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 Overview 
 

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

1. Enter Initial Contract Funding 

2. Add Additional Funding to an Existing Fund Package 

3. Add Additional Funding to Pay Items  
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Table of Contents 
 

 
1. Initial Contract Funding  

• Setup 

• Funding 

2. Adding Additional Funding to an Existing Fund Package 

• Setup 

• Adding Funds 

3. Adding Additional Funding to Pay Items 

• Setup 

• Adding Funds 
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Entering Initial Contract Funding 
 

1. Begin at your dashboard and select “Contract Administration”. 
 
 
 
 
 
 
 
 
 
 
 

2. Type in the contract (number) only in the search box. 
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3. To select the contract, either click on the contract or use the “Open Row Actions Menu” 
and select “Open”. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

4. Select “Funding”. 
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5. Click “Select Fund Packages”. 
 

 
 

 
 
 
 
 
 
 
 
 

6. Search for desired Fund Package by typing description or select “Show First 10” or using 
the drop-down “Advanced” Feature. 

 
 
 
 
 
 
 
 
 
 
 

7. Select the appropriate funding and select “Add Fund Package”. 
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8.   Use the “Open Row Actions Menu” and select “Open”. 
 
 
 
 
 
 

 
 

 
 

 
9.   Start typing the contract (number) only in the “Purchase Order Number” field. Current 

Capwise purchase orders will be displayed. Select the desired purchase order. 
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10.   Verify “Priority”. Change if needed. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
11.   Verify “Percentage”. Change if needed. 
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12.   Verify “Type”. Change if needed. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

13.   Enter purchase order amount in “Limit” field. 
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14.   Select “Save”. 
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Adding Additional Funding to an 
Existing Fund Package 

 
 

15.   Follow steps 1-6 to find the desired contract available fund packages. 
 

16.   Locate the “Fund Package”. Use the “Open Row Actions Menu” and select “Open”. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

17.  Click “Select Funds…” 
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18.   Search for desired Fund Package by typing description or select “Show First 10” or 
using the drop-down “Advanced” Feature. 

 
 
 
 
 
 

 
 

19.   Select the appropriate funding and select “Add to Fund Package”. 
 
 
 
 
 
 
 
 
 

20.   The additional funding line should be displayed at the bottom. Use the 
“Expand/Collapse” button. 
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21.   Start typing the contract (number) only in the “Purchase Order Number” field. Current 
Capwise purchase orders will be displayed. Select the desired purchase order. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
22.   Enter the appropriate “Priority” number. 
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23.   Verify the correct “Percentage”. Change if needed. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  

24.   Verify the correct funding “Type” is shown. Change if needed. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

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


AASHTOWare Project Training Manual For: 
COF  

 
    
 

 
Questions/Issues? Please fill out the CMSi Form 

25.   Enter additional funding information in the “Limit” field. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

26.   Select “Save”. 
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Adding Additional Funding to 
Pay Items 

 

 
27.   Follow steps 1 -5 to open the desired contract. 

 
28.   Select “Funding”. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

29.   Select the number under “Funds” for the desired fund package. 
 
 
 
 
 
 
 
 
 
 

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


AASHTOWare Project Training Manual For: 
COF  

 
    
 

 
Questions/Issues? Please fill out the CMSi Form 

30.   Select “Fund Package Assignment”. 
 
 
 
 
 
 
 
 
 

31.    Use the “Expand/Collapse Group” button for the desired project. 
 
 
 
 
 
 
 
 
 

32.   Select the correct radio button to associate the “Fund Package” to an item. 
 
 
 
 
 
 
 
 
 
 

33.   Select “Save”. 
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