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1. Completely Re-Worked the entirety of the QRG.

Reviewed Date: 01/12/2026 Revised By: Aaron Cooper

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.

v Construction

Change Order

Contract Administration

Contract Claims

Contract Permits

Contract Progress

Contract Specific Authorities
Contract Time

Confract Vendor Assels
Contractor Evaluation

Daily Diary

Daily Work Reports

Daily Work Reports by Contract
Meetings

Payment Estimate Accounting
Payment Estimate Approval Decisions

Payment Estimates

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

Contract Administration Overview

v Contract Administration Overview

Q.| 200197 | Temporary ~  Searching..




Step 3: Click the Contract ID on the row.

Contract Administration Overview

w Contract Administration Overview

Q 200197 & Temporary ~  Showing 1of 1
Contract Description Fed/State/OTA Project Number
200197 @, BRIDGE REHABILITATION @, SBR-235C(049)SB

Step 4: Click the Contract Times tab.

Administration Overview  Approved DBE Commitments  Contract Documentation

Contract Administration Summary

v Coniract: 200197 - BRIDGE REHABILITATION

General Contract ID

Additional Information 200157

Administrative Offices Description

Contract Authority BRIDGE REHABILITATION

Contract Times

Prime Contractor Name

DBE/Payroll/Payments ©3 Construction, Inc.
Prime Information

Contract Status
Sample and Testing

Active
Funding



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

L]
~ Site

Q Type search criteria or press Enter 2% Advanced  Showing 1 of 1

Select Site Times...

Time ID Start Time

00 AT 07/01/2020 12:00:00 AM

Time Descr¥ Main
CONTRACT REQUIREMENTS Yes

~ Informational

Q RE-AUDIT-BEGIN-DT & | Advanced

Select Informational Times. ..

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

Time ID Agey Type Del Allowed
RE-AUDIT-BEGIN-DT Residency - Residency Entry No
Time Descr* Actual Date Projected Date Req For
Residency Audit Begin @ 060520260218 PM O mmiddiyyyy — - - 0 Neither
RE-AUDIT-END-DT Residency - Residency Entry No
Residency Audit Complete @  mmaddyyyy —- ~ [m] mm/ddiyyyy — — — [m] Neither
SUB-WORK-COMPLETE-DT Residency - Residency Entry No
Substantial Work Complete Date @ Mmddyyyy - 0 mmiddryyyy — - — [m] Close Contract

Step 7: Click the Save button.

E3-0

-



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

ents  Contract Documentation  Contract Payments  Contract Progress  Current DBE Commitments  SBP Commitments | ltems |Projects  Subcontracts

ITATION

~ Site

Q, Type search criteria or press Enter 2 Advanced  Showing 1of 1

Select Site Times...

Time ID Start Time Time Type

00 AT 07/01/2020 12:00:00 AM Available Time

Time Descr* Main Active
CONTRACT REQUIREMENTS Yes Yes

w Informational

Q RE-AUDIT-BEGIN-DT & Advanced

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

Line Num Item Major It... Pay Pla... Complete As Built Approved DWR Qty
0001 202(A) 0183 - UNCLASSIFIED EXCAVATION () No Yes No i
District Auditor

Bid Quantity: 7784 / Current Quantity: 7784 CY Q. Begin typing to search or pi

Step 10: Click the Save button.

E3-0



Step 11: Click the Contract Project Items tab.

Contract ltems Save Complete
w Contract 200197 - BRIDGE REHABILITATION
Contract items
i -4
| Confract Project Items | Q  Type search criteria or press Enter Advanced
Contractor liems Show previously highlighted row. %
Line Num Item
0001 202(A) 0183 - UNCLASSIFIED EXCt

Bid Quantity: 7784 / Current Quantity: 7784 CY

Step 12: View the Pay Items and Check Quantities.

% Project - Category Link to PctOf item Comp  Bid Quantity Curr Qty Qty Posted to DtA...
3389704 - 0100 - ROADWAY Pay Book 100.000 7,784.000 7,784.000 0.000

ProjiContLn #  Item Unit Unit Price Bid Qty Ext Amt Curr Ext Amt Amt Paid to Dt Ap... -

0001 / 0001 202(A) 0183 - UNCLASSIFIED EXCAVATION (g 8.18000 63673.12 63,673.12000000 63,673.12

> 3389704 - 0100 - ROADWAY Pay Book 100.000 6,518.000 6,518.000 0.000

10002 / 0002 202(D) 0184 - UNCLASSIFIED BORROW cYy 13.63000 88,840.34 88,840.34000000 88,840.34 v

> 3389704 - 0100 - ROADWAY Pay Book 100.000 1.000 1.000 0.000

0003 / 0003 205(A) 4229 - TYPE A-SALVAGED TOPSOIL LS 10,392 43000 10,392 43 10,392.43000000 10,392.43 hd

> 3389704 - 0100 - ROADWAY Pay Book 88.732 1,775.000 1,775.000 0.000

10004 / 0004 221(C) 2801 - TEMPQRARY SILT FENCE LF 2.17000 385175 3,851.75000000 341775 v

> 3389704 - 0100 - ROADWAY Pay Book 0.000 600.000 600.000 0.000

0005 / 0005 221(F) 0100 - TEMPORARY SILT DIKE LF 761000 4,566.00 4,566.00000000 0.00 hd

Attachments.

