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Subcontract Records

projects by both the Primes and
subcontractors so that the Prime can be

paid for the work.

The Subcontract Records enable PEs
to add, modify or delet '
names and the ltems they
to work on. The Ttem Prices in these

s reflect the amounts Primes will

¢ the subs as the work is

satisfactorily completed.

Identifying a sub as a Tier 11 allows
ate this record to a Parent

subcontactor which then pulls the

Parent’s Item list for selection - rather

the the entire Contract Item list.

Entering 205z with both the Effective
and Approval Date is a prerequisite
for being able to add subcontractors to
a SiteManager Daily Work Report, If
either of these dates are missing, the
subcontractor name will not be
available to select on a Daily Work

Report.

1.

Adding Subcontractors to Your Project

1.1. Navigation

From the Main Panel:
o Select Contract Administration
o In the Contract Administration screen, select Contract
Management
o Select the Services option at the top of the screen
*  Choose Keys
*  Select Contract
o In the Contract Management screen, select Subcontracts
o In the Subcontracts screen, select your Contract ID

1.2. Description Tab

1. Enter the three digit Subcontract Number from CDOT Form 205

2. Inthe Subcontractor field, right click on the mouse then select the
appropriate subcontractor

3. Enter the Effective Date and Approval Date

4. In the (Subcontract) SubCont Type field, click on the down arrow
to select the most common type of work on Form 205 or
Miscellaneous

5. In the Work Type field, click on the down arrow and always
select: 99999- Class 1- All Types of Work

6. Select Save
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Subcontract Items

The Subcontract Items tab
enables the Project Engineer
to add, modify, and delete
subcontract items.

If the subcontractor is a
hauler or supplier, the
subcontract will not have
items in the Subcontract
record. Instead, the total
Subcontract § Amount can
be entered on the This
Subcontract field of the
Description tab.

Pay items are frequently
split between multiple
categories. When such an
item is sublet. you need to
create multiple subcontract
item lines — one for each
category.

No Common Units

The “No Common Units™
unit of measure acts as a
wildcard, allowing the entry
of that Item on more than

one Subcontract record.

1.3. Items Tab
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In the Items folder tab, select New

In the Project Number (Prj Nbr) field, right click in the field and
select the appropriate project number

In the Line Item field, right click in the field and select the search
option to review and select the item from the master list

In the This Subcontract Quantity field, enter the quantity amount
located on Form 205

In the Unit field, enter the unit of measure located on Form 205
Enter the Price located on Form 205

Select Save

NOTE: When adding an item that is a partial item (two
contractors are performing work on the same item), make sure to

start by entering “No Common Units” in the Unit of Measure
field.




Stockpile Materials

The Stockpiled Materials
panel enables the Project
Engineer to select materials to
be stockpiled for items on the
contract and make initial
Pii_\-‘l‘l'l\',‘nl\'i 1o lhl.‘ contractor,

The panel displays contract
line item data in the top
window and stockpiled
material data for the selected
item in the bottom window.

I'his data 1s used by
SiteManager during estimate
generation to determine the
amount to be paid for the
initial payment and all
subsequent item installations.

The Initial Invoice Payment
field of the Stockpiled
Materials window will result
in a payment to the contractor
on the next estimate,

[T an item is made up of
multiple materials, create a
new stockpile for each
material using the same item
number.

A stockpile for an item can be
ished if another
delivery is made.
SiteManager will deplete the
first Stockpile before taking
from the second stockpile.

2.

Stockpile Materials

2.1. Navigation

From the Main Panel:

Select Contract Administration.

In the Contract Administration screen, select Contract Records.
In the Contract Records screen, select Stockpiled Materials.
From this screen, choose Keys.

Select your Contract ID.

From this screen, select the item you wish to stockpile.

O 0O O O O O

2.2. Services

Enter the Stockpiled Description.

Enter the Invoice Date.

Enter the Invoice Number.

Enter the Quantity.

Enter the Units.

Enter the Unit Price.

Enter the Conversion Factor. NOTE: This must ALWAYS be 1.

PNAIN R DD =

Invoice Amount field.
9. Select Save.

In the Initial Invoice Payment field, enter the amount that is in the

LT LI

®

QO OO

B Stockpiled Materials
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Daily Work Reports

At CDOT, the Inspector or
Project Engineer create daily
records of construction
activity in the Daily Work
Reports (DWR).

A DWR can be created for the
current day or a previous date.
However, you cannot create a
DWR for a future date.

Only one Daily Work Report
is allowed per person (Project
Engineer or Inspector) per
contract per day - no
duplicates allowed.

Once a DWR is created, it
cannot be deleted nor can the
date be changed. Only the
person who created a DWR
may modify it.

If you create a DWR with an
incorrect date, do not post any
work or items and do not
authorize it.

A DWR is a legal document
and a source document for the
work performed on the
project.

Remarks may also be included
in a DWR to record any
further observations of
contractor activity or project
conditions for that day.

COLORADO

Department of
Transportation

o\

3. Daily Work Reports

3.1. Navigation

From the Main Panel:

o Select Daily Work Reports.

o From the Daily Work Reports screen, select Daily Work Reports.
o From the Contract ID screen, select your Contract ID.

