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Change of Design Process
Work Instructions

Revision Date: March 20, 2013
Revision No: 2
Author: NE Region

Process Steps

Available Step Aides

Key Activities

Points of Interest

Resident Engineer (RE) determines the
need for Change of Design (COD)

RE determines the need for COD

Resident Engineer (RE) consults with
Regional Construction Engineer (RCE)
regarding Change of Design (COD)

RE consults with RCE regarding coD

Resident Engineer (RE) discusses with
Project Manager (PM) and Federal
Highway Administration (FHWA) (if
applicable) and gets verbal approval

RE discusses with PM and FHWA (if
applicable) and gets verbal approval

There will be a signature block for FHWA on the
plan set if they have direct oversight and will need
to sign the COD

Resident Engineer (RE) drafts Change
of Design (COD) and prepares cost
analysis (if required)

RE drafts COD and if there are any added
items will prepare cost analysis. The RE will
use the COD template and the cost analysis
form located on the field form CD as well on
the G:Drive

the RE will work with the Prime Contractor and any
other affected parties while developing the COD
and the cost analysis; a cost analysis is only
required for new (added) items

Regional Construction Technician
(RCT) receives draft Change of Design
(COD)

RCT receives drave COD

Regional Construction Technician
(RCT) checks to ensure the draft
Change of Design (COD) follows the
guidelines outlined in Construction
Manual

RCT checks to ensure the draft Change of
Design (COD) follows the guidelines
outlined in Section IX of the Construction
Manual

Meets guidellines?

If No, got to Step 8
If Yes, goto Step 9

-- Minor issues with the Change of Design (COD)
such as: spelling and grammar will be addressed
by the Regional Construction Technician (RCT)
-- Major issues with the Change of Design (COD)
will be returned to the Resident Engineer (RE) for
revisions

Resident Engineer (RE) redrafts
Change of Design (COD)

RE redrafts COD or cost analysis depending
upon which document needed revisions or
clarifications
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Change of Design Process
Work Instructions

Revision Date: March 20, 2013
Revision No: 2
Author: NE Region

Process Steps (cont'd) Available Step Aides Key Activities Points of Interest
Reglonal Congirugtion Teenmeralr  |soppy RCT enters into SiteManager and runs COD
9. (RCT) enters into SiteManager and CODP2 report
runs Change of Design (COD) report
Regional Construction Technician . --Review team is given 5 working days to respond
10. (RCT) sends draft of Change of Design ?CT S?nds d;aft of CO? to‘the re\._flnew team --Mention of the assigned reason code should be
(COD) to review team QF FEVISN ARG CAMMSIE VIR Cmal included in the email to the review team
Review team reviews and sends Review team reviews and makes comments
11. comments back to Regional sends back to RCT with a cc to the rest of
Construction Technician (RCT) the review team
Regional Construction Technician e
.. § g Significant changes to the content of the COD may
12. (RCT) _makesorgv!sgr?s ;5; e Chz.:\fnge CODP1 g? TMmakes rﬁv:smgs;o the:C0D In warrant a second round review period for the
of Design (COD) in SiteManager i remanager il noede review team. This is at the discression of the RCT
needed
Regional Construction Technician
13. (RCT) sends for signature within CODP3 RCT sends for signature within SiteManager
SiteManager
The COD will be sent via email with the folowing
statement --- Please have the alftached Change
Regional Program Services Clerk of Design (COD) signed by the appropriate
14 (RPSC) receives Oracle message and CODP2 RPSC receives Oracle message and runs  |contractor personnel and return signed as a PDF
" runs the Change of Design (COD) : the COD report File for further processing. If any of the work is
report and/or was being performed by a subcontractor
please indicate so by checking the appropriate box
on the document
Regional Program Services Clerk
(RP?’C) shidp BOD 1otie Contractor RPSC sends COD to the Contractor for
15. for signature and enters the date sent |[CODP5 ) .
. : g signature and enters the date sent into CTS
into Construction Tracking System
(CTS)
. . . The authorized signors will be listed on the
th - . :
(Czﬁglt—:'agtco)fr gl;SiO:Z(%doség)nae; ds:'ir;ks Contractor authorized signer signs COD and |"Certificate of Resolution” found in the front of the
16. ¢ g marks which items will be done by contract -The authorized signor information can

which items will be done by
subcontractors

subcontractors

now be found in the Construction Tracking System
(CTS) Contractor's tab as well
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Change of Design Process
Work Instructions

Revision Date: March 20, 2013
Revision No: 2
Author: NE Region

Process Steps (cont'd)

Available Step Aides

Key Activities

Points of Interest

17.

Regional Program Services Clerk
(RPSC) receives signed COD, reviews
COD and if acceptable signs the COD
for the Contractor in SiteManager (SM)

CODP4

RPSC receives signed COD from contractor
(usually by email in PDF format, but may
arrive via USPS) and checks to make sure it
has not been altered and proper signatures
obtained then will sign the COD in SM for
the Contractor.