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

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

Save Complete

Contract Administration ~ Contract Progress  Current DBE Commitments  Contract Payments  Projects

Subcontracts

X

TION

\ Type search criteria or press Enter 2 Advanced  Showing 50 of 65

Project - Category
3389704 - 0100 - ROADWAY
‘roj/Cont Ln # Item

1001 / 0001 202(A) 0183 - UNCLASSIFIED EXCAVATION
3389704 - 0100 - ROADWAY

1002 / 0002 202(D) 0184 - UNCLASSIFIED BORROW

Link to
Pay Book
Unit

CY

Pay Book

CY

Pct Of Item Comp Bid Quantity

100.000 7,784.00
Unit Price Bid Qty Ext Amt
8.18000 63,673.12
100.000 €,518.00
13.63000 58,8403



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

RE-AUDIT-END-DT Residency - Residency Entry No

Residency Audit Complete Q mm/ddiyyyy - - [m] mmiddlyyyy —-- — ] Neither -
SUB-WORK-COMPLETE-DT Residency - Residency Entry No

Substantial Work Complete Date Q mm/ddiyyyy - - [m] mmiddlyyyy —-- - [m] Close Contract -
SWKC Yes

Substantial Work Complete Date Q mmidd/yyyy —— — [m] mmidd/yyyy —-— — [m] Neither =

Step 15: Click the Save button.

E3-0

Section 2: District Auditor Role

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

v Construction

Change Order

Contract Administration

Contract Claims

Contract Permits

Contract Progress

Contract Specific Authorities
Contract Time

Contract Vendor Assets
Contractor Evaluation

Daily Diary

Daily Work Reports

Daily Work Reports by Contract
Meetings

Payment Estimate Accounting
Payment Estimate Approval Decisions

Payment Estimates




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

Contract Administration Overview

~ Contract Administration Overview

Step 3: Click the Contract ID on the row.

Contract Administration Overview

Q| 200197 & Temporary ~  Searching...

w Coniract Administration Overview

Q 200197 - Temporary ~  Showing 1 of 1
Contract Description
200197 @ BRIDGE REHABILITATION

Step 4: Click the Contract Times tab.

Administration Overview  Approved DBE Commitments Contract Documentation

Contract Administration Summary

v Contract: 200197 - BRIDGE REHABILITATION

General Contract ID

Additional Information 200197

Administrative Offices Description

Contract Authority BRIDGE REHABILITATION

Contract Times

Prime Contractor Name

DBE/Payroll/Payments €3 Construction, Inc.
Prime Information

Contract Status
Sample and Testing

Active
Funding

Fed/State/OTA Project Number

@, SBR-235C(049)SB



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

Select Informational Times. ..

Time ID

DISTRICT-AUDIT-BEGIN

Time Descr*

Division Audit Begin

Q

Agcy Type
District - District Entry

Actual Date

mmiddiyyyy -—-— — (m]

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

Select Informational Times. ..

Time ID

DISTRICT-AUDIT-BEGIN
Time Descr*

Division Audit Begin

Step 7: Click the Save button.

E3-0

Agcy Type
District - District Entry

o

Actual Date

06/05/2026 02:37 PM (O

Projected Date

mmiddiyyyy — - -

o

De



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

Contract Documentation ~ Contract Payments  Contract Progress  Current DBE Commitments  SBP Commitments

Site

Type search criteria or press Enter  2¥  Advanced  Showing 1of 1

lect Site Times...

e D Start Time

AT 07/01/2020 12:00:00 AM

1e Descr¥ Main

ONTRACT REQUIREMENTS Yes

Infoarmational

Step 9: Click the Project Items Tab.