3.2. Daily Work Report Info Tab

1. Enter the new DWR (Daily Work Report) Date.
2. Select Save.

S| iteManager
Fle Edt Services ‘Window Hel 2
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3.3. Contractor Tab

1. In the Daily Work Reports screen, select the Contractor tab and
select NEW.

2. Click on the drop down arrow and select the Prime Contractor
and ALL active subcontractors.

3. Select Save.




3.4. Work Items Tab

Dai l}" Work Rt’.‘pOftS In the Daily Work Reports screen, select the Work Items tab.
Work Items 1. Inthis tab, enter the Placed Quantity.

2. In the Contractor drop down list, select the appropriate
Contractor. If the contractor does not appear, please see section

The Work Items tab allows 33,

you to view and record 3.  Enter the Location or the source document information (i.e.,

installed work items and their 266 number).

daily usage data. 4. Select Save.

Before entering work item e -1+

A S e File Ede Services Windom Help
data, the contractor R ey

responsible for the work item O AL Ee————————————————
4 TR ivio. Comacton Conesi Equp Dy Stall Wark Itoms Foios Accourts
must already be entered on the Comactt0: FEEE— Inspecter. [V TVERE—" Dase: FUFGAT
Contractors tab. ven Doss: BT e —L.
Supp Dasc 1 [
Supp Desc 2 |
When the work items tab is T O e e
- o r Stobur ficivn  DipPaidtoDate [ 00000 Curvond Contiact Oty [ 1 580000
first selected, the Select Work —— . : =
Item screen is displayed. - LI E— ,@
— Page Nbr. X : T FTS THLE “TE -~ ~
Accurately recording work g Suaton Otfst Ditence Staton Offset_Diskence h
. ; : i L ™ -t e TR Y s ~ 3
items is very important since [P——
. s . . Mastaial € o fy  Setief Rops Metrl Oty Bt Mstit Oty Mt Uit
installed work items from the
DWRs that are authorized by
the Project Engineer in the
Diary are used by SiteManager
as the basis for paying the
Contractor in an estimate. Return to the item list by clicking on the Select Work Items icon (the open book
icon).
SiteManager is automated to
control the payments of Mob NOTE: Please use the Remarks window for additional information (i.e., calcs,
and any traffic control devices measurements, or details, if using this as source documentation or to
as goverened by the specs , to further identify source documentation).

ensure accurate payments and
compliance by CDOT to the

primes.




4. Diaries

4.1. Navigation

Diaries

From the Main Panel:

The SiteManager Diary was o Select Daily Work Reports.

designed for the Project Engineer o From the Work Reports screen, select Diary.

to track certain information and o From the Contract ID screen, select your Contract ID.
authorize the work performed on

the project. At CDOT, the Diary 4.2. Authorize Tab

1s used to perform the following
functions: e In the Authorize Tab, enter the Diary Date.

Track daily weather

B | AASHTO SiteManager [_[=]x]
information T T T
N gt - “y - i .
Create Time Count records Diory ] B
Authorize *~ Chaige
Record Remarks
svriew Datlv Waork - : Dairy Datt Contract ID: [E93222
PR VIEW D‘“l}' “’ 01]\ RL-DLll'lb ‘_‘—‘-_‘—_‘-Ihi-ybau:lw Last Modified User ID: [SYSTEM  Creator User ID:[MILLERDI
(DWR) - e T M'Enmimlnnizsdoah WHT'_MB
Authorize Daily Work bl = e -
RCP“"I!‘\ { [J\'\'R ' Diave Fretz, Region & i 124103 r
The Project Engineer creates ol | [T
.1 A= T EEPRE, P I ¥ Delays Spell Chec!
SiteManager diaries daily. Each B
. . . . ~ - =
diary is a daily collection of the =
Daily Work Reports (DWR)
submitted for Approval by all
Inspectors working on the
sontract.
CONILEACE 4.3. Charge Tab

e Select the Charge Tab and make sure that the correct Charge
Type is selected.
o Ifitis a no Charge Day, select the down arrow on the Credit
Reason and make your selection.
e Return to the Authorize tab.
e Select Save.

The Project Engineer must create
one diary per day per contract on
all working and calendar day
contracts that require a time
count — whether for a charge or
no charge day. On fixed
completion date contracts, there
only need to be diaries created [EETARTET )

for days where DWRs with

W Diary [ oi=]|
buthoize  Charge

installed quantities of items need 43 G %;T e

to be approved for payment.

Charge Type Total Number of Diaries: 1204
o EaD Total Diary Charge Days: 065,00
Total Diary No Charge Days: 118.00
s
) lc—"’m"—_, Adi Total Diary Charge Days: 037.00
o Charge [CCELZMEENE ~| . 7otal Diary No Charge Days: 118.00
Wistn Charge Credit
HMbr Milestone iphi Amount Reason




Projected Quantities

The Contract Projected Quantities
report is a tool which summarizes
all of the line item statuses in a
contract, listed in sequence by
Category number, that allows for
manual adjustments for financial
planning and projection practices

Each Item’s Projected Quantity
starts out at the Bid Quantity, and
the system will auto-adjust to
reflect any Overruns as they are
paid to the contractor.

