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Overview 
 

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

1. Add a Vendor Asset  
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Adding Vendor Assets 
 

 
1. Select “Contract Vendor Assets” from your dashboard. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2. Enter the contract (number) only in the search box and press Enter or Select “Show first 
10”. 
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3. Select the Contract and Vendor you want to add an Asset to.  

 
 

4. Select the “Row Actions Menu” then select “Open Equipment”. 
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5. The following steps will be used to add Equipment, Personnel, and Supervisors. To add 
select the “Row Actions Menu” button, then click “Select Vendor Equipment”. (Repeat 
for each Equipment, Personnel, and Supervisors tab as needed) 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

6. Select “Show first 10”. 
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7. Select the Asset you want to add to the Contract. Multiple Assets can be selected at once. 

 
 

8. Select “Add to Contract Vendor”. 

 
 

9.  The “Effective Date” will default to the current system date but can be changed by 
selecting the calendar icon.  

 
 
 
 

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


AASHTOWare Project Training Manual For: 
PEMS and AE 

 
    
 

 
Questions/Issues? Please fill out the CMSi Form 

 

 
10. Assets can be deleted if added by mistake by selecting the red “X” at the far right of your  

screen.  

 
 
 

11.  Once you have added all the Assets needed select “Save”. 
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