Contract ltems

wv Contract: 200197 - BRIDGE REHABILITATION

Contract ltems

- - )
|Contract Project ltems | Q, Type search criteria or press Enter Advanced  Showing 50 ¢

Contractor Items Show previously highlighted row. %
Line Num Item
0001 202(A) 0183 - UNCLASSIFIED EXCAVATION |

Bid Quantity: 7784 / Current Quantity: 7784 CY

lteps Proj}cts

Avi
Act

Ye:



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

» Project - Category

Link to Pct Of Item Comp Bid Quantity Curr Qty Qty Posted to DtA...
3389704 - 0100 - ROADWAY Pay Book 100.000 7,784.000 7,784.000 0.000
ProjiContLn# Item Unit Unit Price Bid Qty Ext Amt Curr Ext Amt Amt Paid to Dt Ap...
0001 / 0001 202(A) 0183 - UNCLASSIFIED EXCAVATION cY 8.18000 63,673.12 63,673.12000000 63,673.12
> 3389704 - 0100 - ROADWAY Pay Book 100.000 6.518.000 6,518.000 0.000
0002 / 0002 202(D) 0184 - UNCLASSIFIED BORROW CcY 13.63000 88,840.34 88,840.34000000 88,840.34
> 3389704 - 0100 - ROADWAY Pay Book 100.000 1.000 1.000 0.000
0003 / 0003 205(A) 4229 - TYPE A-SALVAGED TOPSOIL LS 10,392.43000 10,392.43 10,392.43000000 10,392.43

provided.

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

Step 11: Click the Contract Items tab.

Administration Overview  Approved DBE Commitments  Contract Administration  Confract Progress  Current DB

Contract ltems

v Contract: 200197 - BRIDGE REHABILITATION

Contract Items

Contract Project Items Q. Type search criteria or press Enter & Advanced  Show

Contractor ltems

» Project - Category

3389704 - 0100 - ROADWAY
Proj/ContLn # Item

0001 / 0001 202(A) 0183 - UNCLASSIFIED EXCAVATION

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

Line Num Item Major It... Pay Pla... Complete As Built
0001 202(A) 0183 - UNCLASSIFIED EXCAVATION () No Yes No 1

District Auditor Comments
Bid Quantity: 7784 / Current Quantity: 7784 CY Q, 118392

Daniel E Yant




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

Line Num Item MajorIt... Pay Pla... Complete As Built Approved DWR Gty
0001 202(A) 0183 - UNCLASSIFIED EXCAVATION () No Yes No 1 0
District Auditor Comments
Bid Quantity: 7784 / Current Quantity: 7784 CY Q 118392 Any necessary comments|
Daniel E Yant

Step 14: Click the Save button.

E3-0

INOTE: The next 2 sections (Part 2A: How to Flag a Line Item and Part 2B: How to Un Flag an

need the How to Flag and Un Flag steps.

tem) are optional steps that are only needed if desired. You may skip to Step 15 if you don’t

Sub Section 2A: How to Flag a Line Item

Optional Step 1: Click the Row Action Menu.

Line Num Item Major It... Pay Pla... Complete As Built Approved DWR Qty
0001 202(A) 0183 - UNCLASSIFIED EXCAVATION () No Yes No 1 0
District Auditor Comments
Bid Quantity: 7784 / Current Quantity: 7784 CY Q 118392 Any necessary comments
Daniel E Yant
0002 202(D) 0184 - UNCLASSIFIED BORROW () Yes Yes No 0
Bid Quantity: 6518 / Current Quantity: 6518 CY Q Begin typing to search or pi

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

“ Save wulpice x -

Actions Help

BE Commitments  Contract Administration ~ Contract Progress  Current DBE Commitments ~ Contract Payments  Projects  Subcontracts
Actions

Exclude from Search Results

SIGNALS (REFLECTORIZED BACKPLATE UPGRADE) Makliem Complele
Mark Item Not Complete

Tasks

Q Type search criteria or press Enter & Advanced  Showing 13 of 13 | Contract Item Attention Flags... |

DWR Agency View Contract Item Association

Views
Line ... Item Majo... Pay... Complete As Built Attachments (0)
Links
0005 805(A)3256 - (PL)REMOVAL OF TRAFFIC SIGNALE No No No 1
L . Tracked Issues
District Auditor C
Reports
Bid Quantity: 1/ Current Quantity: 1 LS Q 147311

Item History To Date Report

Mandy L Lind
il i ¢ Item Posting by Item

Log off

a




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

Contract Iltem Attention Flags

1added 0 marked for deletion 0 changed

x

Item ID Item Description
202(D) 0184 UNCLASSIFIED BORROW
New
Flag Set By Flag Set Date/Time Last Modified By Last Modified Date/Time
Fiag Q
LE3 TereCier

Save

Optional Step 4: Click Save.