18.

Regional Program Services Clerk
(RPSC) enters date the COD was
returned by the Contractor and date
distributed, into Construction Tracking
System (CTS)

CODPS

RPSC enters date the COD was returned by
the Contractor and date distributed, into
CTS

Deliverables

Available Step Aides

Key Activities

Points of Interest

Regional Construction Technician
(RCT) may save the Resident
Engineer's (RE) draft Change of Design
(COD) to the G:Drive

RCT may save the RE draft COD to the
G:Drive

"RE Draft" should be added to the file name if
saved to the G:Drive

Regional Construction Technician
(RCT) may save the draft Change of
Design (COD) report the to G:Drive

RCT may save the draft COD report the to
G:Drive

"Draft" should be added to the file name if
saved to the G:Drive

Regional Program Services Clerk
(RPSC) may save Vermont Agency of
Transportation (VAOT) signed COD to
G:Drive

RPSC may save VAOT signed COD to
G:Drive

"Final Signed" should be added to the file
name when saved to the G:Drive

Regional Program Services Clerk
(RPSC) saves final signed Change of
Design (COD) to G:Drive

RPSC saves final signed COD to G:Drive

Regional Program Services Clerk
(RPSC) distributes a copy of the final
signed COD-to the cc list

RPSC distributes a copy of the final signed
COD to the cc list

The cc list includes Contract Administration,
Financial Operations, Construction Executive
Assistant, Resident Engineer, Materials &
Research, the Project Manager, the QA Unit,
FHWA if they have oversight, and Civil Rights
if any items are checked off as being done by
a subcontractor
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Vermont Agency of Transportation
Program Development Division
Construction Section

Instructional Sheet: CODP1 — How to Enter a Change of Design (COD) into SiteManager (SM)
Revision Date: April 19, 2012

Revision No: 1

Author: NE Region

1. Log into SiteManager: User Name & Password
2. Navigate to the Change Orders screen: Main Panel - Change Orders(+) - Change Order Maintenance(+) - Header

‘)&::1"'-:‘—""' SIEAMI A WY AnSHTD SiteManuager
Fiis  Mindow Hzlp e ‘Wiidow Hel e e
| sltenandger Panel | ESrtcﬂanaqer Panel . t e o
i Main Panel T  FhargeSudarsl+) ] . Main Panel T Change Orders(+) T Change Ordet Maintenancel(+)
| = @ ] N -
§ B (8 x | =
Contract DalyWork  Contiactor Change Materials  Accessories(+]  Manuals(+] | | (RN Plepotts (CO+)  Process List
Adminisiation[+)  Reports(+)  Payments(+) “SRLAL-CUks B9 M anagerment(+) | Maintenance(z}
|
|

5 o N

Reports ‘

T Change Orders(+)

Fg DAL I‘é—:
| = 48] =
hange Order Change Order  Change Otder  Item Summary  Change Order Tracking
Items Time Explanations Review /
Adjustments Approve

Any issues encountered with SiteManager, including passwords & logins, should be reported to the Construction Section Computer Technician
(CSCT) in Headquarters and. Stephen Gilbert, with a cc to the appropriate Regional Construction Technician (RCT)
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Vermont Agency of Transportation
Program Development Division
Construction Section

Instructional Sheet: CODP1 — How to Enter a Change of Design (COD) info SiteManager (SM)
Revision Date: April 19, 2012

Revision No: 1

Author: NE Region

3. When you click on the Change Order Header icon the system will automatically open a Change of Design and you will be prompted to save
changes to the Change of Design. You will always click *“No” at this point when prompted to save changes.
4, Click on the Open File icon on the toolbar and select the proper contract from the contract list.

m__.___h., Pt A s S A e

firdo bl e A
FEEAREEEEEES Hmﬁﬂ'.’ﬁ’.“ﬁ@“&"fﬂﬂ”'—“‘:ﬂ
- e ol el RO R - SIE — —— ——
= P e e R R e
| Se.[e:ll’.onluctandtlmngenrdu T b TR et e :-)'<~
| rSelocti
m—‘”* : __{1 | |b=Convactin | os0s0402
i e i Change Order |
? /‘ Sava changes?
Fint |
Yos Mo ! Cancel [-Danm,ﬂ D
3| Contract 1D Fod State Pioj Nbr Stalus County Lvl2 Description ;‘
g7 |ME. - {EASTMOMTPEUER STP OX7-218] |
(05090404 STPO235(9) T240 WW  CAMBRIDGE STP 0235(3)
0s0811m STP2N4(1) ACTY T083 NW  SHELDON-ENOSBURG STP 2714 (1)
08091102 STPG SIGN (20 ACTV 9339 SE STAMFORD-ANDQVER STPG SIGN {20 L3
03031601 ACIM 03141 (81) ACTY T126 SE  WINDSDR-HARTLAND AC M 091-1(81]
03091802 ACIMBPNT (3 ACTY T014 Nw  SOUTH BURLINGTON-WINDOSKI AC IM BPNT (5]
. J :JJ
oK ‘Cancel
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Vermont Agency of Transportation

