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AASHTOWare Project Change Order Overview

Quick Reference Guide
A change order is a supplement to the contract. It is prepared to provide authority to pay for revisions in quantities and to authorize changes in scope of work, design concept or specifications.
Change orders are primarily created to:

· Adjust Contract Quantities

· Add New Items to the Contract

· Adjust the Contract Time

· Add Specifications or adjust contract terms

· Compensate for approved Value Engineering proposals

· Adjust the Mobilization Contract Item to pay for the Contract Bond

This quick reference guide (QRG) will provide instructions to the basics of creating a change order.  Further details and requirements for the types of change orders and specific instructions are included in those specific Change Order Quick Reference Guides, listed at the end of this QRG.

1. Get started by logging into AASHTOWare Project (AWP)
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2. Verify your User Role:
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(Fig 2)

3. Access the Change Order section (Option 1):
[image: image4.jpg]| B

[ Log onto AASHTOW [ Default [ Ex5P
+x e 0

Actions  Help  Log off

o

PROJECT This is the primary role for I will be running
Estimates and writing Change Orders.

Option 1
Under the Construction Section Select
the
Cloverieaf Change Order Link
estimate

Change Order Acceptance Actions

Contract Administration Action Relationships

Contract Claims Daily Source Reports
Contract Permits Find Sample

Contract Progress Product Group Sample Reviewer Assignment
Contract Time | Y Sample Records
Contract Vendor Asses

Option 2
Contractor Evaluztion Under the Construction Section
Daily Diary Select the

Daily Work Reports Contract Progress Link

Meetings




 [image: image5.jpg][ Change Order Ovenview: % \\__\

C Y | ® ghaashtowt01:86/#/ChangeOrder/Overview Y

Apps [ eProjects Test- Hort £7 Bunclie deslzonhig () Dell Refurbished OF () DellRefurbished She [0 Logon to AASHTOV  [1] Default [ BxSP »

=
Actions  Help  Log off

Change Order Overview

> Change Order Overview

Option 1

ghaashtowt01:86/%





(Fig. 1)






(Fig 2)
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4. Access the Change Order section (Option 2):
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(Fig. 4)

[image: image16.jpg]+x e 0

Actions  Help  Log off

Progress Overview ~ Construction Stockpile ~ Contract Administration ~ Contract Documentation  Contract Materials and Acceptance Actions  Items.

Payment Estimate Approval Levels ~ Payment Estimate Exception Override ~ Projects  Subcontracts

Contract Progress Summary

General Loading details.
Financials

Daily WolK Reports

Diaries
Diary Adjustients
Payment Estiates
Contractors

(:nan_r{omekv

Contf

P Select
Change Order

Progress Schedule

Weekly Report Of
Time Charges




 [image: image17.jpg]+x e 0

Actions  Help  Log off

Progress Overview ~ Construction Stockpile ~ Contract Administration ~ Contract Documentation  Contract Materials and Acceptance Actions  Items.

Payment Estimate Approval Levels ~ Payment Estimate Exception Override ~ Projects  Subcontracts

Contract Progress Summary

General
Advanced
Financials.
Daily Work Reports o
Diaries
Ent uits (or ) Show first 10
Diary Adjustments Select

the Add Button

Payment Estimates
Contractors

Change Orde;

Contract
Adjustments

Item Adjustments
Agency Views
Mix Designs

Progress Schedule

Weekly Report OF
Time Charges





(Fig. 5)






(Fig. 6)

5. The “Add Change Order Summary” window will open.  This is where you begin creating All types of Change Orders.
Below you will find the details regarding the entry fields, policy and procedure for “Add Change Order Summary” window:
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Change Order Date:  Automatically populates with date Change Order created.  This is a required field which can be modified.

Description:  Enter a brief description of the change order.
CO Type:  Select the appropriate change order type from the drop down list.  Change Order Types are based on approval rules.  MoDOT has four (4) Change Order Types:
1. Resident Engineer

2. District

3. Division

4. Chief Engineer and Chief Operating Officer
Rules for Change Order Types are located here:  Change Order Approval Level Determination Chart
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Reason:  Reasons are in drop down list.  “Combination” should be used if multiple reasons apply.  MoDOT uses the following Reasons for a Change Order:
1. COMB – Combination – Use when multiple reasons apply (ex. OVRN and UDR)
2. EXWR – Extra Work – Use when the change order only adds new items to a contract

3. FINL – Finalize Item Quantity – Only use as directed

4. OVRN – Overrun – Use when increasing a contract item quantity

5. SPEC – JSP of Spec Change – Use when modifying a JSP or adding a specification to a contract

6. TMEX – Time Extension – Use to modify the completion date for the contract
7. UDR – Underrun – Use when the change order only contains underruns to contract items
8. VE – Value Engineering – Use for change orders which are related to an approved Value Engineering proposals.
[image: image21.jpg]€ 5 C (0 [® ghasshtomtd186/#/Contract/3008/AddChangeOrde s
Apps B eProjecs Test-Hom £ Bundie dess onhigh (@) DellRefurbished OFF () DellRefurbihed She. [ Logon to AASHTOW, [ Defaut [] ExsP

Add Change Order Sum Tere are unsaved changes. x

v Con ROUTE 24 - LAFAYETTE COUNT

General Change Order Date Explanations
20177004 &8 0

Description® Change Order Revision Number
Add a Description here
Approval Date
Change Order Type*

DIV - Division Approval |+

Entered By
Author*

Q taylots
Taylor Timotny Entered Date
Reason

Current Approval Round

1
Uniaterat
Select the drop down arrow
and choose a reason type for | Current Approval Group

the Change Order.

Override Approval Rules





Author:  Defaults to Change Order creator.  Required field, can be changed.
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Change Order Explanations:  Only used for SPEC Type Change Orders
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(Fig. 2)
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Save:  Save your work early and often.
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Contract Claims:  MoDOT will not implement this feature at this time.

Review Tracking:  MoDOT will not implement this feature at this time.
Force Accounts:  MoDOT will not implement this feature at this time.
Plan Discrepancies:  MoDOT will not implement this feature at this time.
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(Fig. 1)
End of Quick Reference Guide.  Continue on to the correct QRG for the Type of Change Order you are completing:
· Change Order Adding New Item or Overrun/Underrun of Existing Items

· Change Order Time Extension

· Change Order Value Engineering

· Change Order JSP or Specification Change
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