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AASHTOWare Project Change Order Reports
Quick Reference Guide

This article is intended to guide the user in the creation of a change order report in Cognos Analytics.   Please read this QRG thoroughly before generating your change order report.  It is important that the instructions below are followed in order to obtain the correct results.

There are four change order reports located in Cognos – 

· Official MoDOT Change Order Report

· Official MoDOT MILESTONE ADJUSTMENT Change Order Report 

· Official MoDOT TIME ADJUSTMENT Change Order Report

· Official MoDOT ZERO DOLLAR Change Order Report.
The “Official MoDOT Change Order Report” must be used for changes to Contract Items.  Make sure you are associating the change order reasons to specific line items.  If you are not, the reasons will not print correctly on the report.
All change order reports shall be generated in PDF format through Cognos only after the change order status has been changed from "Draft" to "Pending."  The results of the Cognos report are dependent on the fact that all previous change orders, with the exception of Zero Dollar or Time Extension change orders, MUST be in "Approved" status.
Note:  Once the report has been generated – be sure to Download the report rather than ‘Print to PDF”.  This allows the change order report to be crisp and clear rather than grainy due to low resolution.
Additionally, all Items Change orders shall be approved in sequential order to avoid erroneous dollar amounts being displayed on the overruns.  Subsequent Items Change orders may be created in AASHTOWare Project (AWP) but shall not be changed to pending status in AWP until all previous Items Change orders have been approved at all levels.  Users may process Zero Dollar (not including line items – such as Specification or JSP modifications) and Time or Milestone Extension Change orders concurrently with an Items Change Order.
All established Policies should be followed (Reference the Change Order QRG’s for specific policies).  

Generating the Change Order Report

1. Start Cognos Analytics on your computer.


2. Navigate to the Content
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3.  From the Team Content, select AASHTOWARE (note, this screen capture is in the List View).
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4. Open the Headquarters folder 

[image: image3.png]My content Team content samples My portal pages

Team content | AASHTOWARE

Name

© _bist

District Fol

O o0 o0 oo o







5. Select the Contract - Change Order folder
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6. Select the appropriate change order report.  
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7. When the report opens, you will be prompted for specific information.  The “Official MoDOT Change Order Items Report” prompt boxes are shown in this example.  Information required may be different for the other types of change order reports.  
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Always reference a Contract Line Item Number in the Explanation.

Signatures lines will be provided based on the approval level criteria automatically setup in AASHTOWARE Project, oras a result of an override of the rules. FHWA signature
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8. All prompts are required.  Information must be entered exactly as it appears in the system.  For example, Change Order 1 must be entered as “0001”.


9. Select the “Finish” button to generate the report.


Saving the Change Order Report
AWP updates the header information each time a change order is generated.  Therefore, you must save the report so the header will correctly reflect the contract information at the time of the report was created.  

Once the report is generated, be sure to select the Download Icon (see highlighted area below in yellow).  rather than the “Print to PDF” method.  Doing the latter results in a low resolution (grainy) document that is only an image and not editable.  Change orders that are instead downloaded are crisp and clear.
[image: image7.jpg]16M Cognos Analy

¥ Filters

o Q Ly 1| ota — |4 AvomatcZoom v BEO80 R »

MSSOURI HIGHWAYS AND TRANSFORTATION COMMSSON

CHANGE ORDER





Policy:  Change orders shall be saved in .PDF format to the eProjects site and saved under the Primary Job number for the contract.  Make sure to apply all the applicable metadata and “check in” the file when saving the file. File name should include the at least the job number and change order number placed within the file name so the change orders will sort properly when listed in the folder.  See example below:  
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Once the change order is saved, it should be sent as an attachment in an email to the contractor for signature.  

Once the change order has been approved at all levels, it shall be saved with all attachments in a single file to the eProjects site over the last version of the Change Order.

Note:
When distributing a change order electronically for signature, it should be stored with appropriate attachments in a single file and linked from there.  (Attachments not normally sent to the contractor should be saved in eProjects with content type “CM Change Orders Supporting Documentation”) Once the last digital signature is applied, the process is complete.  No further action is necessary on the part of the project office.
END OF QRG
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