Program Development Division
Construction Section

Instructional Sheet: CODP1 — How to Enter a Change of Design (COD) into SiteManager (SM)

Revision Date: April 19, 2012
Revision No: 1
Author: NE Region

5. After you choose a contract, the list of previously completed Changes of Design will open.

6. Choose the last Change of Design on the list.
7. Once open, click the New icon on the toolbar.

R S pm———

(R —
P TARG oL e s
Fle Servie ;/-\ Help
mEeRlDEss uE e

<

008 |SUPPLEMENTAL AGREEMENT

BT R P b
|2 = i) > Order X
~Selection ]

Contract |D | 09030402 |
(’? Change Oider !
|
Find: [
~ Change Order
CO Hbr Type Status Description al
003 SUPPLEMENTAL AGREEMENT Approved  Exchange therma markings for painted markings J
D04 SUPPLEMENTAL AGREEMENT Approved  Increase Eposy Coated Rebar
005 CHANGE ORDER &pproved  Grubbing & Erosion Matting
008 SUPPLEMENTAL AGREEMENT Approved  Adjustments due to Flach Flooding on May 26 & 27
007 SUPPLEMENTAL AGREEMENT Approved  Increase contract quantities

Page 3 of 11

CODP1 — How to Enter a Change of Design into SiteManager




Vermont Agency of Transportation
Program Development Division
Construction Section

Instructional Sheet: CODP1 — How to Enter a Change of Design (COD) into SiteManager (SM)
Revision Date: April 19, 2012

Revision No: 1

Author: NE Region

8. A blank Change of Design will open and will automatically be assigned the next sequential Change of Design Number (i.e. 021).

Contract ID: [TESTO0Z CO Nufiber: fZ [ ———entative Yerbal Approval Datex:

855 ?,Fadurali [00/00/00 leiccl Managor: [00700/00
CO Created by: [Coding, Bigils On: 0272712
Status: JbrT_— Approval Leval: |
Dezcriplion: w
Reazon Code: | — :I
CO Type: | =]
I~ Override Appioval Rules I Emergency Work
Funclions: |~ Overrun/Underrun [~ Foice Account Bid Contract Amt: [541569350
™ Exta Work I” Zero Dollar Current Contract Amt: mso—
™ Time Adjustment [~ Final Quantity e

9. Enter the Project Manager's name and the date of verbal approval.
10. Enter the Federal (FHWA) Official’s name and date of verbal approval (if applicable, otherwise enter N/A).
11. Enter a brief description of the Change of Design in the Description field.
12. Choose a Reason Code from the drop down list (guidance on reason codes can be found in Section IX of the Construction Manual).
13. Choose a CO Type from the drop down list
Added items = Supplemental Agreemant
Changes in Quantities = Change Order
Change only to Completion Date = Extension Agreement
Change that requires no change in monetary value $ = Zero Dollar
Do Not Use - all other codes on list
14. Choose a Function(s) from the drop down list
e In(de)creased Existing Quantities = Overrun/Underrun
o Adding New Items = Extra Work
e Change in Completion Date = Time Adjustment
o Do Not Use - Force Account, Zero Dollar, or Final Quantity codes
15..Do not use the “Emergency Work” toggle.
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Vermont Agency of Transportation
Program Development Division
Construction Section

Instructional Sheet: CODP1 — How to Enter a Change of Design (COD) into SiteManager (SM)
Revision Date: April 19, 2012 '
Revision No: 1

Author: NE Region

16. To increase or decrease quantities for existing contract items: Click on Services - CO Items - Services -> New CO Items

