navigating between sections of the portal please use the links at the top of each page.  When 

responding to issues please use the provided links, such as Ψ.ŀŎƪ ǘƻ LǎǎǳŜǎΩ, to return to your previous 

ǇŀƎŜΦ  ¦ǎƛƴƎ ǘƘŜ ǇƻǊǘŀƭΩǎ ƭƛƴƪǎ ŜƴǎǳǊŜǎ ŀƭƭ ƻŦ ǘƘŜ  ƛƴŦƻǊƳŀǘƛƻƴ ȅƻǳ ǎŜŜ ǿƛƭƭ ōŜ ǘƘŜ Ƴƻǎǘ ǳǇ ǘƻ ŘŀǘŜ ŀƴŘ 

include any items just entered from another  page.  Using your browsers back button will only return 

you to the instance of page you previously viewed including any old data.  In some instances it can even 

generate an error that will require you to sign out of the Commissioning Portal, close your browser, then 

return to the page and sign in again to continue working.  

 

  

Figure 1 

http://cx.bvhis.com/
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Project Selection  

After you have signed onto the Commissioning Portal the project selection screen shown in Figure 2 

below will appear.  Select the project you are working with via the drop down menu, and then click on 

the Ψ9ƴǘŜǊ tǊƻƧŜŎǘΩ link. 

Note: 
 If you are involved with 
multiple commissioning 
projects, they should all be 
listed in this pull down 
menu.  You are only given 
access to projects that you 
are involved in and been 
assigned to by BVH. 
 

Project Summary  

Once you have selected and entered a project from the Project Selection page you will be taken to the 

project summary screen shown in Figure 3 below.

 

Figure 3 

This screen indicates the name of the project, the owner, the lead Commissioning Provider (Lead CA), 

and other information about the project along with a brief description of the project itself.   To contact 

Figure 2 
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the lead Commissioning Provider via email click on the email address listed and a new message will open 

in your default email program already addressed to the Lead Commissioning Provider. 

Additionally, there is a list of the statistics regarding the issues or deficiencies documented to date on 

the project such as the total number of issues identified and the number of outstanding issues not yet 

responded to. 

An important statistic to note is the line that indicates when new issues have been last posted.  This will 

be useful when responding to outstanding items.  As an example, if the "New Issues Posted On" date has 

not changed since the last time you responded to new items, there are no new items for you to respond 

to. 

Note:   This does not mean that the responsibility of items has not changed from one party to another 

since that date.  You should still review the issues log for any items assigned to you. 

Respond to Issues 
See instructions under the Responding to Issues section of the Issue Log for more detailed information. 

View Contact Page 
To Display a list of all of the current commissioning projects Contacts click on the Ψ±ƛŜǿ Contact PageΩ 

link located in at the bottom of the Project Summary page.  This will create a PDF file, which may be 

printed or saved to your computer, containing a listing of all the jobs contacts including their trades, 

phone numbers, and email addresses. 

Once you have completed viewing the Contact list you must use the .ǊƻǿǎŜǊΩǎ .ŀŎƪ ōǳǘǘƻƴ to return to 

the project summary screen.  

View Issue Log 
The Ψ±ƛŜǿ LǎǎǳŜ [ƻƎΩ link Located in the bottom right of the Project Summary page will direct you to a 

table of all the documented Issues/deficiencies for the project.  For more detailed instructions see the 

Issue Log Section of this Manual. 

Issue Log 

After clicking on the View Issue Log link from the Summary Page you will be taken to the Issue Log page 

for the current project shown in Figure 4.  This Issue Log displays a table of all the documented Issues 

and deficiencies for the commissioning project.  