Manual adjustments must be made
to the Projected Quantity for any
[tems that are final paid at an
underrun amount, or, for any Items
removed by Change Order or not
paid out at all,

These changes should be made
prior to generating the monthly Pay
Estimate, which will auto-adjust
the Projected Quantity to match
overruns beyond the Bid Quantity.

The Projected Total amount at the
end of the report flows to Line 7 in
the SAP Form 65, in the Projected
to Complete column, This amount
is compared to the Project
Commitment Amount (PO amount)
to determine if additional funds
need to be added to the PO for the
project.

5. Projected Quantities and Overs and Unders Reports

5.1 Projected Quantities Reports

There are several scenarios where the projected quantity is adjusted - some
are automatic and some are entered manually. As a rule,
SiteManager will automatically adjust a projected quantity
upward to match the cumulative quantity. You may manually
adjust any quantities for items added by a change order — both
positive and negative amounts and /or increases or decreases,
before the items are paid, in order to project those expected
expenses into the overall financial picture of the project.

There are two situations when the projected quantity should be adjusted
manually. The Project Engineer should adjust the projected
quantity when an item is complete and when an anticipated
overrun or underrun is expected.

The most consistent, typical manual adjustment required in the Projected
Quantities Report is the maintenance of the MCR Budget item.
Each month, the remaining balance of the F/A Minor Contract
Revisions item #700-70010 should be entered as the Projected
Quantity in the Projected Quantities Report. This tells the
system that you intend to use the remaining balance of your
MCR budget item for future MCR type Change Orders.

From SiteManager Accessories:
o Select Contract Administration.
o Select Projected Quantities.
o From the Contract Projected Quantities screen, select the
Contract ID.




4.4. Overs and Unders Report

The Projected Quantities Report feeds into the Overs and Unders Report
Overs and Unders which feeds into the Project Financial Statement, Form 65 in
chort SAP. Since you will need to submit the latest Form 65 with each
Pay Estimate Summary, you will need to adjust the Projected
Quantities for the appropriate items before you generate the

The Overs and Unders report Estimate in SiteManager.

integrates into the Form 65
Post-Award status. At the end
of the Overs and Unders report
there are two totals: Totals for
Project and Totals for Contract.
These numbers should always
be the same. These are

Prior to contract finalization, all items’ Projected Quantities must equal
the Quantity Installed to Date.

From SiteManager Accessories:
o Select Contract Administration.
summations of the Overrun or o Select Overs and Unders Report.
Underrun and Projected Total o Select the Contract ID from the drop down menu.
columns and these numbers are
used in the Form 65.

Any number that appears in this
report in Red is an Underrun -

Colorado Department of Transportation

o : - Owi and Und Re rt for Contract C93222, Project IM 2706-030 (93222-BID)
or a Savings to the Project. Greiand Undare Report for Carrira roje} [ )

' Ttem Description Units. Unit Bid Cumulative | Bid Gty + Projected Overrun or Frojected
_.J'\[]\'- ]‘|u|nhc]‘ [h at appears in Humber Supplemental Desoription Price Quantity Guantity | Aprvd CO Oty | Guantity Total
4 515-00400 [Conciste Sesler SY $3 600X 2500000 22711 2,500.00 2271100 b $8.175.99
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bl‘-u—k Is d LUhL ord P“MU\ L 1103040 [Concrate Class D (Bridge) CY 5250.000 1,073, X $311.170.00
) - ) ) - ridgs Dack Finish (Sawed Grooves) Y 25 Z 240 B4
expenditure on the project. i S Gty =
v, [FReinforcing Steel ]
Fr: g Steel (Epaxy Coated) B
80500060 5 | forated Pipe Undendiain F 5 3 [ ET
o osenl £ . o B [E=ocompesit= Drain Y. 38 75000 530,000 556.500] 530.000] 598.500] 44554 5402639
The total from the Overrun or [orege ot 7 G N BN = |
; . . 2nce Chain Link (Speciz) (22 Inch) E; 22,000 Teoovd  Taoood ool Tmoml  shof  siewEnud
Underrun column is added into e e vt 3 o :_Eﬁ £z
_ e - AL o P e Slab (Depth Less Than B Inches) F
the Form 65 . directly below the T = 3 = : T
_ - . s " [Bructure il { CY $9. 15001 1,105.01 1.105.000 1.105. ﬁ 1,105 000 5000 510,107
Os Line. This line will also T TTE A L0 B Bl SRR
= S sded Item | pr Sum)/ | Re-stock Steel Piiing E-17-8U LS 52.485.00000]
1 ; s 1 10 aisson [ F $38.0000]
include any unreconciled MCR = pz
= d h‘l d - . Vel (Dimaive Systen) | LS | 150,000,000
T ) S 8 s ¥ A0C - ns =taining Wall (ZAllemative Systems) / E-17-BA [YORK) LS $125,000.00000 1 [
amounts and any odifications 5805014 e T (Lump Surmll 1 Cocon Wall E 1T A TS | srzoom] Too0 | 000
L SANACY NS Ll 50000014 [Added ltem {Lump Sum tooking Fee Soi Nal s 33,750 000X 0.0 1.000 -\ﬁa]
Wil Ih _\JO L h I L) _\' l C R chll 1T Cd £07-00000 [Concrete Siope A:?a Ditcn Paving = oY 10,0000 =
5T Clsz & oY
amounts. =i o
Concrete Costing (Ant-Craffin) SF
orcing Sleel ]
Fariage Rail Typ= 3 F
FFFence Masonry [Sound Bamer SF
[Fiekd Ofice (Special) EACH | _$140.000 00000
12 [Fied Leboratory (D= 2) EACH | 540.000.00000]
EACH 5400000000
14 [pased ltem (Lump Sum)l / Claim Setement L $240.000.00000
[poded Item (Lump Sumy/  Claim Semement I $240.000.00000(
[pod=d Item (Day) | Ligudaied Damages DA 32,610.00000] 14.000) 2.540.0
[Totals for Project 83222 BID ] 3832 787 _523,2313735'
[Totals for Contract C32222 | | | | [ 593226739 522.233.370.5
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5. Estimate Generation

