Contract Change Tracking System Navigation Tips
Revised: May 5, 2010

From the Main Panel select the Accessories icon.
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From the Accessories tab select System Attachments.
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From System Attachments highlight the CCTS Plug In.

JT=TE |

Hame Type Descriphon Autorun
Gl weh Reports  [URL  [Trns*port WebiGate L]
CCTS Plug In Plug  [Contract Change Tracking System
IMMS [Plug  [Maintenance Mids L]
IEDp_I,IE:::ntrau:t |F'Iug |h-1 aintenance CopyContract |:|
(M5 Batch [Plug  [MMS Batch L]
ID atalluallpdate |F'Iug |D ata Guality Lpdating |:|
endh azt [Plug  [Wendor Master List Load Utility |
DatdualFep [Plug  |Data Quality Reparts L]

Once highlighted, either double click or press the Run Attachment icon.
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The next screen allows two options. If you need to add the detailed data on any type of change order
choose the Contract Change Order Information button.



isi. SiteManager Contract Change Track - O] x|

Contract Change Order Information

Initial Contingency Pay ltem Adjustments

Exit

The data entry screen shown below will be displayed.

i, SiteManager Contract Change Tracking 5¥stem 5[
—Contract f Change Order Information

Contract CO Mumber Type Amount Days Added CO Approval Date
I | |
Description:
CEl Conzultant: Contractor:
Deszign Conzultant: Mumber of lzsues:
E1F59
E1G45 LI MNon-FA Part Days: Total Amount of lssues:
Seq |Amount Premium Cost Ameunt | Days Added Reason Code Responsible Party Clairm/E stend

~Add. Delete or Edit Details

Amount I RATS lzzue Humber: Final?
Prem Cost I

Prem Cost Desc. | ;I
Days Added I

Reazon Code I j
Responsible Party I j
Claim/E xtend I j
Description ;I
Dashboard Help | New | Save Delete Cancel Report | Admin Main Menu Exit |

At this point you must select a contract number. As you start to type in the contract number, the list of
contracts will scroll down to the contracts that start with what you have typed in the box labeled
Contract. You do not have to type the full contract number if the correct contract number is highlighted
in blue in the scroll list as shown below.



. SiteManager Contract Change Tracking System ﬂ
—Contract f Change Order Information

Contract CO Humber Type Amount Days Added CO Approval Date
efg I vl Ea 0,00 1 08/20/2007
Description: Time extension #7 Suspension of Paving ramp closures
CEl Consultant: Contractor: COMMUNITY ASPHALT CORP.
Design Consultant: Mumber of lssues: 0
Mon-FA Part Days: [ Total Amount of Issues: 0
Seq | Amount Premiurm Cozt Amount | Davs Added Resson Code Responzible Party Clain /E =tend

—Add, Delete or Edit Details

Amount _ RT5 lssue Number: Final?
Prem Cost I

Prem Coszt Desc. | d
Days Added I

Reaszon Code I j
Responsible Party I j
Claim/E xtend I j
Description ;I
Dashboard Help | Hew | Save Delete Cancel Report | Admin Main Menu E xit |

The field is not case sensitive so you can use lower or upper case letters to locate your contract number.
You will only see the contracts in your District. The next step is to locate the change order number for
the contract you have selected. Click on the drop down arrow next to the box labeled CO Number as
shown in the screen below. Only approved change orders with a type of CN (Contingency Supplemental
Agreement), EA (Time Extension Agreement), SA (Supplemental Agreement), UN (Unilateral
Supplemental Agreement), or WOTA (Contingency Work Order Time Adj) will be available for update.
The time extension agreement change orders will not allow you to enter in a dollar amount — the field
will be grayed out. The system will not allow you to enter in an invalid reason code, responsible party,
or claim/extend code. If you enter in a premium cost, you will be required to enter in a premium cost
description. You must also enter in a description.



. SiteManager Contract Change Tracking System ll
—Contract { Change Order Information

Contract CO Mumber Type Amount Days Added CO Approval Date
|839 I nzz j 54 4774921 53 a 10/20/2008

Description: |ncorporate various Plan Sheet Revisions

—! CEI Consultant: Contractor: THE DE MOva GROUF IMC.