Note:  It may take a few moments for the table to finish loading and display all of the issues for a 
project, as the table may contain many items.  Please be patient and do not click on the page 
until it has finished loading.  
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The Issue Log may consist of multiple pages depending on the number of items.   Each page of the Table 

can contain up to 50 items.  The scroll bar on the right of the table will allow you to scroll to the bottom 

of the grid and view all 50 items on that page.  If there are more than 50 items then you will need to 

continue on to the next page of the grid to view additional items.  You can change the page of the table 

you are viewing by clicking on the Next Page button at the bottom of the table, or selected the page 

number you wish to view.  

Filtering and Sorting the Issue Log 
The Issue Log may be filtered by using the pull down menus show in Figure 5 below. 

Figure 5 

Figure 4 
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 The Issue Log table may be filtered by both trades (Mechanical Contractor, Electrical Contractor, Etc.) 

and by the Status of an item (Open, Closed, Pending Verification) Filtering the Issue Table will allow you 

to review only those items belonging to a particular trade and status reducing the number of items 

displayed. 

Note:  The Filters apply to both the displayed table and the printable Reports. 

The Issue Table may also be sorted by any of the columns displayed in either ascending or descending 

order.  To sort the table by one of the columns click on the header of that column.  A small arrow will 

appear to the right of the column title pointing either up or down depending on if the column is sorted 

in ascending order or descending order.  To change the direction the table is sorted click on the same 

column header again.  To return to the default sorting order of the table, sort by the No. column. 

Add Issues to Log 
The Ψ!ŘŘ LǎǎǳŜǎ ǘƻ [ƻƎΩ link, shown in Figure 6, may be disabled depending on your permissions.  Only 

the commissioning provider can add new issues to the Issue Log. 

Project Contacts  
See detailed instructions 

under the View Contact 

Page Section of the 

Manual. 

Action Codes 
To display a key for the Action by column click on the Action Codes link at the bottom of the page, 

shown in Figure 6.  This will create a dialog box displaying each abbreviation used in the Action by 

column and their corresponding company names.  

Printable Version  
To display a printable version of the Issue/Deficiency Log click on the Printable Version link located at 

the bottom of the page, shown in Figure 6.  This will create a PDF file that can be easily printed or saved 

to your computer.  Once you are finished with the printable report you must use the .ǊƻǿǎŜǊΩǎ .ŀŎƪ 

button to return to the Issue log page. 

Note:  It may take a moment for the PDF file to be generated and open please be patient and wait for it 

to complete.  

Responding to Issues 
To respond to Issue in the Issue log first select the row of an issue you would like to respond to then 

click the Respond to Issues Link found in the bottom right of the Issue Log page.  This will direct you to a 

new page to enter in your response shown in Figure 7. You can also get to this page using the link found 

on the Summary Page. 

Figure 6 
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There are fields to display the Project Name, Item Number, Item Tag, Item Status, Item Description, who 

is responsible for the item, and all previous responses. The last field is where you will enter your new 

response to be added to an item, this is the only field you will be able to type in all the other field are for 

information only and may only be changed by the Commissioning Agent.  You will only be able to 

respond to items in which your company is listed in the "Action By" column and have a status of "Open".   

 

Figure 7 

The Item number pull down allows you to switch easily between item rows simply by changing the 

number; the other fields on the page will change accordingly with the information for the new item.  

This can be extremely useful when you have many items to respond to.  If the item has been incorrectly 

assigned to your company, please respond to the item accordingly and the Commissioning Agent will 

correct the issue and assign it to the proper party.   

Tip:   To Quickly respond to many items it is suggested that you print a report of the Issue/Deficiency 

log filtered (See Filtering and Sorting section of the manual for instructions.) by your companies 

roll in the job prior to beginning your responses.  This will allow you to know the numbers of all 

the items you are responsible for and quickly switch between them without retuning to the Issue 

Log page and waiting for it to load. 
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Adding your Response  
To begin adding your response ensure that the proper item number is displayed in the pull down at the 

top right of the page.  Once the proper Item has been selected begin typing your response in the New 

Response field.  The date and name of your company will be automatically added before your response 

when you post the response, Please do not type them manually.  When you have completed the 

contents of your response, click the Ψ!ŘŘ wŜǎǇƻƴǎŜΩ Link to post your response to the issue log.  You 

should see the Previous response field update with your new response at the top.   