Estimate Generation 5.1. Navigation

From the Main Panel:
o Select Contractor Payments.
o From the Contractors Payments screen, select Estimate.
o From the Estimate screen, select Generate Estimate.
o From the Contract ID screen, select your Contract ID.
0
*If your Contract ID is not available for selection confirm the following:
Has the Notice to Proceed Date been entered in the Contract Record?
Have you APproved all the Diaries for the month?
Is the Approval Level table set correctly for either a PE or Consultant PE to
run the Estimates?
Is there already a Pending Estimate in the system?

Project Engineers will
generate progress estimates
throughout the life of a
project. When the project is
ready for finalization the
Finals Administrator generates
the final estimate.

Prerequisites for generating a

Pay Estimate in SiteManager

Include:

e Notice to Proceed

Date in Contract
Record
Approved Diaries
Approval Level table 1.
set to either CDOT PE
or Consultant PE 7
PE Contract Authority 3.

5.2. Generate Estimate Window

In the Generate Estimate screen, make sure the correct End Date
is entered.

Select the Services icon.

Select Generate Estimate.

The following calculations are

overned by
CDOT specs & are included
in each applicable Pay
Estimate:

Last Estamate Number: wxn

Rt'lmnag_c Generate Estimate Number | 0002
AutoPayment of iy

T f* Progress
Mobilization P

Autopayment of

| Gupplemental

TCD Items s
Stﬂckpilc " I.J 18 :u : I Detas Ganesion
AL R e o
Payments 35 50 17 36 36 2 5
-. ||
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Estimate Deletion

After the estimate is
generated, the Project
Engineer should review the
Estimate Summary for
accuracy before approving the
Pay Estimate.

If any corrections are needed,
the Project Engineer can
Delete the Estimate from
Estimate History. Then they
can go back into Diaries or
DWRs and make any
adjustments needed, and
re-run a Pay Estimate to
include those changes.

It changes are needed after the
Project Engineer has
Approved the Pay Estimate,
the Resident Engineer can
Reject the Pay Estimate and it
will then be available in
Estimate History for the
Project Engineer to Delete it
and make any necessary

updates before re-generating
it

6. Estimate Deletion

6.1. Navigation

From the Main Panel:
o Select Contractor Payments.

'\_2;

6.2.

From the Contractor Payments screen, select Estimate.

o
o From the Estimate screen, select Estimate History.
o

From the Estimate History screen, select your Contract ID.

Estimate History Screen

1. From the Estimate History Screen, select the estimate that you
wish to delete. NOTE: The Estimate must be in PEND or
INAPStatus for the Delete button to be available.

2. Select Delete.

B | AASHTO SiteManager HEIE
Flz Services Window Help
St o) [7
B |Estimate History M= E3
Contract 1D: m Description1: IZFU EXTENSION PHASE I AND Il

Estimate  Met Pay Period PH PM Last Appr.  Last Appr. Est Est
End Date User 1D Appr. Date User ID Date at Type

L258,5956 00107 /28/09 HOISIMGT 07/28/03 MEERMANM f28/09 5
$448.6411/15/06 MILLERDI 11115/06 TERAVEDW /606 AFRY  PROG
$291, 288 54 07,0704 MILLERDI 0707704 VELASQUP 07/08/04 apRv  PROG
$4.050.0005/21/04 MILLERDI 05/21/04 YELASQUP 05/25/04 ARV PROG
$22686.5003/29/04 MILLERDI 03/29/04 WELASQUP 03/23/04 #PRV  PROG
$432,575.81 02/04/04 MILLERDI 02/04/04 YELASQUP 02/04/04  arRv  PROG
$43516.44 01712104 MILLERDI 0112004 WELASQUP mAz/04 spRV  PROG
$180,4725612/11403 MILLERDI 12M11/03 YELASQUP 12MA03 ARy PROG
$86,724.98091 7403 MILLERDI 08M17/03 WELASQUP 09/18/03 ARV PROG
$353.341.8808/02203 FRETZD 08/18/03 YELASQUP 08/19/03  ArRY  PROG
$308,179.1006/28/03 MILLERDI 07/08/03 WELASQUP 07/8/03 ARV PROG
$208.220,41 05/31/03 MILLERDI 05/16/03 VELASQUP 06/16/03 APRY  PROG
$636,591.1505/03/03 MILLERDI 05/16/03 BLUME 05/16/03 ARV PROG
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7. Estimate Approval