Contract ltem Attention Flags

Item ID Item Description
202(D) 0184 UNCLASSIFIED BORROW
New

Flag Set By Flag Set Date/Time Last Modified By
Comments *

Flag

Up to 32000 characters

1added 0 marked for deletion 0 changed

Last Modified Date/Time x

Save

Optional Step 5: Notice the flag on the Line Item

Line Num Item

0002 L

202(D) 0184 - UNCLASSIFIED BORROW ()

Bid Quantity: 6318 / Current Quantity: 6518 CY




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

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

0001 202(A) 0183 - UNCLASSIFIED EXCAVATION () No Yes No 1 0
Bid Quantity: 7784 / Current Quantity: 7784 CY Q 118392 Any necessary comments Q
Daniel E Yant
Line Num Item Major It... Pay Pla... Complete As Built Approved DWR Qty
0002 -~ 202(D) 0184 - UNCLASSIFIED BORROW () Yes Yes No 0
District Auditor Comments
Bid Quantity: 6518 / Current Quantity: 6518 CY Q  Begin typing to search or pi a
Optional Step 2: Click Contract Item Attention Flag.
=0 V| Save wuinpics x e H-\
ctions elp

BE Commitments  Contract Administration ~ Contract Progress ~ Current DBE Commitments ~ Contract Payments  Projects ~ Subcontracts
Actions

Exclude from Search Resuits

SIGNALS (REFLECTORIZED BACKPLATE UPGRADE) Mark lem Compiete

Mark Item Not Complete

Q Type search criteria or press Enter 4 Advanced  Showing 13 of 13

\gency View Contract ltem Association

Views

Line ... Item Majo... Pay.. Complete As Built Attachments (0)
Links

0005 805(A)3256 - (PL)REMOVAL OF TRAFFIC SIGNALE No No No 1

o ’ Tracked Issues
District Auditor <

Reports

Bid Quantity: 1/ Current Quantity: 1LS Q 147311

Item History To Date Report
Mandyil:indazy Item Posting by ltem

Log oft

| W]




Optional Step 3: Click the Row Actions Menu.

Contract Item Attention Flags

Item ID

202(D) 0184

New

Flag Set By Flag Set Date/Time
‘ODOT\258785

Comments

06/05/2026 3:04:12 PM

Flag

Item Description

UNCLASSIFIED BORROW

Last Modified By
ODOT258785

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

Oadded 0 marked for deletion 0 changed

Last Modified Date/Time
06/05/2026 3.04.12 PM

Save

Bid Quantity: 6518 / Current Quantity: 6518 CY

Q. Begin typing o search or pt

New Oadded 0 marked for deletion 0 changed
Flag Set By Flag Set Date/Time Last Modified By Last Modified Date/Time B
0ODOT\258785 06/05/2026 3:04:12 PM ODOT\258785 06/05/2026 3:04:12 Actions ®
Comments ¥
Flag Duplicate Row
Insert Row
Views
Attachments (0
save
Optional Step 5: Click Save.
New 0added 1 marked for deletion = 0 changed
Flag Set By Flag Set Date/Time Last Mod"—lﬁed By Last Mmﬁﬁed Date/Time -
ODOT\258785 06/05/2026 3:04:12 PM ODOT\258785 06/05/2026 3:04:12 PM
Comments
Flag a
Save
Optional Step 6: Notice the Flag is now gone.
Line Nu Item Major It... Pay Pla... Complete As Built Approved DWR
0002 202(D) 0184 - UNCLASSIFIED BORROW () Yes Yes No 0
District Auditor Comments



Section 2 (Continued): District Auditor Role

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

0 changed

Item Majorltem  Pay Plan ... Complete As Built Approved DWR Qty
512(A)3200 - PAINTING EXISTING STRUCTURES () Yes Mo Yes 1 1
District Auditor T -
ment Quantity; 118 Q 147N Accepted a

Mandy L Lindsey

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

INOTE: 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

0 changed

Item Majoritem PayPlan|.. Complete As Built Approved DWR Qty
512(A)3200 - PAINTING EXISTING STRUCTURES {) Yes No Yes 1 1
District Auditor Comments -
ment Quantity; 118 Q 147N Accepted a

Mandy L Lindsey

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.

Contract Administration Current DBE Commitments

Contract Progress Contract Payments

Save Complete

Projects  Subcontracts

Type search criteria or press Enter ¥ Advanced  Showing 50 of 65

w previously highlighted row. 3

01 202(A) 0183 - UNCLASSIFIED EXCAVATION () No

d Quantity: 7784 / Current Quantity: 7784 CY

aa Kums Ham Mainr 4

Step 2: Click the Change Orders tab.

Progress Overview — Construction Stockpile  Contract Administration

Contract Progress Summary

v Contract: 200197 - BRIDGE REHABILITATION

Yes No 1
Q 118392
Daniel E Yant

Daw Dia Maranlata Ae Duilé

Contract Docur

General Contract ID
Financials 200197
Daily Work Reports Description

Diaries

Sample and Testing
Payment Estimates
Prime Information

Contractors

Change Orders

Payment Adjustments
Iltem Adjustments
Agency Views

Mix Designs

BRIDGE REHABILITATION

Prime Contractor Name

C3 Construction, Inc.

Contract Status

Active

Contract Type
SMGR - Sitemanager Contract

Spec Book
09

Any necessary commel



Step 3: Click the Add button.

