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 Overview 
 

 
By the end of this Module, you will be able to: 

1. Create Change Orders 

2. Modifying Attachments 

3. View Change Order Attachments 

4. Modifying Change Orders 

5. View Change Order Details 

6. View/Print Change Order Reports 

7. View Change Order Status for Approval  

8. Approving Change Orders 
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Table of Contents 
 

 
1. Create Change Orders 

• General and Functions 

• Increase/Decrease Current Items 

• Add New Items 

• Time Adjustments 

• Claim Change Orders 

• Adding Attachments 

2. Modifying Attachments 

3. View Change Order Attachments 

4. Modifying Change Orders 

5. View Change Order Details 

6. View/Print Change Order Reports 

7. View Change Order Status for Approval 

8. Approving Change Orders 
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Creating Change Orders 
 

 
1. At the home screen click “Change Order”. 

 
 

 
 

2. In the box, type the contract number (number only). 
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3. Any existing change orders for the contract will be displayed. 
 

 
 

4. To create a new change order, click the open component action button and then “Select 
Contract to Add Change Order”. 
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5. Click on the contract number the contract that is displayed (green arrow check mark) 
and click “Create Change Order on Contract”. 

 
 

 
 

6. There are four fields that need completed. 
• Change Order Date - this is pre-populated to the current date 
• Description 
• Change Order Type – Claim Resolution, CO, Force Account, Spec Change Only 
• Author – this populates with your user ID 
• Reason 
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7. Enter description in the “Description” box. 
 

 
 
 

8. Click the “Change Order Type” drop down to select the type. 
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9.  Click the “Reason” drop down to select the type. The reason code should be 
determined by referencing GIFE Chapter 2.19.5. 

 

 
 

10. Once all required fields are populated click “Save”.  If there are unsaved sections, the 
system will show an alert at the top. 
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11. Scroll down to the bottom of the page to the “Change Order Explanations” section. The 
“Order” box must be filled and specific details entered into the “Explanation” section. 
More explanations can be added by using another order if necessary. Scroll to top and 
click “Save” when completed. 
 

 
 

 
 

The change order has now been created.  It can be viewed in the system and will remain in 
draft status until ready for approval. 
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General and Functions 
 

 
1. To select the desired change order, click the “CO Num”.  

 
 

2. It will open in “General”. Here you can see the information that was entered.  
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3. At the bottom is “Functions”. Change Order Function indicators change to reflect 
information entered on the individual tabs. 

 
 
 
 

4. If the Change Order Function “Contract Modification Only” is Yes, the Change Order 
Type must be set to “SCO – Spec Change Only”. 
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5. If the change order function has Yes for “Increase/Decrease Items”, “New Items”, or 
“Time Adjustment”, the Change Order Type cannot be set to “SCO-Spec Change Only”. 
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Increase/Decrease Current Items 
 

 
1. To select the desired change order, click the “CO Num”. 

 

 
 

2. Select “Increase/Decrease Items”. 
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3. Click “Select Items”. 
 

 
 
 

4. The screen that shows up allows multiple ways to find the desired items. 
• In the search field, start typing the item description 
• There is a display of items to select (show first 10) and filter by Projects and 

Categories. 
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5. All items with the searched item description will be displayed. 
 

 
 

6. Select the desired items and a green check will appear.  More than one may be selected.  
Click “Add to Change Order” when completed. 
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7. The two selected items will be shown and can now be adjusted.  Click Expand/Collapse 
Row button. 
 

 
 
 
 

8. Enter the change to the item in the “Quantity” field.  This amount can be positive or 
negative. 
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9. Upon entering the changed amounts, click save. 
 

 
 
 
 

10.   The CO dollar amount will be displayed based on the quantity changes. 
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Add New Contract Items 
 

 
1. To select the desired change order, click the “CO Num”. 

 

 
 

2. Select “New Items”. 
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3. Click “Select New Item”. 
 

 
 
 

 
4. This screen will be shown.  This may take some time to load. 
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5. Use the “Reference Item” search field to start typing the item description.  Click the 
desired new item. 
 

