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NEW 



Final Packet for SiteManager Contracts 
 

Step 1: Logged into AASHTOWare Project (AWP), ensure you are in the Contract Authority role. 

 
 
Step 2: On the Home Screen (Contract Administration Overview) in the Contract Authority 
role, search for your needed SiteManager Contract. 

 
Step 3: Click the needed Contract ID. 

 
 
 



Step 4: Click the Contract Authority tab on the left side panel.  

 
Step 5: Click the New button. 

 
 
 
 
 
 
 
 
 
 
 



Step 6: In the Person field, type the name of the needed Contractor. 

 
 
Step 7: In the Role field, type Contractor – OK. 

 
 
Step 8: In the Effective Date field, type 03/19/2026. 

 
 
Step 9: In the Status field, click Active. 

 
 
 
 
 



Step 10: Click the Save button.  

 
 
Step 11: Now that you have given Contract Authority to the needed Contractor, click the Drop-
Down Arrow next to the Home Button. 

 
Step 12: From the Roles Menu, select the Construction Auditor role. 

 
 
Step 13: Click the Contract Documentation quick link at the top of the screen. 

 
 



NOTE: On the Contract Documentation Tab, ensure that the District is correct. Always make sure 
information matches, or is inputted correctly. Having accurate information and documentation is 
important. 
 
NOTE: On the Contract Documentation Summary page, you will see a list of documentation. If 
you need any additional documentation added, click the New button. 
 
Step 14: On the On the Contract Documentation Summary page, click the Row Action Menu on 
the Final Estimate Affidavit row. 

 
Step 15:  From the Row Action Drop-Down Menu, click the Final Estimate Affidavit SMGR 
under the Reports header. 

 
 
Step 16: On the Execute Process screen, click the Execute button on the top right of the screen. 

 
 
NOTE: With the Final Estimate Affidavit SMGR report created, check over the report to ensure 
everything is correct.  



 
 
 
 
 
 
Step 17: Once you have looked over the Final Estimate Affidavit SMGR report, click the 
Previous button. 

 
Step 18: Back on the Contract Documentation Summary page, click the Row Actions Menu on 
the Final Estimate Affidavit row. 

 
 
Step 19: From the Row Action Drop-Down Menu, click Final Packet – SMGR Final Estimate 
Affidavit under the Tasks header. 



 
 
NOTE: Clicking the Final packet – SMGR Final Estimate Affidavit, adds Contractor to the Final 
Estimate. 
NOTE: Once the Final Packet – SMGR Final Estimate Affidavit has been selected, it sends the 
Final Packet via Adobe. 
 
NOTE: Once the final packet is received by the Contractor, the contractor will sign and send the 
final packet to the RE (if the RE is not a PE, he/she will then delegate the final packet to a 
registered PE). The PE will stamp the final packet and send it back from Adobe to AWP and 
attach it. 
 
Step 20: While waiting for the Final Estimate Affidavit to be attached in AWP, you can take the 
time to insert the Material Cert Letter and the Buy America Letter. To attach these Items, locate 
the appropriate row and click the Row Actions Menu. 

 
 
Step 21: From the row Action Drop-Down Menu, click the Attachments link under the Views 
header. 



 
 
Step 22: On the Attachments Overview screen, click the Select File button to upload the 
document. 

 
 
NOTE: We recommend that the Contractor Rating Form be completed in AASHTOWare Project. 
Step 23: Click the Contractor Evaluation tab on the left side panel. 

 

 

 
 
Step 24: Click the Row Action Menu on the needed Contractor row. 

 

 

 



 
 
 
Step 25: From the Row Action Drop-Down Menu, click the Add link. 

 
 
 
 
 
 
 
 
 
 
 
 
Step 26: Fill out all the required fields on the Add Contractor Evaluation screen. These fields 
include: Form Version, Subcontract, Evaluation Type, Starting Date and Ending Date.  



 
 
Step 27: Once all fields are filled out, click the Save button. 

 
 
 
 
 
 
 
 
 
Step 28: Click the Ratings tab. 



 
 
Step 29: On the Ratings tab, expand each Row and either click the N/A check box or fill out the 
Rating field. 

 
 
NOTE: If you leave a subpar rating on any of the rows for the contractor, you must leave a 
comment in the Comment field describing why. 
 
Step 30: Once all Ratings have been filled out, click the Contract Documentation quick link at 
the top of the screen. 

 



Step 31: Back on the Contract Documentation Summary page and once all documentation have 
been loaded up, enter your name in the Submitter Field on the Combined Final Packet row. 

 
 
Step 32: Click the Save button. 

 
 
Step 33: Once saved, click the Row Actions Menu on the Combined final Packet row. 

 
 
Step 34: From the Row Action Drop-Down Menu, select Combine Final Papers into Packet link 
under the Tasks header. 

 
 
NOTE: Once you click the Combine Final Paper into Packet link, it will send the packet to you the 
Submitter. After the Submitter, the Final Packet will send in the following order: RE, District 
Auditor, District Personnel and finally to Tonya Armitage in Construction Division. Once 
Construction Division approves the packet, it will final out. 




