QRG:  Change Orders – Time Adjustment
This article is intended to guide the user in the creation of either an overall contract time adjustment change order or a milestone time adjustment change order in SiteManager.   
Log on to SiteManager and navigate to Change Orders – Change Order Maintenance – Header.
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Creating the Change Order Header
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Contract ID:  Select Services – Choose Keys to select contract.
CO Number:  The system will automatically number the change order.
Tentative Verbal Approval Dates:  May be used if it applies.  Rush change orders may use these fields.

CO Created By:  Automatically entered by system.

On:  Date automatically entered by system.
Status:  Leave Status as “Draft” until time adjustment and explanation has been entered.   
Approval Level:  Automatically entered by system based on change order rules.  

Description:  Enter a description of the change order.  
Reason Code:  Select “Time Extension” from the drop down list.
CO Type:  Time Extension change orders are always Level 3 Approval.  Select “Division Approval” from the drop down list.  
Override Approval:  The user should not have to override a time adjustment change order.
Emergency Work:  Does not need to be checked.

Functions:  Select “Time Adjustment.”
Reference To:  Dispute and Force Account:  These fields are not used.
Adding the Time Adjustment and Explanation
There are two ways to add the time adjustment and explanation.  

You may access CO Time Adjustments from the Services menu of the Change Order Header, 
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…or you may navigate to the Change Order Time Adjustments icon.
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Either option will open the Change Order Time Adjustments window as shown below.
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For Milestone:  If the change order is for a milestone time adjustment, make sure the “For Milestone” radio button is selected, then select the appropriate milestone from the drop down.
[image: image8.png]FIAASHTO SiteManager
& Fle Edt services

Change Order

me Adjustments]
window _Help

mEr? DEs 9E]

Contract ID: [051023701 Change Order Nbr: 302
Adiusted Conlract or  Adjustment Adjustment Date Explanation
Milestone. Days.

i
 ForMilestone: | < C or Contiact Completion
Time Adiustmont |71 C3en Dy Conleon o Pt —
02 Calendar Day Compleionfor Fout DD Prject
Explanation: 02

Calendar Day Completon for Route F Prject





Contract Completion:  If the change order is for the overall contract time adjustment, make sure the “Contract Completion” radio button is selected.

Time Adjustment Days:  For Available Time or Calendar Time contracts and milestones, enter the number of days being added to the contract or the milestone.  The system will automatically calculate an adjusted completion date.
Adjusted Completion Date:  For Fixed Completion Date contracts and milestones, enter the new completion date.  The system will automatically calculate the adjusted number of days.
Weighted time tables and examples of proper use for determining time extensions are shown in the following links:  Table for Contracts With No Time Exclusion and Table for Contracts With Time Exclusion.
Explanation:  Enter a detailed explanation for the time extension.
Note:
District 6 requires a 2-digit code at the beginning of the explanation for all time adjustment change orders.  Please reference District 6 Reason Codes for Time Extension CO for proper coding.
Once the information entered has been saved, SM will display the information in the upper portion of the window.
Changing the Status of a Change Order
Once the time extension and explanation has been added to the change order, the user must navigate back to the Header.  User may choose to “Calculate Change Order” from the Services drop down menu to make sure the user-selected CO Type matches the system calculated Approval Level.  The system will calculate Change Order Approval Level 3.  
Change the status from “Draft” to “Pending” and save.  Make the appropriate selections for each approval level, and then click OK.
[image: image9.png]Echange Order #012 Approval [x]

Groups for Approval
Constuction Resident Engineer
(Change Order Approval Level 2.
(Change Order Approval Level 3

Feceral
‘ |
User ID User Name User 1D User Name
fuhvop1 FaulaB. Fuhro
nokkes Shed. Noker Add Al >>
vogtt Tina V. Voot ™w
brookt Wendy L Brooks
degraw Wina . Defiraffenieid





Printing the Change Order

Print the appropriate ReportNet report – either “Official MoDOT TIME EXTENSION Change Order Report” or “Official MoDOT MILESTONE ADJUSTMENT Change Order Report.”  See Change Order Reports for guidance.
Saving the Change Order
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All change orders must be saved in .PDF format to the V: drive in the following path for your district and org code:  V:\Contract Information Archive\District # \ ORG # \ Contract ID \Change Orders\Pending.  File name should include the change order number placed within the file name so the change orders will sort properly when listed in the folder.  See example below:  

Once the change order has been approved at all levels, it shall be saved with all attachments in a single file to V:\Contract Information Archive\District  # \ ORG # \ Contract ID \Change Orders\Completed.
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