FE} ansiro siicManager
Fle | Services Window  Help

AASHTD SiteManager
Flle Edt | Services Window Help

‘ M Cheoro oys bRl

Rt 4 5 5 v
Generlc Flalds. Chrl+Alk+G i ” E Shidass Keys ?b-H-f}IH-K l

@ ————  Femarks ChylleR

Attachments

GeneHs Flolds ekl
SEACAC Tl

s Crder Ch i HHE

Sl ool ShiEeNg

ClriShieeM Cxplanation [Ctri+Shift+E]  Crl+Shift+E L’njecl Nbr |
rder Tracking  Ctrl+Shit+T Line ltem
Unit: [ Unit Pice: [
Item and Supplemental Descriptions:
Comtract ID: [TESTO0E 0 Rumbor: 78— Tentalivo Verbal Approval Dalos:_———— [
2 bt [ ovts TR Preoct Monoge: PIRRT ‘
' |
CO Created by: [Coding. Biigile On:[01/23/07 |
Status: |Dralt ~| Approval Lovel: [Consliucion Fegional Enpineer |
|
[Deseription: [Test Change of Dazign | Quantity Amount
Reazan Code: [N/A | I :
€O Type: [CHENGEGROER = . Contract Bid: | 0.000 |
[~ Oweside Approval Rules ™ Emargency Work | Approved Change Order: I 0,000 1
Funclions: ¥ Ovesun/Undarrun [~ Forca Account Bid Contracl Amt: [£475,693.50 | Cunent Contract: [ 0.000 |
[E‘EM*’_‘_R_ i ; Zoto Duln Current Contract Amt: [§444,743.50 Pending Change Oider: | 0,000 |
Time Ad) 1 Fm 5
el €O Amount: [FZE0000 This Change Order: | P.000 | [~ Force Account Item
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Vermont Agency of Transportation
Program Development Division
Construction Section

Instructional Sheet: CODP1 — How to Enter a Change of Design (COD) into SiteManager (SM)
Revision Date: April 19, 2012

Revision No: 1

Author: NE Region

17. The contract item list will open.

18. Scroll through the list and choose the item from the contract item list that you want to increase or decrease the quantity for.
19. Click OK

b

Filz Edit

E Select Contract Items : il
~ Selection

h Contract Items

Find : I—

~ Contract Items

Project Nbr Catg Item i Item Code Description
Nbr Nbr
[Baiioz |2 fs2s0 Jsiea0 [BRIDSE EXPANSION JOINT

oK Cancel
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Vermont Agency of Transportation
Program Development Division
Construction Section

Instructional Sheet: CODP1 — How to Enter a Change of Design (COD) into SiteManager (SM)

Revision Date: April 19, 2012
Revision No: 1
Author: NE Region

20. Enter a positive or negative number in the This Change Order field to increase or decrease the guantity
21, Click Save

E AASHTO SiteManager

File Edt Services Window Help,f——-\

EEEEIREECETE

| EChange Order Items
Change Order ltem “m

Cont ID: [TESTO02 co Nbr:lﬁT Project Nbe: 830107

Line ltem Nbr: [5280  lem Code: [516.10

Unit: [CINEAR FEET Unit Price:  [§200.00000

Item and Supplemental Descriptions:

[ERIDGE EXPANSION JOINT

ficint

Quantity Amount
! Contract Bid: | 0.000 [ $0.00
! Approved Change Crder: ] 30.000 ] $6,000.00
| Curmrent Contract: l 20.000 | $6,000.00
Pending Change Order: | / u.ooﬁ\]\ $0.00
This Change Order: | { ]) $0.00 [T Force Account Item

| L%
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Vermont Agency of Transportation
Program Development Division
Construction Section

Instructiohal Sheet: CODP1 — How 1o Enter a Change of Design (COD) into SiteManager (SM)

Revision Date: April 19, 2012
Revision No: 1
Author: NE Region

22. To add new contract items: Click on Services = CO Items = Click on the New Contract Item tab

23.
24,
25,
26.

27.

28
28

hﬂiHTuﬂblt:Manugzr
Fle Edt Services Window Help

BT
E_ﬁh‘nqc Order Ttems.
Change Dider Item

TESTO02 Change Order Nbr:

R

2[0]

New Contract ltem

Conlract ID:

e

Projoct Nbe | =]
Item Code: 1—
Description: |

Major Item: [~
Unit Price: [ 5.00000

Propozal Line Nbr:
Critical: [~

Category Nbi: J_——
Units Type:

Line Itam Nbr:
Spec Yoar:

Specialty: [~

Status Type:

Related ltem: [
Pay Plan Qty: [~

=}
Material Discrepancy Adi [~

Supplemental Descriptions:

Click on the Project Nbr drop down and choose the contract’s primary PIN number from the list (often there will be only one PIN)

If there is more than one PIN it is necessary to determine the proper primary PIN before populating the Project Nbr field

Choose the proper Category Nbr for the new item (this should be provided by the RE on the template)

Enter the next available 9000 line number for the project in the Line Item Nbr field (added items are assigned 9000 line numbers 9005,
9010, 9015 etc.,)

Click in the Item Code field and search for the desired item off the master item list

. Do not use the Major Item or Specialty Item toggle boxes
. Enter the unit price for the item

30,
31.
32

Enter the Proposal Line Nbr, this number should always match what you entered in the Line Item Nbr field
Do not use the Related Items field or the Critical, Pay Plan Quantity, and Material Discrepancy Adj toggle boxes
Enter a supplemental item description in the Supplemental Description field; both fields can be used for this purpose if needed
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Vermont Agency of Transportation
Program Development Division
Construction Section