Contractors

Change Orders
Payment Adjustments
Item Adjustments
Agency Views

Mix Designs

Q, Type search criteria or press Enter

Add

Enter search criteria above fo see results | Or

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

Change Order Date
06/05/2026 o

Brief Description ¥

Author*
Q 258785

Cooper Aaron

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

Cnange Order Date
06/05/2025 (m}

Brief Description *

Test

Advanced

Show first 10



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

Change Order Date
06/05/2026 [m]

Brief Description *

Author*

Q, 258785

Cooper Aaron

Reason*

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

Reason ¥

100 - Site Requirement

| 200 - Scope Change
300 - Engineering Error / Omission
310 - Engineering Error

320 - Engineering Omission

Step 8: Click the Save button.

E3-0



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

General Please Sign, Seal, and Date the Change Order Report after the contractor has approved it.

Attach a copy of the Sealed Change Order Report to the Change Order within AWP before approving.
Increase/Decrease Items

New Items Change Order Date Explanati
X . 06/05/2026 0

Time Adjustments

Plan Discrepancies Brief Description * Change C

Change Order Item Explanations Test Q

Review Tracking Approval

Change Order e *
Approval Tracking = Lk

Q 0500
Final Quantity Entered E

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

Step 10: Click the Save button.

E3-0

Step 11: Click the Increase / Decrease Items tab.

Contract Change Order Summary

w Contract: 200197 - BRIDGE REHABILITATION

Change Order: 0001 Status: Draft Amount: Test

General Please Sign, Seal, and Date the Change O
Attach a copy of the Sealed Change Orde

Increase/Decrease ltems

New ltems Change Order Date
] i 06/05/2026
Time Adjustments
Plan Discrepancies Brief Description *
Change Order ltem Explanations Test
Review Tracking
Change Order Type ¥
Approval Tracking
Q 0500

Final Quantity



Step 12: Click the Balance Completed Items button.

« Balance Completed ltems

Q, Type search criteria or press Enter ¥ Advanced

Balance Completed ltems...

No rows found matching criteria.

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.

Contract Change Order Summary

v Contract: 200197 - BRIDGE REHABILITATION

Change Order: 0001 Status: Draft Amount:

General w Increase/Decrease

Increase/Decrease ltems

Q, Type search criteria or
New ltems

Time Adjustments Select ltems...

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.



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

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

Section 4: Final Payment Estimate

Step 1: Click the Contract Progress quick link.

Contracts Change Orders  Contract Administration ~ Contract Documentation | Contract Progress

Contract Change Order Summary

v Contract: 200197 - BRIDGE REHABILITATION

Change Order: 0001 Status: Draft Amount: Test

General v Increase/Decrease Iltems
Increase/Decrease ltems

Q. Type search criteria or press Enter & A
New Items

Time Adjustments Select ltems...

Plan Discrepancies
No rows found matching criteria.
Change Order ltem Explanations
v Balance Completed Items
Review Tracking

Approval Tracking



Step 2: Click the Payment Estimates tab.

Contract Progress Summary

w Contract: 200197 - BRIDGE REHABILITATION

General Net Change Amount Pending
Financials 0.00

Daily Work Reports Net Change Amount Approved
Diaries 0.00

Sample and Testin
P g Total Net Change Amount

Payment Estimates 0.00

Prime Information

Contractors

Q Type search criteria or press En
Change Orders w .

Payment Adjustments Show previously highlighted row. 3%
Item Adjustments Add
Agency Views
CO Num Status
Mix Designs 0001 Draft
Change Order Date Curre
06/05/2026

Step 3: Click the Add Payment Estimate button.

Contract Progress Summary

v Contract: 200197 - BRIDGE REHABILITATION

General

Fnancials Q. Type search criteria or press Enter Advanced
Daily Work Reports Add Payment Estimate .

Diaries

Enter search criteria above fo see results (O  Show first 10
Sample and Testing

Step 4: Create the Final Payment Estimate.

INOTE: 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)

INOTE: 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.

Progress Overview  Construction Stockpile | Contract Administration | Contract Documentation

Contract Progress Summary

w Coniract: 200197 - BRIDGE REHABILITATION

General Net Change Amount Pending
Financials 0.00

Daily Work Reports Net Change Amount Approved
Diaries 71,946 .54

Sample and Testin
P g Total Net Change Amount

Payment Estimates 71.946.54

Prime Information

Contractors

Q, Type search criteria or press Enter A
Change Orders w .




Step 2: Click the Contract Times tab.

Contract Administration Summary

v Contract: 200197 - BRIDGE REHABILITATION

General Contract ID

Additional Information 200197

Administrative Offices Description

Contract Authority BRIDGE REHABILITATION

Contract Times )
Prime Contractor Name

DBE/Payroll/Payments ©3 Construction, Inc.

