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Summary of Changes 
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1. Completely Re-Worked the entirety of the QRG. 
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Changes Made: No changes made, up to date.  
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Contract Closeout 
 
 

Section 1: Construction Auditor Role  
 

Step 1: Click the Contract Administration link on the Construction component. 

 

Step 2: In the Search Box, search the needed Contract ID. 

 

 

 

 

 



 
 

Step 3: Click the Contract ID on the row. 

 

Step 4: Click the Contract Times tab. 

 

 

 

 

 

 

 

 

 



 
 

Step 5: In the search bar under the Informational component, search for the RE-AUDIT-BEGIN-DT. 

 

 

Step 6: On the RE-AUDIT-BEGIN-DT row in the Actual Date field, enter the needed date. 

  

 

Step 7: Click the Save button. 

 

 

 

 

 

 



 
 

Step 8: Once saved, click the Items quick link at the top of the screen. 

 

 

Step 9: Locate the needed line Item and fill out the As Built field with the Audited Quantity. 

 

 

Step 10: Click the Save button. 

 

 

 

 

 

 

 

 

 



 
 

Step 11: Click the Contract Project Items tab. 

 

Step 12: View the Pay Items and Check Quantities. 

 

 

NOTE: If you have any Audit Materials you want to attach, click the Row Actions Menu and select 
Attachments. 

 

Step 13: Click the Contract Admin Quicklink at the top of the screen. 

 



 
 

 

Step 14: Select the Contract Times tab and find the RE-AUDIT-END-DT and enter the Actual Date. 

 

Step 15: Click the Save button. 

 

 

Section 2: District Auditor Role 

Step 1: Click the Contract Administration link on the Construction component. 

 

 

 

 



 
 

Step 2: In the Search Box, search the needed Contract ID. 

 

Step 3: Click the Contract ID on the row. 

 

Step 4: Click the Contract Times tab. 

 

 



 
 

Step 5: Search for the DISTRICT-AUDIT-BEGIN contract time. 

 

 

Step 6: In the Actual Date field, enter the needed date. 

 

 

Step 7: Click the Save button. 

 

 

 

 

 

 

 

 

 

 



 
 

Step 8: Click the Items quick link at the top of the screen. 

  

 

Step 9: Click the Project Items Tab. 

 

 

 

 

 

 

 



 
 

Step 10: On the Contract Project Items tab, check the Pay item Quantities. 

 

 

NOTE: On the Contract Projects tab, District Auditors can view any attachments that have been 
provided. 

 

Step 11: Click the Contract Items tab. 

 

 

Step 12: On the Line Item, enter the 6 Digit Core ID in the District Auditor field. 

 

 

 

 



 
 

Step 13: In the Comments field, leave any necessary comments. 

 

 

Step 14: Click the Save button. 

 

 

 

NOTE: The next 2 sections (Part 2A: How to Flag a Line Item and Part 2B: How to Un Flag an 
Item) are optional steps that are only needed if desired. You may skip to Step 15 if you don’t 
need the How to Flag and Un Flag steps. 

 

Sub Section 2A: How to Flag a Line Item 

 

Optional Step 1: Click the Row Action Menu. 

 

 

Optional Step 2: Click Contract Item Attention Flags from the drop-down menu 

 

 

 



 
 

 

Optional Step 3: Leave a Comment in the Comments Box.    
 

 

 

Optional Step 4: Click Save. 

 

 

Optional Step 5: Notice the flag on the Line Item 

 

 

 

 



 
 

Sub Section 2B: How to Un-Flag a Line Item 

 

Optional Step 1: On the Line Item, click the Row Action Menu.   
 

 

 
 
 
 
 
Optional Step 2: Click Contract Item Attention Flag.   

 

                           

  

  

 

 

 

 

 

 

  



 
 

Optional Step 3: Click the Row Actions Menu. 

 

Optional Step 4: From the Row Actions Menu, click Delete. 

 

Optional Step 5: Click Save. 

  

 

Optional Step 6: Notice the Flag is now gone. 

 

 

 

 



Section 2 (Continued): District Auditor Role 

Step 15: Make sure the As Built and the Approved DWR Quantity match. 

NOTE: To change the As Built field, you must remove the District Auditors name from the District Auditor 
field. 

NOTE: If they don’t match, it will give Red Lines on the Final Quantity Change Order (FQCO). 

Step 16: Make sure the Complete section says Yes to be able to proceed with the Final 
Quantity Change Order (FQCO 

NOTE: Complete will only say NO for Lump Sums. 

NOTE: Posted Quantity, Final Quantity and Audited all have to be the Same/Match. 

NOTE: You may run a Progressive before the Final Quantity Change Order (FQCO) is approved. 

NOTE: Make sure that all Pay Item Quantities are paid for before the Final Estimate. 



 
 

Section 3: Final Quantity Change Order 

 

Step 1: Click the Contract Progress quick link. 

 

 

 

Step 2: Click the Change Orders tab. 

 



 
 

Step 3: Click the Add button. 

 

 

 

Step 4: Make sure the Author field populates your info. 

 

 

Step 5: In the Brief Description field, enter the needed description. 

 

 

 

 

 



 
 

Step 6: Click the Reason field drop-down arrow. 

 

 

 

 

Step 7: From the drop-down menu, select the needed reasoning. 

 

Step 8: Click the Save button. 

 

 

 

 

 

 



 
 

Step 9: On the General Tab, change the Change Order Type to 0500 – Final Quantity. 

 

 

NOTE: You must clear out the Change Order Type field to see the full list of change Order Types. 

 

Step 10: Click the Save button. 

 

 

 

Step 11: Click the Increase / Decrease Items tab. 

