
AASHTOWare Project Training Manual For: 
PEMS, AE, COCR, DCR  

 
    
 

 
Questions/Issues? Please fill out the CMSi Form 

  

   

   

AASHTOWare Project 
Training Manual 

   

 
Project Engineer/Manager/Supervisor, Area Engineer, Central Office Construction 

Records, and District Construction Records 

  

   

  

 

 

 

 

 

Date: March 2025 

Revision: 3 

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


AASHTOWare Project Training Manual For: 
PEMS, AE, COCR, DCR  

 
    
 

 
Questions/Issues? Please fill out the CMSi Form 

 Overview 
 

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

1. View Contract Time 

2. Enter Contract Time 

3. Delete Contract Time 
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Viewing Contract Time 

 
1. Select “Contract Administration” from your dashboard. 

 
 

 
 
 
 
 
 
 

2. In the box, type the contract (number) only and search.  Select the contract when 
displayed. 

 
 
 
 

 
 
 

3. Select “Contract Times”. 
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4. The list will display informational time (final record dates), Site time (completion dates, 
intermediate dates, etc.) and any reoccurring time. Actual dates that have been entered 
by the PEMS will be displayed on the left side and projected dates next to that. Scrolling 
down will allow the user to view all the contract times for verification.  Each section of 
date is listed alphabetically. 
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Entering Contract Time 
 

 
1. To enter the contract time, select the calendar icon. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2. The date/time will default to the current date/time.  Select the date.  Only adjust if 
necessary.  Select “Save” in the top right to complete each one. 
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Deleting Contract Time 
 

 
1. On the Construction Dashboard select “Contract Administration”. 

 
 
 
 
 
 
 
 
 
 
 
 

2. In the search box, type the contract (number) only and press enter.  Select the contract 
when displayed. 
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3. Select “Contract Times”.  
 
 
 
 
 
 
 
 
 
 
 
 

 
4. From the list, find the desired contract time to enter, select the “Open Row Action 

Menu” button and select “Delete”. 
 
 
 
 
 
 
 
 
 
 
 
 
 

5. Select “Save”. 
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