Prime Information

Contract Status
Sample and Testing

Active

Funding

INOTE: 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.

Time ID Agcy Type Del Allowed Rec Source
MATL-AND-AAS-LOCK-DT Residency - Residency Entry Yes @, Construction
Time Descr#¥ Actual Date Projected Date Req For Comments
Material and Acceptance Actions Lock Q 06/08/2026 10:38 AM B mm/ddiyyyy —-—- - [m] Neither -
Date
‘OPEN-TO-TRAFFIC-DT Residency - Residency Entry Yes @, Construction
Open to Traffic Date @ Mmiddlyyyy —-— — [m] mmiddiyyyy —— - [m] Neither -

Step 4: Click the Save button.

E3-~ 0

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

Time ID Agcy Type Del Allowed Rec Source
MATL-AND-AAs-LOCK-DT Residency - Residency Entry No @, Construction
Time Descr#¥ Actl Compl Proj Compl Req For Comments

Material and Acceptance Actions Lock a 06/08/2026 10:41 AM O mmiddfyyyy —-- — {m] Neither W
Date



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

Actions b4
There are no acfions available.

Tasks

Final Packet - Acceptance Letter

Final Packet - Material Certification Letter

Views
Attachments (0)
Links

Tracked Issues

INOTE: 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.

| FINAL-ACCEPT-DT | Residency - Residency Entry No @, Construction

Accepted Date @  Mmmiddyyyy —- - [m] mm/dd/yyyy —-- — [m] Close Contract -

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

Time ID Agcy Type Del Allowed
FINAL-ACCEPT-DT Residency - Residency Entry No

Time Descr* Actl Compl Proj Compl

Accepted Date @ | 06082026 10:52 AM O3 mm/ddiyyyy —— - 0

Step 9: Click the Save button.

E3-0



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

Time ID Agcy Type Del Allowed Rec Source
FINAL-ACCEPT-DT Residency - Residency Entry No @, Construction
Time Descr* Actl Compl Proj Compl Req For Comments
Accepted Date Q 06/08/2026 10:52 AM ) mm/ddlyyyy —-- — [w] Close Contract =

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

Actions ®
There are no acfions available.

Tasks

Final Packet - Acceptance Letter

Final Packet - Material Certification Letter
Views

Attachments (0)

Links

Tracked Issues

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

INOTE: 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.



Administration Overview  Approved DBE Commitments | Contract Documentationl Contract Paymenis  Contract Progress  Current DBE Commitments

Contract Administration Summary

v Contract: 240071 - WIDEN, RESURFACE, AND BRIDGE

General v Site

Additional Information

; 3 Q, Type search criteria orpress Enter  2F  Advanced  Showing 10f 1
Administrative Offices

Contract Authority Select Site Times. .
Contract Times
Time ID Start Time
bBEPayiolPayments 00 AT 05/13/2024 12:00:00 AM
Sample and Testing Time Descr¥
Funding CONTRACT REQUIREMENTS
Locations
~ Informational
Permits
Comments

Q. Type search criteria or press Enter 2 Advanced  Showing 9of8
Contract Price Adjustment Index

Select Informational Times...

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

Type Description * Submitted Date Submitter Comments
FP01 - Combined Final Packet Combined Packet mmidd/yyyy [u] Q  Begin typing to search or pre Q
Up to 256 characters
FP10 - Acceptance Letter Acceptance Letter mmiddyyyy 0 Q, Begin typing to search or pre Q
FP15 - Final Estimate Affidavit Final Estimate mm/dd/yyyy =] Q, Begin typing to search or pre



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

E

| Actions x
Duplicate Row
Insert Row
| Tasks
Compile Document Packet
| Send Acceptance letter to Adobe Sign
Send Material Certification to Adobe Sign
i Views

Attachments (0)
Links
Reviewers

Tracked Issues

Step 15: Add the needed Attachments.

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

INOTE: 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.

Type Description * Submitted Date Submitter Comments District
FPO1 - Combined Final Packet Combined Packet mm/adyyyy 8 Q Begin typing to search or pre @  District1 ~
FP10 - Acceptance Letter Acceptance Letter mm/adryyyy 8 Q Begin typing to search or pre @  District1 ~

FP15 - Final Estimate Affidavit Final Estimate mm/ddfyyyy [m] Q, Begin typing to search or pre Q District 1 -




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

District v

Actions b

Duplicate Row

=

L Insert Row
Tasks

I Combine Final Papers into Packet I
Final Packet - SMGR Final Estimate Affidavit
Send Final Packet Thru Adobe

—

Views

Attachments (0)
Links
Reviewers

—

Tracked Issues

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.