7.1. Navigation

Estimate Approval

From the Main Panel:

The Estimate Approval panel o Select Contractor Payments.

o From the Contractor Payments screen, select Estimate.
o From the Estimate screen, select Estimate Approval.
o From the Contract ID screen, select your Contract ID.

enables authorized users to
approve estimates. The
approval process provides an
audit trail and prepares the
estimate for the creation of 7.2. Estimate Approval Screen

the extract file that can be

used by CDOT’s financial 1. From the Estimate Approval screen, click the Approval checkbox.
system (SAP). 2. Select Save.

The approval process is

supported by a chain of

approval levels established by

CDOT. Each approval level

corresponds to a user group G
within SiteManager.

" rJ Silerlanager EEE
Flo Zorvicos ‘indow Hop

DREE DS g |

Bt Estimote Aoprove

Conuact 1D:  £33222-11 Estimate Nbr:  [002
Generated By: [FELCY0 On: /A5 [E3ERENAGE  Tyoe: [FA0G

—Appioyal Levels

At CDOT, there are three

estimate approval levels: St ///1/“‘_ ol el

etz & Grants

Project Engineer ("4
Resident Engineer
Accounting — Project &
Grants

The Project Engineer who
generated the Estimate must
begin the approval process.
No subseqguent level can

approve an estimate until the
previous level has approved
the estimate.
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8. Change Order Creation (CMO)

Change Orders 8.1. Navigation

The change order process From the Main Panel:

allows legal changes to be o Select Change Orders.

made to a contract by creating, o From the Change Orders screen, select Change Order

approving and tracking Maintenance.

chanees. Throueh change o From the Change Order Maintenance screen, select Change
- : . Orders.

orders, Project Engineers can:
o On the Change Order Header screen, select your Contract ID.
Increase or decrease
quantities for existing 8.2. Header Tab

items

Add new items of work to 1. Click New (SiteManager will auto number).

the contract

Make time adjustments
Make price adjustments
Record scope changes
Record spec changes
Create subcontractor
and/or supplier liens

Change Order
Guidance

Resources for specific change
order guidance include:

Area Engineers
Construction Manual

2. Enter the CMO Description (this prints as Title on Form 90).

3. In the Reason Code ficld, click on the down arrow and select Use
for all change orders.

4. Inthe CO Type, click on the down arrow and select Contract
Modification Order.

5. Select the appropriate checkbox:
5.1. Override Approval Rules
5.2.  Overrun/Underrun for changes to existing contract items
5.3. Extra Work for adding new items of work
5.4. Time Adjustment when applicable

B | AASHTO SiteManager [ 5] x|
Flle Services Window Help

MO0 B S g B

B Change Order Header H[=1 3
r Header | Tiems: © Time Adpstments Explanalicns

Contract ID:  [C33222°  Change Order Nbr:  [048

Tentative Verbal Approval Dates:
|- Federal: IIJJ.-"EIEI."DJ Locak |00/00/00
CO Cre by iyl Milled, AE COM D [10/10/05

5 | D +| Approval Level: FRIDE

) (=) @. @' (-)

| D eseri enaze 5ection 105 - Disputes and Clams For Contract Adpst
Reg 1 Quality Control CodaMTee o ALL charge erdes =
CO Type™ | Contract Modhcation Oider -
Manual e 5\. 35 Ovenide Approval ules r :.W\EL
Previous change orders — \‘Pn-u;’? Ovenmun/Undermun | Force Account Bid Contract Amt: [§20335,53 08
 EmaWok [ Zero Dollar Current Contract Amt: [§22.301,103.21
[+ Time Adjustment [ Final Duantit €0 Amount: 000

o

[I;icpuln: ’_ Force Au:w.nl:l_ |
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Change Order
[tems

New items may only be
added to an existing contract
through the change order
process. When a new item is
added in the ltems tab you
must enter a Category, unit
price and quantity, as well as
assign a Line Number for
where that item will appear
in sequence on reports, lists
etc.

If you need a new category
added to the contract, please
email the AASHTOWare
Project Support team and
include the new Category
number and all the funding
providers and percentages,
and limit amounts for the
new work so they can add it
to SiteManager for you.

Please Do Not enter any
number into the Proposal
Line Number field as this is
not utilized at CDOT
change orders & will cause
errors with Saving.

8.3. Items Tab

=

Select the Items tab and click New.

In the Project Number field, right click on the field and select the

appropriate project number.

In the Category Number field, right click in the field and select

the appropriate category number.