Once you have completed your response you may continue to response to additional items by switching 

the Item number pull down in the upper right to another number, or return to the Issue Log by clicking 

the Back to Issue Log Link in the bottom right of the page.  

Troubleshooting  

Frequently Asked Questions  
¶ How do I get a Username and Password? 

¶ I have a Username and Password, How do I Sign in? 

¶ I signed in, why do I get logged off automatically? 

¶ I forgot my username and/or password. 

 

How do I get a Username and Password? 

To create an account you will need to speak to the commissioning Agent in charge of your project.  He 

will require you to give him details such as your email address, company, and roll in the project. A login 

and password will be emailed to you after speaking with the Commissioning Agent. 

above 
 
I have a Username and Password, How do I Sign in? 
You should have received a username and password from your Commissioning Agent.  You can then visit 

the login page and enter your username and password to login. Please remember that your password is 

case sensitive so capital or lower case letters make a difference. 

above 
 
I signed in, why do I get logged off automatically? 
You will be automatically logged off after an administrator-defined length of inactivity, usually 20 

minutes.  This is a security precaution to prevent anyone else from using your login on a computer you 

used previous. 

above 
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I forgot my username and/or password. 
If you forgot your username and/or password you should contact your commissioning agent and he can 

supply you with your password and ensure your login works correctly.  Once you receive your username 

and password you can login. 

above 
 

Common Errors  
The following section describes common problems you may encounter while using the Commissioning 

Portal.  Listed here are solutions to the most common problems that may arise, if your problem is not 

solved here then please contact BVH for further support.  

Pop-Up Blocking:  If you are experiencing problems with not seeing additional windows that pop up as 

part of the portal, your explorer pop-up blocker may be active or third party internet security software 

maybe blocking those windows. 

To correct windows explorer from blocking the pop-up windows associated with the portal, you will 

need to go to the tools drop down menu in explorer.  Access the pop-up blocker, then pop-up blocker 

settings. 

In the pop-up blocker settings window, you must add 

the BVH portal website address to allow pop-ups 

when visiting this site.  Enter the following address, 

cx.bvhis.com, then click add and close the window 

when finished. 

If other third party internet security software is blocking the pop-up windows, you will have to consult 

ȅƻǳǊ ǳǎŜǊΩǎ ƛƴŦƻǊƳŀǘƛƻƴ ŦƻǊ ǘƘŀǘ ǎƻŦǘǿŀǊŜ ǘƻ ŀƭƭƻǿ ǘƘŜ ǇƻǇ-ups when logged onto the commissioning 

website. 

 

Figure 8 

Figure 9 
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Problems with the Printable Version 
The Printable Version link on the webpage creates a PDF file and launches Adobe Acrobat Reader to 

display it.  If you are having problems with this feature, changing the following security setting in 

Internet Explorer, should make the Printable Version work properly.   

Start Internet Explorer.  Under the Tools drop-down menu, select Internet Options.  Select the Security 

tab at the top.  The window shown in Figure 10 below will be displayed. 

 When the Security Settings window is displayed select the Internet Zone near the top and then select 

the Custom Level button at the bottom of the Dialog. The window show in Figure 11 should be 

displayed.  Scroll down through the settings until you find Downloads, as shown in Figure 11 below.    

 

 

Enable the Automatic prompting for file downloads, then Select OK.  When you click on the Printable 

version link next time you should receive a message asking you to save or open the file.  Choosing open 

will allow you to view the report online, while save will save a copy to your local computer. 

Contact Support  
If the information in this manual does not help you to resolve your issue, Please contact the support 

staff by calling BVH at (860) 286-9171 and speaking to Greg Alverson (ex. 7478) or Tom Kazmierczak (ex. 

7452) 

 

Figure 10 Figure 11 