Instructional Sheet: CbDPl — How to Enter a Change of Design (COD) into SiteManager (SM)
Revision Date: April 19, 2012

Revision No: 1
Author: NE Region

33. Click Save
34, To change the Completion Date of the Contract: Click on Services = CO Time Adjustments
35. Don't forget to toggle the Time Adjustment function
36. The Time Order Time Adjustments screen will open
37. Enter the new Completion Date (the RE should provide this on the template)

38. Enter a brief explanation for the adjusted date in the Explanation field
39. C(Click Save

Fin | Sarvicen . Wadew Holp

@ chsres  diy
[, GanencFieids QUG
=T ahnadhments: Contract ID: [TESTO0Z Change Otder Nbr: ~ [079
Process Slatu
QUi Bangm order rrite v Adjusted Contract or  Adjustment Adjustment Date Explanation
m Mileztone Days
f L ain sttty "
S i Tyt 00003 S i R |
Cani : [TLST002 N - v —Tnntaliva Varbal Approval Dales:
el £ Numbort (131 al: TG0 Piojnct Manager: [I0A0/00 4| |
I I  For Milestona: | & or Conlract Completion
IC0 Croated by: [Cadien. Uipiia on:@7DAT
stotue: [Biat =] Appiaval Level: [Caniiuetvon rirponal Lgnest Time Adjustment D,a;g;_‘ﬂ_ Adjusted Cnmplutiod@:: 00/00/00 /
(@ astnption: [Teal Changs of Onagn Explanation: j
[fosson Coda: [HA =
€O Type: [[HREL T e T i - ;
™ Oveinda Appeoval Rulos ™ Cmaigancy Wark ;f

Funalionsg™Qyeiun/Undenun [ Forco Account
™ Cutig Wark ™ ot belty
|7 ThmaAdiuetment [~ ol Guaniits

Z

Did Cantract Amt: [I415080°50
Cunent Contracl Aml: [$44d,741,50
CO Amount: [SLUAK.UW
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Vermont Agency of Transportation
Program Development Division
Construction Section

Instructional Sheet: CODP1 — How to Enter a Change of Design (COD) into SiteManager (SM)
Revision Date: April 19, 2012

Revision No: 1

Author: NE Region

40. Once you have entered all components of the Change of Design

41, Navigate back to the Change of Design header then click Services - Calculate Change Order
42. The CO Amount field will populate with the net value of all monetary changes made

43, Click Save

nn‘j‘H‘lDSﬂ:r.Mmmql:t-
Fle | Services Window Help

” MM e her Al F |

E Generic Flalds ClrleAlt+G e =
Attachmen »
Calogiata Changs Oir <

CO Time Adjustments  Chri+Shift+M
Changa Order Tracking  Cerl+Shift+T

| Contract 10: [TESTODZ 0 Number: i78 [ __tcnlative Verbal Appioval Datez:

| Federal: [00/00/00 Project Manager: [00/00/00
CO Created by: IEnd!mg. Bngite On: [01/23/07

Status: [ ~| Approval Levet: [Constiucton Flegansl Engincst

Description:. {Test Change of Design

| Rooson Code: [N/A, =~
CO Type: [CHANGE OROER ~]
I~ Overide Approval Rules [~ Emergency Wark

Funcliona: [~ Overrun/Underrun [~ Force Account Bid Conlc 415.693.50
I Extra Work [T Zaro Dellos CunrentContract Amt: 143474350

i i ) Degattily
W Timo Adjustment [~ Fis) Duaetity C0 Amount: 0007
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Vermont Agency of Transportation
Program Development Division
Construction Section

Instructional Sheet: CODP1 — How to Enter a Change of Design (COD) into SiteManager (SM)
Revision Date: April 19, 2012

Revision No: 1

Author: NE Region

44, Next you will add Revision, Necessity for Revision, and New Item statements to the Change Order
45, Navigate to the Explanations page: Main Panel © Change Orders(+) = Change Order Maintenance(+) - Change Order Explanations

nnsnmsm:nan.mcr e LIS o 'Emsmosum.niaq:r 3 . et d. | EA&SHT(] SiteManagee
Fllo Edit Suwm Halp 7 File Edt Services Window Help Flle Edt Services Window Help
T = mEeE2 DS 9E D@2 DS g B

Change Ordér Sxplanations

‘_ .Llldnqe Order bmlnnatlons =2 ‘ Ethanqc Order Explanations

Contract ID: [TESTOD2 Change Order Nbr:  [019 Stalus: [DRAF : Contract 1D: [TESTO02 Chango Order Nbi: ~ [018  Status: [DHAF Contract 1ID: |TESTO0Z Change Order Nbr: [0S Status: [DRAF
i /,——\ ,..——:
< [-R.culalun / =l Spell Check Necessity For Revision / -:_I Spell Cheek | | JTHew fterns Hot In CDW _:I Spell Check {
Std CO Expl ID Type Date Applied Seq. Nbr.  5td CO Expl ID Type Date Applied Seq. Nbr.  Std CO Expl ID Type Date Applied
7 EVAR b_m_ '%LL oin ST

