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Step 1: Click the Contract Administration link under the Construction component header. 

 
 
Step 2: On the Contract Administration Overview screen, search for the needed contract. 

 
 
 
 
 
 
 
 



Step 3: Click the Contract number link. 

 
Step 4: On the Contract Administration Summary page, click the Component Action Arrow. 

 
 
 
 
 
 
 
 
 
 
 
 
 



Step 5: From the Component Action Menu drop down menu, click Upcoming Change Order 
Report under Views. 

 
 
Step 6: In the Request No. field, type the sequential Request Number for Upcoming Change 
Order Report. (Example: If this is the first change order on the upcoming change order report, the 
Request No. field would be 1). 

 



 
Step 7: In the Change Order Number field, enter the next sequential numbered change order 
(example: If this is your 5th change order on the contract, then the Change Order Number would be 5). 

 
 
Step 8: In the Approximate Cost of Change Order field, enter the Approximate Cost of the 
Change Order. 

  
 
 



 
Step 9: In the Description field, enter a description of the change order and why it was 
requested. (Example: This Change Order is requested to add a Pay Item for 6" Concrete Driveways.  This work is 
shown on the Plans and on the Summary of Driveways, however, the Pay Item was omitted from the Contract.  This 
was approved at the Residency Level.  Also, this Change Order will add seven (7) Calendar Days to the Contract.) 

 
 
Step 10: In the Presented to Pre-Commission date field, enter the next available Commission 
Date (the date MUST be entered). 

 
 
 



Step 11: Click the Save button. 

 
 
Step 12: Once saved, click the Contract Progress quick link at the top of the page. 

 
 
 
 
 
 
 
 
 
 



Step 13: From the Contract Progress Summary page, click the Component Action Menu. 

 
 
 
Step 14: From the Component Action Menu drop down menu, click Upcoming Change Order 
Report under the Reports section. 

 



Step 15: Now with the Generate Report screen opened, enter the Commission Date that you 
used in the Presented to Pre-Commission field earlier (If you do not enter the matching date in the 
field, the report will be blank). 

 
Step 16: Click the Execute button. 

 
 
 



Step 17: Here is the populated Upcoming Change Order Form. 

 