Design Consultant: Number of lssues: 1
LI MNon-FA Part Days: [ Total Amount of lssues: $774,000.00
Seq |Amount Premiurm Cozt Amount | Days Added Beazon Code Responsible Party Clairn/E stend
p |1 $774,000.00 $0.00 a 126

~Add. Delete or Edit Details

Amount Iwmgnn_gn RTS Issue Number: Final?
Prem Cost |$D.UD

Prem Cost Desc. | ;I
Daps Added [ -
Reason Code I'I 26 - Camputation erors in pay item work, amounts j
Responsible Party ID - Unawvoidable; no remedial action required j
Claim/E xtend IN - Meither j
Description updating revized plan sheet quantities. ;I

[ -]

Dazhboard Main Menu E xit

Report | Admin

Help | Hew | Save Delete Cancel

If you call up a record that has existing data, it will be displayed in the table located in the middle of the
screen shot above. The record in this table that has the arrow on the left hand side of it is the record
that is displayed in the bottom portion of the screen labeled Add, Delete, or Edit Details. All updating of
any records will be done in this section. As you save the changes you make, the table in the middle of
the screen will be refreshed. These records are equivalent to the work order records that existed in the
mainframe CCTS. If you need to add a new record just press the New button and the screen shown
below will be displayed.



. SiteManager Contract Change Tracking System

Contract

—Contract f Change Order Information

|

CO Mumber Type

IeSg

fozz ~] Gt

Description: |ncorporate various Plan Sheet Revisions

CEl Conzultant:

Design Consultant:

Amount
$774,921.59

Days Added
1]

CO Approval Date

1042042008

Contractor: THE DE MOYA GROUP INC.

Mumber of lzsues: 1

Non-FA Part Days: 0 Total Amount of lssues: $774,000.00
Seg | Amount Premium Cozt Amount | Days Added Reazon Code Responsible Party Claim/E stend
b |1 $774,000.00 $0.00 I 126 il N
—Add, Delete or Edit Details
Amount || RTS lzzue Humber: Final?
Prem Cost I
Prem Cost Desc. | ;I
Days Added I
Reazon Code I j
Responsible Party I j
Claim/E xtend I j
Description ;l
Dashboard Help | Hew | Save | Delete Cancel Report | Admin Main Menu Exit |

The application adds a new blank record that is ready for your input. Once you fill in the data and press

the Save button, it will be displayed in the table located in the middle of the screen as shown below. If

you enter in the data and do not want to save the record just press the Cancel button. The Reason

Code, Responsible Party, Claim/Extend, and Description are required fields.




i, SiteManager Contract Change Tracking System ﬂ
—Contract { Change Order Information

Contract CO Mumber Type Amount Daysz Added CO Approval Date
|=8a fozz ~] A $774.921.59 1] 1042042008

Description: Incorporate various Plan Sheet Revigions

CEl Consultant: Contractor:  THE DE MOva GROUF IMNC.
Design Consultant: Mumber of lssues: 2
Non-FA Part Days: 0 Total Amount of Issues: $774.921.59
Seg | Amourt Premium Cozt Amount | Days Added Reazon Code Responsible Party Claim/E stend
1 $774.000.00 $0.00 1} 126
b |2 $921.59 $0.00 I} ao il N

—Add, Delete or Edit Details

Amount |$521_59 RTS lssue Number: Final?
Prem Cost |$D.DD

Prem Cost Desc. | ;l
Days Added ID— _I
Reason Code IDD'I - Subzurface material or feature nat shown in plan j
Responszible Party ID - Unavoidable; no remedial action required j
Claim/E ztend IN - Meither j
Description Errar on the plans. ;I

[ -]

Dazhboard Main Menu Exit

Help | HNew | Save | Delete Cancel Report | Admin

Once you save the new record, the table will be refreshed to show all records. The focus remains on the
record you just entered. If you need to delete a record, highlight the record in the table and press the
Delete button as shown below. If you delete a record, the focus will move to the first record in the
table.



i, SiteManager Contract Change Tracking System ﬂ
—Contract { Change Order Information

Contract CO Mumber Type Amount Daysz Added CO Approval Date
|=8a fozz ~] A $774.921.59 1] 1042042008

Description: Incorporate various Plan Sheet Revigions

CEl Consultant: Contractor:  THE DE MOY& GROUF IMC.
Design Consultant: Mumber of lssues: 2
EBGS3
E8G7E LI Non-FA Part Days: 0 Total Amount of Issues: $774.921.59
[Seq [Amount | Premium Cast Amount | Days Added [ Reason Code | Responsible Party [ Claim/Extend
1 noo

$0.00

—Add, Delete or Edit Details

Amount |$921_53 RTS lssue Number: Final?
Prem Cost |$D.DD

Prem Cost Desc. | ;l
Day: Added ID— =
Reaszon Code IDD'I - Subsurface material or feature not shown in plan j
Responsible Party ID - Unavoidable; no remedial action required j
Claim/E xtend IN - Meither j
Description Error on the plans. ;I

=

Dashboard Cancel Main Menu E xit

Help | Hew | Save | Delete

Report | Admin

You will be asked to confirm the delete of the record.