Enter the new Line Item Number. (must be 4 digits - 0000)

Right click in the Item Code field and filter search:

5.1. Select the appropriate Item (if using a 900 item, enter a
supplemental description).

5.2. Select Add.

Enter the Unit Price.

Enter the Quantity.

Return to the Main Panel, select Services, and then select

Calculate Change Order.

Select Save.

.mmln: [ Change Ovdes Wb 145 Stabe: FFFR

Time Afustmenis Erplanstions

qu-,_ﬁﬁ_"unlu-n_m_m Fooaona "

ua;'r,w[ Spec Year 758 Majos ltem: [~ Specialty: [~ Ststus Typec LTV
Ymit-Prige [F9550000 Proposal Line Nbr: [ Retated lem: |

® O ©

e Dese: dded Ibem [Lume Suml? Ciitical: [~
Suppl Dese: [Fock Clam ation Decatatn]| Pay Plan Oty [~
I Material Discrepancy Adi [~

L0 Item Dese: [Riock Clam [Arbtation Deceson|

Approved Change Order: | 1.000 S4da64
I’uﬁnm Order: | (1]

Suppl Dosc Reg'd [
Duantity Amount
Contiact Bid: | 0003 [ $0.00
Cunent Conbract: 1000 S4dE64
gy - 1.000 [ $44BEd  Force Account liem [

After completing the entry of items, return to the Main Panel, select Services, and

then select Calculate Change Order. Then Save.
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Minor Contract
Revisions (MCR)

When adding minor item(s) to
a contract, you'll create a
Minor Contract Revision type
change order.

In the same change order you
will decrease the current
Contract Amount for item
700-70010 by an amount
equal to the sum of the added
items, by entering a negative
number in the This Change
Order Quantity field. This
reconciles the MCR Budget
and once the CO has been
Calculated, the CO Amount
will be $0.00.

Always remember to Calculate
and Save after adding items to
any Change Order.

[tem 700-70010 is never to be
used in a CMO type Change
Order. If you want to use your
MCR Budget money to pay
for a CMO you will need to
reduce the Projected Quantity
for Item 700-70010 by the
CMO amount in the Projected
Quantity Report.

9.

Change Order Creation (MCR)

9.1. Header Tab

1. Click New in the Change Order screen (SiteManager will auto

number).
2. Enter the MCR Description.

3. Inthe Reason Code ficld, click on the down arrow and select

“Use for all change orders.”
4. Inthe CO Type, click on the down arrow and select Minor
Contract Revision.
5. Select the appropriate checkboxes:
5.1.  Override Approval Rules
5.2.  Overrun/Underrun

©

QOO

5.3. Extra Work
5.4. Time Adjustment
Pr | AASHTO SiteManager [_1&2]x
File Services Window Help
o 3 0 E = i - e
a. Toolbar  Exit Sitebd . Help Conte_ Mew Open Close Creles Save Generic Fie.. Ariachments
# |Change Order Header [_ O[]
Header i Items: Time Adjustments Explanations
Contract ID:  [C93222 Change Order Nbi:  [053 Status: [DRAF

Tentative Verbal Approval Dates:
[ Federak: IUU/UD/DU Local: IDD.#'DUfUU

CO Created by: p:ni::a‘fmﬁhaimul, HQO ﬂn:'W
Status: lDldl— Approval Level: |
Description: [Removal of Pavement Marking
-¥|Reason Code: |Ux= for ALL change orders ﬂ
> CO Type: [ I_-:-utr-a-:t {evision
ol | Dvenide Approval Rules [~ Emergency Work
Functions: ¥ Overrun/Underrun |~ Force Account Bid Contract Amt: [s2033563604
/,-V g E;d:::]"][k I ZFTU Dullarr Current Contract Amt: IW
justment [~ Final Quantity CO Amount: lww—
Ref to:
|-Dispule: l_ Force Amunt:l_ |
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9.2. Items Tab

- = 1. Select the Items tab and click New.
Minor Contract 2. In the Project Number field, right click and select the
Revisions ( MC R) appropriate project number.
3. Inthe Category Number field, right click and select the
appropriate category number.
4. Enter the New Line Item Number. (must be 4 digits - 0000)
5. Right click in the Item Code field and filter the search:
5.1.  Select Item.
5.2. Select Add.
6. Enter the Unit Price.
7.  Enter the Quantity.
7.1. If using a 900- Item, enter a Supplemental Description.
8. Return to the Main Panel, select Services, and then select
Calculate Change Order.
9. Select Save.