 
 
 
 
 

6. Specifics for the new item will be shown (item number, description, unit). Click the 
desired project (a green checkmark will appear) then click “Add to Change Order”. 
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7.  Fields for the new item 
• PLN-populates automatically 
• CLN-populates automatically 
• Quantity-PE needs to enter 
• Unit price-PE needs to enter 
• Supplemental Description-not required.  Use as needed 

 

 
8. Enter the “Quantity”, “Unit Price” and click “Save” when completed. 

 

 

https://forms.office.com/g/Lb9DBC0qAa


AASHTOWare Project Training Manual For: 
PEMS, AE, DCD, SCE, SCD, FE 

 
    
 

 
Questions/Issues? Please fill out the CMSi Form 

9. If additional new items are needed on this change order, click “Select New Item” and 
repeat above starting at step 4. 
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Adjust Contract Time 
 

 
1. To select the desired change order, click the “CO Num”. 

 

 
 

2. Select “Time Adjustments”. 
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3. Click “Select Contract Time”. 
 

 
 
 

4. A search box will be available.  Press Enter to have all applicable contract times listed. 
• Typing the time descriptors in the search field is also available 
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5. Click on the applicable contract time that needs adjusted (green checkmark).  More than 
one may be selected.   Click “Add Time Adjustments to Change Order” when completed. 

 
 

 
 

6. To adjust contract time, click on Expand/Collapse for each “Time ID”. 
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7. To adjust a contract time using DATES, click the calendar icon button.  The calendar 
defaults to the current date.  Select the new desired date.  Click “Save” when 
completed. 

 
12. To adjust the contract time using DAYS, add the number of days.  This can be negative if 

needed.  Click “Save” when completed. 
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Claim Change Orders 
 

 
1. To select the desired change order, click the “CO Num”. 

 

 
 

2. Select “Contract Claims”. 
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3.   Click “Select Contract Claim”.  Only claims that are closed in the system can be 
associated to a change order. 

 

 
 
 

4. Click appropriate claim for the change order showing a green checkmark.  Click “Add to 
Change Order”. 

 

 
 

5.   Click on the “Claim Number”. 
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6.  Final claim information will be shown on this screen (“Pay Amount” or “Days 
Granted”) and associate the claim. 
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Adding Attachments to Change Orders 
 

 
1. Select “Change Order” from the Construction dashboard. 

 

 
 

2.   Locate the desired change order. Use the open row action button and then 
“Attachments”. 
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3.   Click “Select File”. Follow the instructions in the manual “Attach Documents”. 
Remember to select roles to view the attachment. 

 

 
 

4.   “Save” when completed. 
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Modifying Attachments 
 

 
1. ADDING ATTACHMENTS 

In the “General” section, use the “Row Actions Menu” button and select “Attachments”. 
See the module for adding attachments for details.  Attachments can be added to 
approved change orders. 
 

 
2. DELETING ATTACHMENTS 

In the “General” section, use the “Row Actions Menu” button and select “Attachments”. 
See the module for adding attachments for details.  Attachments can be added to 
approved change orders. Select “Save” when completed. 
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3.  DELETING ATTACHMENTS (continued) 
Locate the desired attachment. Select the “Row Actions Menu” button and select 
“Delete”. This will mark the attachment for deletion. 

 

 
 

4.  If deleted in error, the attachment can be saved by selecting the “Undo” button. 
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Viewing Change Order 
Attachments 

 
1. At the Construction Dashboard select “Change Order”. 

 

 
 

2. In the box, type the contract (number) only. 
 

 
 

 

https://forms.office.com/g/Lb9DBC0qAa


AASHTOWare Project Training Manual For: 
PEMS, AE, DCD, SCE, SCD, FE 

 
    
 

 
Questions/Issues? Please fill out the CMSi Form 

3. Any existing change orders for the contract will be displayed. 

 
4. Find the desired change order and select the “Open Row Action” button.  A menu will be 

displayed showing the number of “Attachments” for that change order. (This example 
has 2 attachments.) 

 

 
5. Select the “Attachments” to view. 
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6. All “Attachments” will be listed.  To view, click on each file. 
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Modifying Change Orders 

 
1. At the Construction Dashboard select “Change Order”. 

 

 
 
2. In the box, type the contract (number) only. 
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3. Any existing change orders for the contract will be displayed. 
 

 
 
4. Select the desired change order number (“CO Num”). 

 

 
 

https://forms.office.com/g/Lb9DBC0qAa


AASHTOWare Project Training Manual For: 
PEMS, AE, DCD, SCE, SCD, FE 

 
    
 

 
Questions/Issues? Please fill out the CMSi Form 

5. In the “General” section found on the lefthand side, you can make changes to any of the 
starred fields. Select “Save” when completed. 