Select Yes or No.

If you wish to print the records or export them, just press the Report button and the screen below will
be displayed.
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SiteManager Contract Change Tracking System S0
Contract /| Change Order Information 31221 PM

Contract: E1FS  CO Humber: ulny] Type: 54 Amount: §345 000, Days Added: O CO Aproval Date: 11/21/2007
Description: Design, Permit & Construct ContraFlosw Median XOwver
CEl Consultant: Contractor:  ACCEHAPI A JOINT WEMTURE
Design Consultant: Humber of Isgues: 2
Hon-FA Part Days: Total Amount of Issues: §545,000.39

Sequence: 1 RTS Issue Humber: Final?

Amount: F435 730.00

Premium Cost: $0.00 Description:

Days Added: 1]

Reason Code: 503 - Change resulting from engineering decision (use specific reazon in liew of this when possible)
Responsible Party: 0 - Unavoidable; no remedial action reguired

Claim/Extend: M - Meithar

Description: lz=zue & - Construction of Contrac-Flow Medisn Cross-Crwver

Sequence: 2 RTS Issue Humber:

Amount: 106 23089

Premium Cost: F0.00 Description:

Days Added: 1]

Reason Code: 203 - Change resulting from engineering decision (use specific reazan in liew of this when possible)
Responsible Party: 0 - Unavoidable; no remedial action recuired

Claim/Extend: M - Meither

Description: lzzue B - Design of Contra-Flow Median Cross-Cver

At the upper left hand corner of the report there are 2 options to select. Press the button to the left and
the report will be routed to your default printer. If you wish to export the report to your hard drive,
press the button on the right. If you press the export button, the following screen will be displayed.
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File name: I Save I
Save a3 type: [HTML [ hitm: " htmi) =] Cancel |
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i Al

i Pagez fram: |1 ko




Click on the drop down box to save it to your computer. Make sure you select the CS drive to save it. In
the screen below, | am saving all pages of the report to my hard drive in a folder named Shane D5.

2=

Savein: | Shane D5 j - £ Ef-

A @r?esktup

L My Documents
gg:;;i :J by Computer

\g 3% Floppy [&:]
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If you want to enter data for the Initial Contingency Pay item Adjustments, press the Main Menu
button to get back to the original CCTS selection screen shown below.

. SiteManager Contract Change Tracking E - |I:I|5|

Contract Change Order Information

Initial Contingency Pay ltem Adjustments

Exit

The following screen will be displayed.



. SiteManager Contract Change Tracking System il
—Initial Contingency Pay tem Adjustment Information

Contract E stimate Approval Date Project Line ltem Item Code Adjustment Type Sequence

I jom7 | 0442472007 EICEEZ IR B AT (SRS I R

This Adjustment: $7 45113 To Date: $142000.00 Contractor: THE DE MDA GROUP IMNC.

—!' Remarks: Guardrail Repairz . ;l
Mafork, Order # (993-25-21) =1
CEl Consultant: Humber of lzsues: 0
Design Consultant: Total Amount of Issues: 0
Seq |Amount Premiumn Cozt ‘whark Order D ate Reszon Code Besponsible Party Claim/E utend

~Add. Delete. or Edit Details

Amount I Work Order Date I MDD Y
Prem Cost I RT5 lssue Humber: Final?
Prem Cost Desc. ’ ;I
Reazon Code I j
Rezponszible Party I j
Claim/E xtend I ﬂ
Description ’ ;I
Dazhboard Help | Hew | Save Delete LCancel Report | Admin Main Menu Exit |

Only approved line item adjustments with the pay item number 0999 25 or 2999 25 will be displayed in
the system for input. You will have to select a contract number, estimate number, project number, line
item number, adjustment type, and sequence number. Once the record has been saved, it will appear in
the table located in the middle portion of the screen. The functions of this portion of the system work
the same as the Contract Change Order Information button.

If you have any questions, please contact Kathy Lovett at 850-414-4139.