 

 



 
 

Step 12: Click the Balance Completed Items button. 

 

 

Note: All items marked complete will balance to the adjusted posted DWR Quantity on 
Approved DWR’s. 

  

Step 13: All Change Order Items will need an explanation. 

 

NOTE: You cannot use “The item has been balanced” as your explanation. 

 

Step 14: Click the General tab. 

 

 

Step 15: You will send the Final Quantity Change Order through, based on how your District 
instructs you to. 

Step 16: Once you receive the approved Final Quantity Change Order (FQCO), you will need to 
run a Progressive to pay for all the items. 



 
 

NOTE: There cannot be any items that will be paid on a Final. 

 

NOTE: Item Adjustments and Contract Adjustments can be paid on Finals. 

 

 

Section 4: Final Payment Estimate 

 

Step 1: Click the Contract Progress quick link. 

 

 

 

 

 

 

 

 

 



 
 

Step 2: Click the Payment Estimates tab. 

 

Step 3: Click the Add Payment Estimate button. 

 

 

Step 4: Create the Final Payment Estimate. 

 

NOTE: There cannot be any Exceptions on the Final Pay Estimate. 

 



 
 

NOTE: Going through the Approval Process, the contractor must approve in AWP before the 
Adobe File is sent. Once approved the Contractor will receive an Adobe File requesting their 
signature on the Final Affidavit. Once signed by the Contractor, the Final Affidavit will be sent to 
the Residency Engineer (RE) for sealing. If the RE is not a PE, the RE can delegate to someone 
who is a PE. 

 

NOTE: the Contractor and the Pe can “Decline to Sign” if something is wrong with the Pay 
Estimate. 

 

Section 5: Final Packet (Construction Auditor Role) 

 

NOTE: Once you have sent off the Final Estimate, start collecting the Final Packet 
Documentation. 

Step 1: From the Change Orders tab on the Contract Progress Summary screen, click the 
Contract Administration quick link. 

 

 

 



 
 

Step 2: Click the Contract Times tab. 

 

 

NOTE: It is highly recommended to run the Material Certification Letter report before continuing 
through the process. Click the Component Actions Menu on the Contract Administration 
Summary screen. From the drop-down menu, click Material Certification Letter under Reports. 

 

Step 3: Locate the MATL-AND-AAs-LOCK-DT Informational Time and the Enter the Actual 
Completion Date in the Actl Compl date field. 

 

 

Step 4: Click the Save button. 

 

 

Step 5: Back on the MATL-AND-AAs-LOCK-DT time, click the Row Actions Menu. 

 



 
 

 

Step 6: From the Row Actions Menu, click the Final Packet-Material Certification Letter link. 

 

 

NOTE: As soon as the FQCO has been approved by the Contractor, you can perform the steps 
above to send off the Material Certification Letter.  

 

 

Step 7: Locate the FINAL-ACCEPT-DT contract time. 

 

 

Step 8: On the FINAL-ACCEPT-DT contract time, enter the Actual Completion date in the Actl 
Compl date field. 

 

 

Step 9: Click the Save button. 

 

 



 
 

Step 10: Back on the FINAL-ACCEPT-DT contract time, click the Row Actions Menu. 

 

 

Step 11: From the Row Action Menu, click the Final Packet – Acceptance Letter link. 

 

 

NOTE: The Final Packet – Acceptance Letter can be submitted after the Final Affidavit has been 
signed. 

 

NOTE: Once you have sent off the Final Acceptance Letter, an Adobe File will send to you for 
Signature. 

 

Step 12: Once you have signed the Acceptance Letter, click the Contract Documentation quick 
link. 



 
 

 

Step 13: On the Contract Documentation screen, click the Acceptance Letter Row Action 
Menu. 

 

 

 

 

 

 

 

 

 

 

 



 
 

Step 14: From the Row Actions Menu, click Attachments. 

 

 

Step 15: Add the needed Attachments. 

 

NOTE: The Final Estimate Affidavit should be attached to the Final Estimate Affidavit row. 

 

NOTE: Add any other additional documentation you need to the appropriate row and its 
attachments. 

Step 16: Click the Row Actions Menu on the Combined Final Packet row. 

 

 

 

 

 

 



 
 

Step 17: From the row Actions Menu, click Combine Final Papers into Packet under the Tasks 
header. 

 

 

Step 18: Once all the documentation is uploaded, and combined into the Final Packet  it will be 
viewed by the District Auditor, District Engineer, and the Auditor for Construction Division. 

 

NOTE: This will follow the same process that was used for SiteManager. 

 

Step 19: The Estimate will process and will be signed off by the Director of Operations. 

 

Step 20: Once signed off, the Final Packet will send to Comptrollers Office and the project will 
be closed. 

 

 

 

 

 



 
 

Section 6: SiteManager Final Packet 

NOTE: Make sure the Contractor is added on the Contract Authority Tab as Contractor-OK 
before completing the Final Packet steps below. 

Step 1: On the Contract Documentation screen, click the Row Action Menu on the Final 
Estimate Affidavit row. 

 

 

Step 2: From the Row Action Menu, click Final Packet – SMGR Final Estimate Affidavit under 
the Tasks section. 

 

 

Step 3: On the Execute Process screen, click the Execute button. 

 

NOTE: Once the Final Estimate Affidavit is sent, it will go through the Signature Signing Process. 

 



 
 

NOTE: The remaining of the Final Packet Documentation will need to be attached to the 
Corresponding Rows. 

 

Step 4: Click the needed Row Actions Menu. 

 

 

Step 5: From the Row Actions Menu, click Attachments. 

 

 

Step 6: Upload the needed Attachments and follow the steps for the remaining Contract 
Documentation for the Contract Closeout. 
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