New Items

You may add multiple items
to an MCR type Change
Order, then create only one
adjustment to existing [tem
700-70010 for the sum of all
the MCR items beings added.
The quantity entered for Item
700-70010 should always be

negative,
s & N B AASHTOD SiteManager HEEE
1e: -5,000. e Senies Viadow b
(1) TEEETIEES
= 5 ; = B Change Order Items [_olx]
I'here is a Minor Change T e Tl T A T Enaion
Order Items Summary Report ContactD: [C522 Change Order Nbi: 555 Staws: [orar
in SiteManager Accessories | Profect e (0 e oo @
that includes the initial MCR SRR -
. sy e
Budget Amount, (MCR Limit kf)'
DY OV (& ; —~ | L | A -
S) current sum of MCR [tems (2= - PO e T W;@ @
added (Accumulated Amount — e — Lol M it M Gnmio CIm
. . . I\E) Unit Prigge [§132000  Proposal Line Nbr: | Related ltem: | =1
$) and a listing of every Item Hem Dose: [FerPavemar i Cieat [~
2 o 3 ' Suppl Deze: [ Pay Plan Qty: [
added in an MCR & what has I Material Discrepancy Adi: [~
- CO ltem Desc: | Suppl Dezc Req'd: [~
been paid to date on those Quoniity __ Amount S
Conlract Bid: llUIII $0.00
| [
tems. Approved Changs Oider: o0 0
& 2ot Current Contract: 0.000 I $0.00
The difference between the = | || Pondina Chanae o L I
I\I}r Fhiz-Etramge- Gl | 7000000 [ $324000 Force Account ltem [

MCR Limit $ and the
Accumulated Amount § is
entered in the Projected
Quantity Report as the
Projected Quantity for Item
F00-70010,

ltem 700-70010 is managed
in MCR type Change Orders,
not in Daily Work reports or

postings.
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9.3. Reconciling Item Cost from Plan Force Account

Budget
Reconciling Item )
: = 1. Select Services:
Costs 1.1. Choose Select Item.
1.2. Choose 700-70010 item.
The MCR Budget Item is 2. Select the Project Number.

3.  Enter the total of the item or items you added in the
Quantity field as a negative.
4. Return to the Main Panel, select Services, and then select

designed to function as a
draw-down item and it is

managed in the Projected

Ouanities Eeport Calculate Change Order.
I ' ‘ 5.  Select Save.
As new MCR Items are added
oy - — ¥ | AASHTO SikeManager [_[5]>]
to the Contract, the MCR Q/ o FisEYra
Budget Item is depleted, - I
. . T =t Charge Order Tracki Skt -
resulting in no new additional ' b oy | TmeAdmans e
cost to the contract for those Comteact 1013 52221 [ Ctisene D NG S 3T | statie: iRV
- ’ . Project Nbe Catg | I Code Dgscription
added items. The Projected - .
. F222BID 0200 0078 He-D0Es0 Rem Pavement Marking

FO0- 70010

Quantity for 700-70010 will

need to be adjusted to show

L % —_ L] | 0|
the remaining balance of what Eit=—— Category Nbe 20— Line ltom Nbr: [1275_Item Code: (70070070
- " - P~ I\‘_."H Unats Type: FA— Spec Year |T§— Mojor ltem: [ Specialty: [ Status Type: W
is left in the MCR Budget T S
]t - Item Dese: [F7A Minor Cortract Fevisins Cidtical: [~
cm. Suppl Dese: [ Pay Plan Qw: [
[ Material Discrepancy Adi; [
IC0 Item Dese: | Suppl Desc Req'd: [
Guantity Amount

Contract Bid: 0.000 $000
Approved Change Ordes: 433423480 43947348

Curent Contract: 439422 480 $439.423 48

~ Pending Change Drdes: [ [} 3000

I\Ef Fhis-Ghenge-idepl 524001000 000 Force Account ltem [




Addition of Time to
the Contract

The Time Adjustments
window enables you to enter
one or more time adjustments
to either add or remove time
for the completion of a
project. The Time Adjustment
functionality becomes
available, and reflects the
actual type of time charges for
that project once the Time
Adjustment function has been
checked for the Change Order.

Once a Change Order
containing a Time Adjustment
has been Approved, you can
print out a new Weekly Time
Count Report which will

reflect the extra d:
Approved by Change Order as
well as the new Total Revised

Contract Days.
This is true for when days are
removed (using a negative

quantity) as well.

10.4 Additional Time

1. From the Change Order screen Header Tab, make sure to
select the Time Adjustment check box.

Reason Code: IUse for BLL change orders
CO Type: ]ConlractModiEication Order

[v Ovenide Approval Rules [

Functions: |[v Ovenun/Underrun [ Force Account B

B v Extra Work [ Zero Dollar Euns
@ —» ([ Time Adjustment [ Final Quantity

~ Referenre n-

2. Select, the Time Adjustment Tab:
1. Enter the total days in the Time Adjustment Days box
that you wish to add to your contract.
2. Select Save.

2)

B AASHTO SiteManager

File Services Window Help
[N Eeey== =]
Header Items " Time Adjustments *~ Esplanstions

Contract ID:  [C9922215  Change Order Nbr:  [003 Status: [DRAF

Adijusted Contract or  Adjustment Adjustment Date Ezplanation
Milestone Days

Contract 00/00400

4 | |
" For Milestone: | * or Contract Completion
Q/ Time-Ady Dage: E| Adjusted Completion Date: mDIDD
Explanation:
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Adding Explanations

The Change Order
Explanation window is used to
document the reasons for
contract changes. This
window enables you to record
the reason for the changes to
the contract that are included
in the change order. It also
enables reviewers and
approvers to view the change
order reasons.