\Addition of the item 900.545 Supplemental Agreement _:_I | ||The contractor has azked to be compenzated for grnding ;[ | |/900.545 Supplemental Agreement [Concrete Grinding) One 4
[Conciete Grinding) to the contract. | ||=pproximately three inches of the approach slab 1 [station Thousand Eight Hundied Fifty Six Dollars and Twenty Five ™|
20+44 Rt.) comer down. due to an clevation error in the Cents ($ 1,856.25) per Lump Sum. Thiz item will be full
planz. reimbursement for all costs invoiced to the Frank W.
‘Whitcomb Corp. from Vermont Concrete Cutting, Inc. for
! grinding the approach =lab down to grade. Payment shall
be Vemont Conciete Cutting'’s invoice plus 10 overhead
and profit as allowed by thiz contract.
See attached invoice.

zl - | o

46. The Revision statement should say which items were adjusted or added (see example above)

47. The Necessity for Revision statement should explain who, what, when, where, and why the change was made

48. The New Items Not in Contract statement should list the added items (see example above)

49, If there are no new (added) items then N/A should be entered into the New Items field

50. Use multiple sequence lines to add multiple paragraphs to the Change Order (do this by adding a new sequence line) O
51. Click Save
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Vermont Agency of Transportation
Program Development Division
Construction Section

Instructional Sheet: CODP2 — How to Run a Change of Design (COD) Report in SiteManager
Revision Date: April 19, 2012

Revision No: 1 |

Author: NE Region

1.  Log into SiteManager: User Name & Password
2. Navigate to the Change Orders screen: Main Panel > Change Orders(+) -> Process List

ESit:Manﬂger Panel | E SiteManager Panel

Main Panel T Changs Drders(+) ] | . Main Panel Change Orders(+) T Change Otder Maintenance(+)

& rﬁé(@ = m | ™ -(

|
Conlract DalyWok  Contractor Change Maltefials  Accessories(+)  Manuals(+) | ‘ Ch"“gen'dﬂ Feports (C Process Lisl

Adrmiristration(+)  Feporta(+) Payrents{+) “SRMBICEIRRIIIF Managernent(+) \ M"‘”‘E"""‘C” |
== 3 | |
= - ‘
Repoits | |

3. Double click on Change Order Report

AASHTO SiteManager
File Services ‘\Window Help

']Mlﬁl* caﬁl

Process ID ] Process Type |
RCOCORPT  [Sh-5tandard {Change Order Repoit

Process Description
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4. When the list opens (Confirm Process Submission window) choose the Contract and Change of Design Number you want to run a report for.
5. Click Submit (depending upon network speeds the Run Process may take a little while)

6.  When the Client Job Monitor window appears Click OK
When th

3¢ Windevr  Help

Process ID | Process Type | Process Description |
RCOCORPT [SM-Standard |Change Order Report |

‘ Confirm Process Submission

Contract ID Fed St P Nbr C O Nbr C 0 Status Description -

00010701 HEHF 028-4(22) 001 APPR COMNCORD BHF 028-4(22)

00010701 #BHF 026-4(22) W2  |APPR  |CONGORD GHF 028-4(22)

J0070701  |#BHF 0289(22) ! |CONCORD BHF 0284(22)

00071401 H#BHS 0181(1)5 001  APPR  |WEYBRIDGE #EHS 0181(1)S =
00011401 #BHS 0181(1)5 002  4PPR  |WEYBRIDGE #EHS 01B1(1)S . ]I
00071481 #BHS 0181(1)5 003  APPR  |WEYBRIDGE #BHS 0181(1)S = i
00011402 EHF 025-1(39)3 oot APPR |CHESTER BHF 025-1(39)S (READVERTISED) ‘ j Hi / Profile RCOCORPTA far process RCOCORPT hes completed i
00011402 EHF 025-1(39)5 002 |APPR  |CHESTER BHF 025-1(39)S (READVERTISED) | | ) ‘
00017402 EHF 025-1(28)5 Q03 |APPR  |CHESTER SHF 025-1(29)5 (READVERTISED) : ti
00072801 BRF 013-28) 001 |APPR  |LONDONDERRY AC BRF 013-28) . {
00012301 ERF 013-2(8) 002  APPR  |LONDONDERRY AC BRF 013-2(8) ERa T T e

- i _=
<| I r

Submit l Parameters Cancel
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8. Click on Services = Process Status

AAS

L Services window Help

Process ID | Process Type i Process Description
RCOCORPT  [SM-Standard |Change OrderBzport