INOTE: 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

INOTE: 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.

v Final Estimate Packet

New

FPO1

Type
FP10

FP15 -
FP20 -
FP25 -

FP45 -

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

- Combined Final Packet

- Acceptance Letter

Final Estimate Affidavit

Material Certification Letter

Buy America Certified Letter

Contractor Rating Form

Actions

Duplicate Row

Insert Row
Tasks

Combine Final Papers into Packet

Combined Packet

Description *

Acceptance Letter

Final Estimate

Material Certification

Buy America

Contractor Rating

mm/ddiyyyy

Submitted Date

mm/ddiyyyy

mm/ddiyyyy

mm/ddiyyyy

mm/ddiyyyy

mm/ddryyyy

=]

=]

Final Packet - SMGR Final Estimate Affidavit

Send Final Packet Thru Adobe

Views

Attachments (0)

Q, Begin typing to search or pre

Submitter

Q, Begin typing to search or pre

Q. Begin typing to search or pre

Q  Begin typing to search or pre

Q. Begin typing to search or pre

Q Begin typing to search or pre

Comments

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.

0Oadded 0 changed

v



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

Step 4: Click the needed Row Actions Menu.

District —

District 1 A

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

| Actions x
Duplicate Row
{ Insert Row
Tasks
Combine Final Papers into Packet
| Final Packet - SMGR Final Estimate Affidavit
Send Final Packet Thru Adobe
+ Views

Attachments (0)
| Links
Reviewers

Tracked Issues

Step 6: Upload the needed Attachments and follow the steps for the remaining Contract
Documentation for the Contract Closeout.
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	Contract Closeout 
	 
	 
	Section 1: Construction Auditor Role  
	 
	Step 1: Click the Contract Administration link on the Construction component. 
	 
	Figure
	Figure
	Step 2: In the Search Box, search the needed Contract ID. 
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	Step 3: Click the Contract ID on the row. 
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	Step 4: Click the Contract Times tab. 
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	Step 5: In the search bar under the Informational component, search for the RE-AUDIT-BEGIN-DT. 
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	Step 6: On the RE-AUDIT-BEGIN-DT row in the Actual Date field, enter the needed date. 
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	Step 7: Click the Save button. 
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	Step 8: Once saved, click the Items quick link at the top of the screen. 
	 
	Figure
	Figure
	 
	Step 9: Locate the needed line Item and fill out the As Built field with the Audited Quantity. 
	Figure
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	Step 10: Click the Save button. 
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	Step 11: Click the Contract Project Items tab. 
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	Step 12: View the Pay Items and Check Quantities. 
	 
	Figure
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	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. 
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	Step 14: Select the Contract Times tab and find the RE-AUDIT-END-DT and enter the Actual Date. 
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	Step 15: Click the Save button. 
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	Section 2: District Auditor Role 
	Step 1: Click the Contract Administration link on the Construction component. 
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	Step 2: In the Search Box, search the needed Contract ID. 
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	Step 3: Click the Contract ID on the row. 
	 
	Figure
	Figure
	Step 4: Click the Contract Times tab. 
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	Figure
	 
	Step 5: Search for the DISTRICT-AUDIT-BEGIN contract time. 
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	Step 6: In the Actual Date field, enter the needed date. 
	 
	Figure
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	Step 7: Click the Save button. 
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	Step 8: Click the Items quick link at the top of the screen. 
	  
	Figure
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	Step 9: Click the Project Items Tab. 
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	Step 10: On the Contract Project Items tab, check the Pay item Quantities. 
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	NOTE: On the Contract Projects tab, District Auditors can view any attachments that have been provided. 
	 
	Step 11: Click the Contract Items tab. 
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	Step 12: On the Line Item, enter the 6 Digit Core ID in the District Auditor field. 
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	Step 13: In the Comments field, leave any necessary comments. 
	 
	Figure
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	Step 14: Click the Save button. 
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	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. 
	 
	Figure
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	Optional Step 2: Click Contract Item Attention Flags from the drop-down menu 
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	Optional Step 3: Leave a Comment in the Comments Box.    
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	Optional Step 4: Click Save. 
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	Optional Step 5: Notice the flag on the Line Item 
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	Sub Section 2B: How to Un-Flag a Line Item 
	 
	Optional Step 1: On the Line Item, click the Row Action Menu.   
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	Optional Step 2: Click Contract Item Attention Flag.   
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	Optional Step 3: Click the Row Actions Menu. 
	 
	Figure
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	Optional Step 4: From the Row Actions Menu, click Delete. 
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	Optional Step 5: Click Save. 
	  
	Figure
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	Optional Step 6: Notice the Flag is now gone. 
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	Section 2 (Continued): District Auditor Role  
	 
	Step 15: Make sure the As Built and the Approved DWR Quantity match. 
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	NOTE: To change the As Built field, you must remove the District Auditors name from the District Auditor field. 
	 
