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Prior to starting CPPR in CIM 

1) All SiteManager Dailies must be uploaded 

2) All SiteManager Dailies must be approved 

3) Enter Change Order in SiteManager for Weather and Holidays granted 

4) Enter Change Order Time Adjustments 

5) Go to CIM, click CPPR, and look at the Header tab to see if you are listed as the Project Administrator 

A. If you are not listed, send email to your District Coordinator (Data updates overnight) 

 

6) Email your District Coordinator to approve your Change Order in SiteManager 

7) District Coordinator will email in return to let you know it has been approved 

A. Your Change Order will remain in DRAF mode 

 

Data updates overnight 
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Begin CPPR in CIM 

8) Following day, go to CIM, click on Change Orders to see if your Change Order is approved, then you may proceed 

A. A CPPR user guide will show how the CPPR calculations work  

 

9) Click on CPPR – Category 1 “Pursuit of the Work” Tab 

A. Click on blue “Add Period” and enter information to the Right under the “Add Period” Tab 

 Enter From Date 

 Enter To Date 

 Enter Work Days 

 Enter Pursued Days 

 Hit the “Add” button 
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B. Click on the blue “Add Remark” Tab 

 Enter in the remark box Dates granted for Weather, Holiday, and etc. 

 Hit the “Add” button 

 

 

 Comments should then show up under the appropriate time period  

 

 

 

 

 If any changes need to be made, do so using the “Edit” tab and click “Save” when done 
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10) Categories 2-7 document deficiency notifications to Contractor. If none, proceed to Category 8 tab. See example 

below: 

A. Click on blue Add notification and enter information to the Right “Add Notification” Tab 

 Enter Date 

 Drop-Down box to choose Type of warning 

 Hit the “Add” button 

 

 

 

11) Category 8 “Conformance With Contract Documents” tab 

A. Click on blue Add Period and enter information to the Right “Add Period” Tab 

 Enter From Date 

 Enter To Date 

 Enter Allowable Days 

 Enter Quality Days 

 Hit the “Add” button 
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B. Click on “Add Remark” tab if you have non-quality days to document 

 Enter in the remark box Dates of non-quality days 

 Hit the “Add” button 

 Hit the “Save” button 

 

 

 

 

12) Category 9 “DBE Utilization” is used for the Final Report only – see Instruction # 15 

 

 

13) Click on “Report” tab 

A. Choose “Interim Report” for Monthly 
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B. Review Report for accuracy and send to Contractor 

 

 

Final CPPR in CIM 

14) Click on “Header” tab 

A. Click in the Final box 
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15) Complete Category 9 “DBE Utilization” 

 

16) Click on “Report” 

A. Click on “Final report” 

 

17) You are ready to send out the Final CPPR! 

 

 