9. Double click on the last report run (note date and time)

E AASHTO SiteManager
File Edit Serviczs Window Help

DR 2 S

Process Status
" Regular " Scheduled

-

Process Name Status| Date | Queue | Start Time | End Tinj
Submitted |  Time
RCOCORPTA Cornpleted 2/23/2012 110:22am  |10:22 am 10:22 am
RCPCSUM1A Carnpleted 2/23/2012 [04:1 Spm (0418 pm 04:18 pm
RCOCORPTE Cormnpleted 2/28/2012 109:23am  |09:23 am 03:24 am
| [RCOCORPTA Cornpleted 2/28/2012 |08:22am  |09:22 am 08:24 am .

j212872012 {0338 am 10935 am

RCOCORPTA] Camgleted
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10. Three log files should appear (see below)
11. Double click on the OUTPUT.PDF file

12. If there is no QUTPUT.PDF file on the list, then there is a character issue within one of the explanation statements that will need to
be fixed (see CODP1 step 44)

E AASHTO SiteManager

Flle Edit Services Window Help

)

@ Files For Process RCOCORPTA

[ [~ Show system files

QUTPUT.PDE | B1072:28/2012

DUTPUT.TXT 87282/28/2012 03:36:25
| |PROCLOG.TXT 8622/28/2012 09:36:24
\

13. The Change of Design will open in PDF format
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1.  Log into SiteManager: User Name & Password
2.  Navigate to the Change Orders screen: Main Panel = Change Orders(+) - Change Order Maintenance(+) - Header

ESiteMandqer Panel

Main Panel T Change Orders{+) ] ( Main Panel Change Orders(+) | Change Order Maintenance[+)

N 8 s = ‘
& Z70\r @ & | [ena =
— | A i .
Contract Daily Waork Contractar Change Materials  Accessories(+)  Manuals(+) | Mch""'—m Order ?HCP"“’ (CO+)  ProcessList
Administration(+)  Reponts(+) Payments(+) SRl C i snagement(+) 1 aintenancel+)
S I‘

S|

Reports

=

T Change Oiders(+) T Change Order Maintenance(+)
N = = 5 T |
@ = ﬁﬁ o E= |

i EEGETERN Chenge Order  Chenge Otder  Change Order  llem Summary  Change Order  Tracking
L Items Time Explanations Review /
Adjustments Apprave

Any issues encountered with SiteManager, including passwords & logins, should be reported to the Construction Section Computer Technician
(CSCT) in Headquarters and Stephen Gilbert, with a cc to the appropriate Regional Construction Technician (RCT)
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3. Open the Change of Design ready for VAOT (electronic) signature and change the Status from Draft to Pending.
4,  Click Save

Contract ID: [TESTO0Z €0 Number: 078" [~~~ Wﬂ;%“ﬂe Vei’ﬂi:;'?:::a';::%w_zw_l
| Noe Nobody
Epzféigd by: [Codm-Erigite Om: [57773/05
fStatus: Pending—vh Approval Level: ]Can:.lru:lian Project Managers
[BescriptDraft AfDesion
o e _ﬂ
co ENTAL AGREEMENT _:]
e Approval Rules [T Emergency Work
Funci h/Underrun [~ Force Account Bid Contract Amt: [§41589250
Jv" Extra Work [~ Zers Dellar Current Contract Aml: W_
™ Time Adjustment [~ Fina!l Quantity D R

5. A confirmation prompt window will appear - Click Yes

| =) - e aTh B
AASHTO SiteManager 0 P

? _/ Are you sure you want ta change the status to Pending?
,

Yes ! No ]

Page 2 of 3 CODP3 — How to Send a Change of Design (COD) for VAOT Signature within SiteManager




Vermont Agency of Transportation
Program Development Division
Construction Section

Instructional Sheet: CODP3 — How to Send a Change of Design (COD) for VAQT Signature within SiteManager
Revision Date: April 19, 2012

Revision No: 1

Author: NE Region

The Groups for Approval screen will open

For each approval group automatically assigned to the Change of Design, “Add” the appropriate VAOT staff related to the contract
Construction Inspector = Resident Engineer (RE)

Construction Regional Engineer, Construction Engineer, Director of Program Development, & Federal (are self explanatory)
Contractor = Regional Program Services Clerk (for the Contractor)

Once all approval groups have a name associated to them = Click OK

= 10 00 Sl

e

8= Change Order #003 Approval ; s _ altis ‘w‘?"?;';f' i ..__ i R X

Groups for Approval
Construction inspactors « Seiver
Construction Flegional Engineer

Construction Engineer

Director of Program Development = —>—<‘!
Federal -
4| | [ -
- 1 {/ Mail sent
User ID User Name -~ User ID User Name i
Add >
tchase Chase, Thomas Add All ->>
achurch Church, &llison n
beading Coding, Brigite |_SoTiehpve |
pdessure Dessureau, Philip <«<- Pem All
<] | 2]
OK Cancel i