	Figure
	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 
	Figure
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	NOTE: Complete will only say NO for Lump Sums. 
	Figure
	 
	Figure
	NOTE: Posted Quantity, Final Quantity and Audited all have to be the Same/Match. 
	Figure
	 
	NOTE: You may run a Progressive before the Final Quantity Change Order (FQCO) is approved. 
	 
	Figure
	NOTE: Make sure that all Pay Item Quantities are paid for before the Final. 
	Section 3: Final Quantity Change Order 
	 
	Step 1: Click the Contract Progress quick link. 
	Figure
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	Step 2: Click the Change Orders tab. 
	 
	Figure
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	Step 3: Click the Add button. 
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	Step 4: Make sure the Author field populates your info. 
	 
	Figure
	Figure
	 
	Step 5: In the Brief Description field, enter the needed description. 
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	Step 6: Click the Reason field drop-down arrow. 
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	Step 7: From the drop-down menu, select the needed reasoning. 
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	Step 8: Click the Save button. 
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	Step 9: On the General Tab, change the Change Order Type to 0500 – Final Quantity. 
	 
	Figure
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	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. 
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	Step 11: Click the Increase / Decrease Items tab. 
	 
	Figure
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	Step 12: Click the Balance Completed Items button. 
	 
	Figure
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	Figure
	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. 
	 
	Figure
	NOTE: You cannot use “The item has been balanced” as your explanation. 
	 
	Step 14: Click the General tab. 
	 
	Figure
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	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. 
	Figure
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	NOTE: Item Adjustments and Contract Adjustments can be paid on Finals. 
	 
	 
	Section 4: Final Payment Estimate 
	 
	Step 1: Click the Contract Progress quick link. 
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	Step 2: Click the Payment Estimates tab. 
	 
	Figure
	Figure
	Step 3: Click the Add Payment Estimate button. 
	 
	Figure
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	Step 4: Create the Final Payment Estimate. 
	 
	Figure
	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. 
	Figure
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	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) 
	 
	Figure
	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. 
	 
	Figure
	Figure
	 
	 
	Step 2: Click the Contract Times tab. 
	 
	Figure
	Figure
	Figure
	 
	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. 
	 
	Figure
	Figure
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	Step 4: Click the Save button. 
	Figure
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	Step 5: Back on the MATL-AND-AAs-LOCK-DT time, click the Row Actions Menu. 
	 
	Figure
	Figure
	 
	Step 6: From the Row Actions Menu, click the Final Packet-Material Certification Letter link. 
	 
	Figure
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	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. 
	Figure
	 
	Figure
	 
	Step 8: On the FINAL-ACCEPT-DT contract time, enter the Actual Completion date in the Actl Compl date field. 
	 
	Figure
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	Step 9: Click the Save button. 
	 
	Figure
	Figure
	 
	Step 10: Back on the FINAL-ACCEPT-DT contract time, click the Row Actions Menu. 
	 
	Figure
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	Step 11: From the Row Action Menu, click the Final Packet – Acceptance Letter link. 
	 
	Figure
	Figure
	 
	NOTE: The Final Packet – Acceptance Letter can be submitted after the Final Affidavit has been signed. 
	Figure
	 
	NOTE: Once you have sent off the Final Acceptance Letter, an Adobe File will send to you for Signature. 
	Figure
	 
	Step 12: Once you have signed the Acceptance Letter, click the Contract Documentation quick link. 
	 
	Figure
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	Step 13: On the Contract Documentation screen, click the Acceptance Letter Row Action Menu. 
	 
	Figure
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	Step 14: From the Row Actions Menu, click Attachments. 
	 
	Figure
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	Step 15: Add the needed Attachments. 
	 
	Figure
	NOTE: The Final Estimate Affidavit should be attached to the Final Estimate Affidavit row. 
	 
	Figure
	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. 
	Figure
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	Step 17: From the row Actions Menu, click Combine Final Papers into Packet under the Tasks header. 
	 
	Figure
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	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. 
	 
	Figure
	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. 
	Figure
	Step 1: On the Contract Documentation screen, click the Row Action Menu on the Final Estimate Affidavit row. 
	 
	Figure
	Figure
	 
	Step 2: From the Row Action Menu, click Final Packet – SMGR Final Estimate Affidavit under the Tasks section. 
	 
	Figure
	Figure
	 
	Step 3: On the Execute Process screen, click the Execute button. 
	Figure
	 
	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. 
	Figure
	 
	Step 4: Click the needed Row Actions Menu. 
	 
	Figure
	Figure
	 
	Step 5: From the Row Actions Menu, click Attachments. 
	 
	Figure
	Figure
	 
	Step 6: Upload the needed Attachments and follow the steps for the remaining Contract Documentation for the Contract Closeout. 
	 






