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Overview 
 

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

 
1. Activate a Contract 

2. Import DWR Agency View Reference Item Associations 

3. Enter the Notice to Proceed Date 
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      Activating a Contract 
 

 
1. Select “Contract Administration” from your Dashboard. 

 
 

 
 
 
 
 
 
 
 
 
 
 

2. In the search box, type the contract (number) only and press Enter. The contract will be 
displayed in the results box.
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3. Select the “Open Row Action” button and select “Activate”. 

 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 

4. A notification will show that the contract was activated successfully. 
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            How to Import DWR Agency View  
                 Reference Item Associations 

 
1. Select “Contract Administration” from your Dashboard. 

 
 
 
 
 
 
 
 
 
 
 
 
 

2. In the search box, type the contract (number) only and press Enter. The contract will be 
displayed in the results box. 
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3. Select the “Open Row Action Menu” and select “Import DWR Agency View Reference 
Item Associations”. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
*If this has been done successfully the option will grey out and you will be unable to select it*
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         Entering the Notice to Proceed Date 

 
1. Select “Contract Time” from your Dashboard. 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 

2. In the search box, type the contract (number) only and press Enter. The 
available Contract Times will be listed. 
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3. Contract Time is sorted by alphabetical order. Scroll down and select “  NTP-DT”. 

 
 
 

4. Select the calendar icon for “Actual Completion”. 

 

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


AASHTOWare Project Training Manual For: 
COCR and DCR 

 

 
Questions/Issues? Please fill out the CMSi Form 

 

 
5. The calendar will populate the current date/time. Select the appropriate date for the 

NTP. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

6. Select “Save”. 

 
 

7. A notification will show saying that the NTP Date was saved successfully. 

• A warning will appear saying that the NTP date cannot be deleted. 
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