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Brent Slade
Callout
1. Verify role.

Brent Slade
Line
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Brent Slade
Callout
Click "Contract Progress".
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Brent Slade
Callout
Enter your Contract Number.
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Brent Slade
Callout
1.  Click the row action button for the contract.
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Callout
2.  Click "Open".



6 Updated 11/24
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Callout
Click the "Change Orders" tab.
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Callout
Click "Add".
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Callout
NOTE:  The Change Order Date defaults to today's date.
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Callout
1.  Enter a General Description about the entire Change Order.  Example:  If the Change Order is all Asphalt Items, then you could put "Asphalt Items".
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Callout
NOTE:  The Author defaults to whom ever is logged in.
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Callout
2.  Select the Change Order Type from the drop down.  Options are "ITEM","TIME", "SPEC", "ITEM & TIME", "ITEM & SPEC", "SPEC & TIME", "ITEM, TIME, SPEC".
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Callout
3.  Click "Save".
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Callout
1.  Enter the order in which you want the Explanations to show on the report.  Start with 1.
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Callout
2.  Press "ENTER" and select the appropriate Explanation from the list.  This should only be used for "YEST TIME CO", "NO TIME CO", "ADD SPEC", and "DELETE SPEC".
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Callout
3.  ONLY enter an Explanation in this box IF this is a Specification Change Order.  It must start with the exact Spec Number.
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Callout
4.  Click "Save".

Brent Slade
Text Box
Pages 9-35 pertain to specific items on a Change Order.  Not all apply to your specific Change order.
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Text Box
See pages 31-33 to view where an Explanation(s) shows up on the report.



10 Updated 11/24

Brent Slade
Callout
1.  Click the "Increase/Decrease Items" tab, IF applicable.
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Text Box
Pages 10-13 are for adding Increase/Decrease Items to a Change Order.
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Callout
2.  Click "Select Items".
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Brent Slade
Callout
Either enter the item or click "Show first 10".

Brent Slade
Line
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Callout
NOTE:  You can filter the results by "Category".
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Callout
1.  Select the Item(s) to be added for Increase/Decrease.
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Callout
2.  Click "Add to Change Order".
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Text Box
See page 33 to view where Explanations show up on the report.
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Callout
1.  Enter the quantity of the change to quantity for this item.
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Callout
2.  Enter the order in which you want the Explanations to show on the report.  Start with 1.
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Callout
3.  Press "ENTER" and select the appropriate Explanation from the list.  Only use "FINAL QTY" or "TENT QTY".
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Callout
4.  Enter a Supplemental Explanation to better explain the change.  This is where the "Who, What, Where, When. and Why" should go.
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Callout
5.  Click "Save".
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Brent Slade
Callout
ONLY click "Balance Compete Items" if you are balancing items that have been marked as "Complete" on the Item.
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Text Box
Pages 14-17 are for adding items that have been marked as "Complete" so the system will balance them automatically.  For instructions on how to mark a line(s) as "Complete", please refer to the "Items User Guide".
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Brent Slade
Callout
Either enter the item or click "Show first 10".

Brent Slade
Line
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Callout
1.  Select the Item(s) you want to balance.
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Callout
2.  Click "Balance Completed Items".
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Brent Slade
Text Box
See page 33 to view where Explanations show up on the report.
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Callout
1.  Enter the order in which you want the Explanations to show up on the report.  Start with 1.

Brent Slade
Callout
2.  Press "ENTER" and select the appropriate Explanation from the list.  Only use "FINAL QTY" or "TENT QTY".

Brent Slade
Callout
3.  Enter a Supplemental Explanation to better explain the change.  This is where the "Who, What, Where, When, and Why" should go.
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4.  Click "Save".
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Text Box
Pages 18-20 are for adding a NEW Item to a Change Order.
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Callout
1.  Click the "New Items" tab.
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2.  Click "Select New Item".
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Callout
1.  Search for the Item that you are adding.  Must be entered.
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Callout
2.  Select the appropriate Category for the new Item to be placed.
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Callout
3.  Click "Add to Change Order".
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Brent Slade
Text Box
See page 33 to view where Explanations show up on the report.
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Callout
NOTE:  The Item Numbers are automatically set to the next available number.

Brent Slade
Line
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Callout
1.  Enter the Approved Quantity.
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2.  Enter the Approved Unit Price.
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Callout
3.  IF the Item is "Non-Part", enter "NON PART".
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4.  Enter the order in which you want the Explanation to show on the report.  Start with 1.
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NOTE:  The "Funding" will automatically populate.
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Callout
5.  Press "ENTER" and select the appropriate Explanation from the list.  Only use "FINAL QTY" or "TENT QTY".
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6.  Enter a Supplemental Explanation to better explain the change.  This is where the "Who, What, Where, When and Why" should go.
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Callout
7.  Click "Save".
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Text Box
Pages 21-24 are for adjusting Contract Time.
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Callout
1.  Click the "Time Adjustments" tab.
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2.  Click "Select Contract Time".
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Callout
Press "ENTER" to see the Available Time Types for your Contract.
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Callout
1.  Select the Time Type(s) that you are adjusting.
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Callout
2.  Click "Add Time Adjustments to Change Order".
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Text Box
NOTE:  IF you are adding enough Time to put the amount of Time into the next group of Cleanup Days, you will need to add Cleanup Days as well.
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Callout
1. Enter either the number of days you want to add/subtract from the contract or the adjusted Calendar Completion Date.
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Line
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2.  Enter the order in which you want the Explanations to show on the report.  Start with 1.
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Callout
3.  Press "ENTER" and select the appropriate Explanation from the list.  Only enter "FINAL QTY" here when changing time.
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4.  Enter why you are adjusting time and who approved adjusting the time.
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Text Box
See page 33 to view where Explanations show up on the report.
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5.  Click "Save".



THE NEXT PAGES ARE FOR THE PROJMAN_KS_AREA ROLE ONLY. 
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Verify your role.
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2.  Click the "Approval Tracking" tab.
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3.  Click the action button next to "Add Approval Group".
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4.  Click "Assign Default Approval Groups".
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1.  Review the Change Order items.
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1.  Click the component action button.
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2.  Click "Submit for Approval".
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3.  Click the "General" tab.
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Callout
Click the "CO Report" link.
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Text Box
Pages 31-37 are for the approval process of the Change Order.  The process is the same for all levels.  The role is the only thing that will change.
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Callout
Verify correct role.
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Callout
Click "Change Order".
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Callout
Enter the Contract Number.
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Click the Change Order number.
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1.  Review the Items on the Change Order by clicking the different tabs.
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2.  Click the component action button.
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3.  Click either "Approve", "Change to Draft", or "Reject".
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1.  Click the "Approve" check box.
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2.  Enter Comments, IF needed.
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3.  Click "Save".
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Callout
Click the "Approval Tracking" tab.