The text that is entered will be
displayed on CDOT Form 90.
If you do not select “Applied
to All Line Items.” your
explanation will not display on
CDOT Form 90.

You can copy and paste from
another document into this
window, which is
recommended as there is no
Spell Check functionality in
SiteManager.

Examples of common
explanation language can be
found in the Construction
Manual.

10.5 Explanations

From the

Change Order screen, Explanations Tab:
1. On the drop down arrow, select “Explanations Applied to All
Line Items”. This must always be selected in order for text to
appear on the Form 90.
2. Enter your explanation in the text box below.
3. Select Save.

®

B AASHTO SiteManager
File Services ‘Window Help

BEEFZ DES g8

P Change Order Explanations

Header | ltems © Time Adjustments ] E xplanations

Contract ID: ﬁ593222-13 Change Order Nbr: 003 Status: |[DRAF

Explanations Applled to All Line fems j
General Change Order Explanatlons

Explanatlons Applled to Speaclflc tems pplied
Explanations Appllad to All Line Roms E,

©

Your Contract #C93222-19 has been modified to d
include..............




10.6. Item Deletion

1. Choose Services, choose Select Item, and then choose your item.

Enter a negative Quantity that matches what the original bid

quantity was or the remainder of the balance.

3. Return to the Main Panel, select Services, and then select Calculate
Change Order.

4. Select Save.

Item Deletion 5

Project Engineers can increase
or decrease the quantities of
existing contract items through
the Change Order process.
While CDOT does allow
overruns and underruns on

Contract Items, there are Proscass Status [
= : = = iChange Order Tracking Cirb+ShiftsT
several situations in which an i Item CirkShift £ Pﬂﬂﬂ

item’s quantities would need

to be adjusted in a contract. it FRO% | Gl Ok - LT W A1
Change in the scope or the TANASL I | S s FeSENan
0200 D078 20200250

size of a project might

necessitate adding or deleting
quantities to an exciting

83222 BID

A A : il | |
Lup{z_at.t _mm. ;"\-d_]l_lhln'lLI][b _m o B0 T T e T S e 5
existing items will be made in Urite Type: FIGOR SpecYea: TEE  Maji e [ Specisy [~ Susts Type: BOTV

the Change order items Unit Price: [fT7800000 Proposal Line Mbe: 7160 Prolatod Nom: |
1 B Hem Desc Fofcing Cotieal: [
window. it s
| Watnnial Disciepancy A [
|CO e Do | Suipgl Deree Hesg'de [
f Q Amound
! Contiact Bid: | 20000 | TSRO0 This e be wish-condractid
Apgieved Chango Didar | 000 | T
Cunent Contract: | o | T
Perding Change Drder: | 0000 | 7T
20 | 0 Forcs Aocount Hom [
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Helpful Tips

Adding text to the icons in the
SiteManager Tool Bar will
help to identify specific
functionality or navigation in
SiteManager.

In addition to the
SiteManager Tool Bar icons
there are also drop down
menus with alternate options
for performing the same
actions and these are based on

your user security group.

Any icon or drop down option
that is grayed out is not
available to you in that
specific record, in that

specific status.

11. Helpful Tips

11.1.

Adding text to the icons in SiteManager

By right clicking your mouse in the upper section of the SiteManager window, you
will open a list of window options. The second to last option is
“Show Text.” This will show text under each of the icons.

Show Text
Option

P AASHTO SiteManager
File Edit Services ‘Window Help

H K O ¥ 0D = = d (/R N
Siteanag.. Toolbar  Exit SiteM. Help Conte..  few Open Claze Delete Tave Remarks  Address  Generic Fie.. Attchments FrameBar
v ShestBar
P Contracts
[ Description Location Payment D ata Critical D ates Primary Personnel ~ Prime Contractor DBE Commit Left
v Top
Right
Bottarm
Contract 1D: Fed 5t/Pr Prj Nbr: | Flaating
Status: [Pending Primary PCN: I v Show Text
Region: vl Hesidenc_v:l vl ol ':'-' + Show PowerTips
FProgiess Sched: I LI Yariance Pcl:l .0g  Srate/Province
Desc:l " Both
Time Chalges:l j Bid Da_vs:l Bid Amt: I $0.00
Contract Type: |Spacas LI [ Fed Dversight
Work Type:lSpacas j [ Local Dversight
Proposal Fund Type: I
Spec Y Unit System: - Suppl Spec Bk Yr: Alt 1D: I
wa?‘? ‘Wage Decision ID wage Decision Description Genrl wg Dcsn ID
Decision:
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Helpful Tips

The Contract Projected
Quantities Report allows you
to edit or adjust specific Line
Item Quantities and is
designed like an excel
spreadsheet, with movable
columns and adjustable
column widths.

['his report cannot be printed
from SiteManager
Accessories, however, the
Overs and Unders Report
which is produced from
Projected Quantities is
available for printing.

11.3.

Adjusting Columns in Projected Quantities
To adjust columns in Projected Quantities, simply right click

with your mouse on the border line of the column and move it to

the desired location.

Right click
on border
and move to
the right or
left

v
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