12. The system will report that the Oracle process “Mail Sent” has been initiated = Click OK
13. Each approver will receive and Oracle email message telling them its their turn to “sign” the Change of Design

14. Once the final VAOT approver signs the Change of Design the Regional Program Services Clerk will get the final Oracle message which lets
them know they can send the Change of Design to the Contractor for their signature.
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1.  lLog into SiteManager: User Name & Password
2. Navigate to the Approval screen: Main Panel > Change Orders(+) = Change Order Maintenance - Change Order Review and Approve

S —— A

Ik

2 bain Panel T Change Orders(+] ] Change Order Mai
| @ = ] /E’\ :
| Headet Chango Order  Change Otder  Change Order  [tem [P M Chiange Dide Tracking

ltems Time Explanations Review / |
Adjustments Approve

3. Choose the Contract and the er;}_r_a_gg_gf Design you want to approve - Click OK

2o Contract [
Change Orders
Find : |
~ Contract 1D |
Contract ID Fed State Proj Nbr Status County Lvl2 Description )
ore — cfross B [HARIRORDINMBLDGNE
STPSTCULV[?) ACTV T3 SE  LUDLOWSTPSTCULV(7) g
03050801 ACNHO181(51) ACTY T1ES SW  BENNINGTOM AC NH 018-1(51)
03070201 IM IR 0313 [6) ACTY To81 NE  LYNDON-DEREY IM IR 091-3(6)
10120301 RAIL 5307 (15) ACTV TOB4 SW  RUTLAND CITY RAIL 5307 (15)
10120303 STPEMRC(1) ACTV T224 SE  ROCKINGHAM STP GMRC (1)
4| | _’_r/
L -~ e e e - e
oK Cancel
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4,  The Change Order Approval screen will open

E oSt

Fle £l Sesvices Helpr

BT RINEEEEE]
c}mnur Order Review/Approval z

Conlract ID | coosern

A2 Changs Oiders z

Find
r-Change Ordeis

CO Hbr Type
SUFPLEMENTAL AGREEMENT
SUPPLEMENTAL AGREEMENT

Statuz

Pending

Dezeriplion
Redesgn/move e lne aw lan exisling wates loe

Add ltem 900.545 SA (Administralive Seltlement] to the cont

5. To approve the Change of Design - Click Approved
6. To deny the Change of Design = Click Denied
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7. Then notify the appropriate Regional Technician that the Change of Design was denied

3 anstio siteMonager
Flle Edit Services Window Help

EErTFIEEEETIE

E Change Order Approval
Contract ID: [TEST002 CO Number: 013 [
Approver 1D: [beading Approval Date: ﬁZJZEi‘IZ
Name: [Codiing. Erigitte [ Emergency

Recommendation: Approved
 Denied

-Any issues encountered with Construction Tracking System (CTS), including passwords & logins, should be reported to the Construction Section
Computer Technician (CSCT) in Headquarters and Laurie Bean, with a cc to the appropriate Regional Construction Technician (RCT)
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Log into CTS

Click on “Contract”

Click on Find Contract (highlighted in yellow) and choose appropriate project
Click on “"CO” tab (located second box over from FIND CONTRACT)

Construction Tracking System = [Conteacts) . cotasas KN | L B By I:l' Xi

File Edit Records  Window  Help ‘ _ 8 X

L‘ﬂ‘;@ 2 3@ 2l il DTN s Uty * Reports ~ ;

— _ -
Contract Information | ) o o | ) Emplogees| 7
|

NCORD BHF 025-4(22)° [BECK % BELLUCCI INC.

Projects ]Fié[d-UEfECe-l Cohlraclor] Schedules{,'fﬂiiestones l Costs [$Ii' Halingﬂ?raiébtﬂew&s [ Extension of time ]

Projects in this contract

»| [3E087  [CONCORD [BHF 025-4(22) Open |
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5. Tab to “Regional Clerk sent to Contractor” date field and enter the actual date the COD was sent and click save

Ble Edt Records ‘Window Help
@ < 4 4121 ‘é-"u.’g » Ulity > Forms ~ Reports ~ ;

|C§han-ges Of Design| E

Scrizact [CONCORD BHF 028-6(22)

Nesezsity For Revision (5M) |

6. When COD/Supplement Agreement (SA) is returned signed by Contractor follow steps 1 through 3 above

7. Tab to “Regional Clerk received from Contractor” date field and enter the actual date (if not distributing at this point click on the save
button)

8. Tab to “Distributed” date field and enter the actual date you distribute the COD and click on the save button located in the upper left
hand corner of the screen.

Any issues encountered with Construction Tracking System (CTS), including passwords & logins, should be reported to the Construction Section Computer
Technician (CSCT) in Headquarters and Laurie Bean, with a cc to the appropriate Regional Canstruction Technician (RCT)
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