 

 
 

6. Increase/Decrease Items 
a. Changes to the quantity can be made in the “Quantity” box. 
b. Additional items can be added by clicking “Select Items.” 
c. Deleting an item is accomplished by using the “Open Component Action Menu” 

button and selecting “Delete”. 
Select “Save” after any changes. 
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7. New Items 
• Changes to the “Quantity” or “Unit Price” can be made in each box. 
• Additional items can be added by clicking “Select New Items.” 
• Deleting an item is accomplished by using the “Row Actions Menu” button and 

selecting “Delete”. 
Select “Save” after any changes. 
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Viewing Change Order Status 
 

 
1. Select “Change Order” from your dashboard. 

 
 

 
 
 
 
 
 
 

2. In the box, type the contract (number) only and hit enter.  The contract should be 
shown below. 
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3. The list of contracts “Change Orders” will be displayed below.  All change orders need to 
have an “Approved” Status. 
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Viewing Change Order Details 
 

 
1. At the Construction Dashboard select “Change Order”. 

 

 
 

2. In the box, type the contract (number) only. 
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3. Any existing change orders for the contract will be displayed. 

 
 
 

4. Select the “CO Num” to select the desired change order. 

https://forms.office.com/g/Lb9DBC0qAa


AASHTOWare Project Training Manual For: 
PEMS, AE, DCD, SCE, SCD, FE 

 
    
 

 
Questions/Issues? Please fill out the CMSi Form 

5. There are three fields in the first section that need the PEMS to complete: 
a. “Description” 
b. “Change Order Type” – Claim Resolution, CO, Force Account, Spec Change Only 
c. “Reason” 

 

 
 

6. Scroll down to the second section – “Functions”.  This area shows what the change 
order involves regarding- “Increase/Decrease Items”, “New Items”, and “Time 
Adjustments” (YES). 
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7. Scroll down to the third section- “Change Order Explanations”. The “Order” box must be 
filled, and specific details entered the “Explanation” section. More explanations can be 
added by using another order if necessary.  

 

 
 

 
 

 
8. To view specifics of the Functions (“Increase/Decrease Items”, “New Items”, “Time 

Adjustments”) select the appropriate area. 
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9.  INCREASE/DECREASE ITEMS 
These are changes to current items. Select “Expand/Collapse” to view each item. The 
PEMS will have the changed “Quantity” entered.  Other item information is also 
shown (“Unit Price”, etc.). 
 

 
 

10. NEW ITEMS 
These are new items to the contract. The PEMS will have selected the “Item”, 
entered the “Quantity” and “Unit Price”.  The “PLN”/ “CLN” is prepopulated. 
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11. TIME ADJUSTMENTS 
These are some changes to time for the contract. The PEMS will have selected the 
“Contract Time” item and entered either a new date or number of days.  See details 
by using the “Expand/Collapse” icon. 
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Change Order Reports 
 

 
1. At the Construction Dashboard select “Change Order”. 

 

 
 

2. In the box, type the contract (number) only. 
 

 
 

3. Any existing change orders for the contract will be displayed. 
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4. Find the desired “Change Order” and select the “Open Row Action” button. A menu 
will be displayed. Find “Change Order Report” at the bottom. 

 

 
 

5. Generate as a PDF, this option is pre-populated. Only change if necessary. Select 
“Execute”. 
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6. “Change Order” report will show applicable sections selected by PEMS 
(“Increases/Decreases”, “New Items”, and “Time Adjustments”). 
 
For this example: Page 1 contains basic information. 

 

 
 
Page 2 shows “New Items” information. 
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Page 3 shows “Time Adjustments” information.  
 

 
 
 
Page 4 shows contract language and signature areas. 
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7. From this screen the report can be printed or saved if needed. 
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Viewing Change Order Status 
 

 
1. Select “Change Order” from your dashboard. 

 
 

 
 
 
 
 
 
 

2. In the box, type the contract (number) only and hit enter.  The contract should be 
shown below. 
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3. The list of contracts “Change Orders” will be displayed below.  All change orders need to 
have an “Approved” Status. 
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Approving Change Orders 
 

 
1. Select “Change Order” from your dashboard. 

 
 

 
 

2. In the box, type the contract (number) only. 
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3. The list will display change orders for the contract. Locate the desired change order. 
 

 
 
 

4. Select the “Open Action Row” button for the desired change order. 
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5. Under “Tasks”, select “Approve”. 
 

 
 
 

6. Enter comments in the box and select “Save”. (Comments must be entered to be able to 
save.) 
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8. Time Adjustments 

• Changes to time can be made with the “Adjustment Completion Date”. 
• Additional time can be added by clicking “Select Contract Time.” 
• Deleting time is accomplished by using the “Row Actions Menu” button and 

selecting “Delete”. 
Select “Save” after any changes. 
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