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 Overview 
 

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

1. Navigate Contract Administration 
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Contract Administration 

 
1. Select “Contract Administration” from your dashboard. 

 
 

 
 
 
 
 
 
 
 
 
 
 

2. In the box, type the contract (number) only. The Contract will be displayed. Select the 
contract number. 
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3. GENERAL 
• Includes details on the Contract Type, Description, Prime Contractor information, 

Oversight, Area Engineer, Lead Project Engineer.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

4. ADDITIONAL INFORMATION 
• Includes details on the Insurance information. 
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5. CONTRACT AUTHORITY 
• Contract authority showing the Person, Role, Effective Date, and Expiration Date.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

6. CONTRACT TIMES 
• Informational Time – Actual, Projected 
• Construction Time-Letting, NTP, Review completed, etc. 
• Site Time 
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7. DBE 
• Type of percentages shown (if applicable). 

 
 
 
 
 
 
 
 
 
 
 
 

 
 
 

8. FUNDING 
• Shows funding-use “Open Row Action Menu”, select “Open” for more 

information. 
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• Details for funding (PO number, amounts, etc.). 
 

 
 

9. APPROVED DBE COMMITMENTS 
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10.  APPROVED DBE COMMITMENTS (continued) 
• Select “Current DBE Commitments”. 

 
 
 
 
 
 
 
 
 
 
 
 
 

 
11.  APPROVED DBE COMMITMENTS (continued) 

• Select “Subcontracts”. 
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12.  APPROVED DBE COMMITMENTS (continued)  
• Subtractors will be shown with “Approved Date”. 
• Use the open row action menu and select “Open” to view subcontract items. 
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