Adding a Change Order

RMS 3.0 GM




From the “Contract Menu”, select the “Finance”
tab.
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Administration

Finances

Contract Description
Enter award descriptin and funding sources.
Contract location should be entered
‘Contract File
Identify and send documents ta PCF.

Request for Information
Respand to RFF's from Contractor.

‘Contractor Insurance

Track General, Auto, and Workman's Comp.
Insurances.

Contract Status.
Enter status/delay codes. Update lssues and
Phors.

Contract Setup
Determine how contract & to be managed by QA
and QC stoff Setup subrmirtal register.
Contract User Entries
insert deta for Districe generated macros fior
reporting.
Contractor Payrolls

Enter or Review Contractor Payrolls for
Department of Labor reporting parposes.

Contract Personnel
Assign POT and view User Roles.

P2 Projects
Link RMS Contract to P2 Project.

Prime Contractor
Identify Contractor for payment purposes and
view Contractor Staffing.

Labor Interviews

Conduct Labor Standard Interviews for Davis-
Bacon Compliance.

Contract Documents
Identify and send documents to PCF.

Correspondence
Create, edit, and view, Letters and Memos.

Subcontractors
identify Subeontractors, POCs, and Trades.

Action Ftem Control

Control seleetion, severity and respansible parties
for contract action items.




Under “Finances”, select “Contract
Changes”.
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Contract Menu

Government Action [tems
0 [ o 0

Low L

.

‘Contract Finances Award CLINs ‘Current CLINs Pay Acti
Download CEFMS data and/er setup Contract Enter CLINS s they were awarded with the CLINS as they may have been modified by the Pay Activity Listing and tabulations by CLIN.
funding. eontroct or purchase order controct terms. Contracter, ond Feoture of Work.

Progress Payment Contract Changes Contract Modifications Contractor Claims/Disputes
Add, madiy, ar view Payments to the Contractor. Add, modfy, or view Changes that may become Create, view, or modify formal Modifications that Create or review Claims and Disputes submitted
par of a Modification may become part of the contract. by the Contracror.




Under the “Change Request” main screen,
select “Add”.
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Contract Menu

§)add £)Edt @) Delete ange Requests

—

Testing out the Change Request

W/ Basic Change Document - Completed 10/17/2017
- Not Required
- Not Required
- Not Required

- Not Required

- Not Required




Using the radio buttons, select the type of change request that is being
added.
Once the choice has been made select “Next”.
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Contract Menu

Add New Change Request




RMS will default to the next “Change
Request” number. Use the default. Click in
the blue box next to “Reason Code”.




Click and highlight the appropriate reason
code for the potential modification.
Select “OK”.

Reason T | Reason Type

| > i1 Engineering Changes Engineering Changes Controllable
e User Changes, Discretionary User Requested Uncantrollable
£ Caontract Options Other Changes Option

| |ie Miscellanzous Changes Cther Changes Uncentrollable
7 Differing Site Conditions Construction Changes Uncentrollable
] Value Engineering Change Cther Changes Controllable
9 Administrative Change Cther Changes Uncontrellable
| iA Adverse Security Conditions Other Changes Uncontrollable
| |IE Excusable Delay for No Fault Cther Changes Uncentrollable
| liG Gaovernment Furnished Property Other Changes Controllable
| iT Incremental Definitization of Work COther Changes Uncentrollable
| Q ‘Wariations in Estimated Quantities Cther Changes Uncentrellable
L r Revaluation - Foreign Currency Qther Changes Uncantrollable
s Suspensions of Work Other Changes Controllable
T Termination of Wark Cther Changes Controllable
v Censtruction Changes Construction Changes Controllable

oK | [ Cancel l [ Clear Selection




After selecting “OK” there is an opportunity to ensure that Change
Request Number and the Reason Code are correct.
Click “Finish”.
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Add New Change Request




From the “Inception” tab enter in the title of the Change Request. This title can be used to sort on the

main Change Request Register Screen.
Select the “Inception” and “Mod Required Date” in accordance with District/Office Policy. The “Date

Cancelled” can be entered in if it is determined later the change is not needed.
Select the correct staff for “Mod Action By”, “Requested By Name”, and “Approved by Name” by the

Select Staff tab provided
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Change Request No 001

Change Request Title

Inception Agency Code [N i —"
Mod Required Date Reason Code IS

Date Cancelled |Select a date A5 Mod Type Code [N L
Mod Action By Select Staff
Requested By Name Select Staif

Requested By Title

Recommended By Name Select Staff

Recommended By Title

Approved By Name Select Staff

Approved By Title

ContractChangeEdit- > ContractChangeEditView




If the Information that was entered Is
correct, select the “Description” tab.
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Change Request 001

Inception

Change Request No

Change Request Title Testing this out

Inception | 11/15/2017 &) PRI C - C - Corps of Engineers (All Levels)
Mod Required Date | 11/15/2017 o] [TRPXNS™ 1 - Engineering Changes
Date Cancelled |Select a date A5 Mod Type Code [N L

Mod Action By Kelly McG Select Staff
Requested By Name Michael Presley Select Staff

Requested By Title Civil Engineer

Recommended By Name  Mark H. Kelliher, P.E Select Staff

Recommended By Title  Administrative Contracting Officer

Approved By Name David Gerland, P.E. Select Staff

Approved By Title Administrative Contracting Officer




Select “Add”. RMS 3.0 will provide next item
number to appear on the BCD (Basic Change

Document). Use the default that iIs provided.
Select “OK”.
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ﬁ,me‘ llowing il ion is required to add a new Change Request Description

Coce

Initil Estimate.




Enter in the “Change Item Title”. This
title will appear on the BCD. Use the large
boxes below to enter in the estimated
cost of the change. NOTE: Do not enter
text into the “Spec. Paragraph No.” or the
“Contract Drawing No”. This will mess up
the RFP.

For a larger editing screen and the option
to select from pre-entered text, select the
blue notebook and pen under each of the
following tabs: “Description of Change”,
“Change in Drawings”, “Change in
Specifications” and “Necessity of
Change”.

NOTE: “Description of Change” and
“Necessity of Change” are required to be
filled out.




Clicking the blue notebook and pen opens a larger screen. Click “Insert Standard
Text”(standard text changes section). This will bring up a selection of “Standard
Memo Text” that has been previously entered in. Enter in the correct text and
select “OK’. If there is no text that applies, select “Cancel”.

?=Q Standard Memo Text Lookup

1t Insert Standard Text
E Description of Change O

Standard Memo Text

Asia Office Description of Change Provide all labor, materials, equipment, and supervision to
PART 1 MOD This is a Part 1 of a two part medification. The amount of S0 is...

PART 1A, 1B, 1C MOD This is & Part 1A of a two part madification. The amount of St i...
PART 2 MODIFICATION This is a Part 2, Final of a two part modification. See Modification...

SAQ Deletion of Scope Provide an equitable adjustment to the Government (credit) to del...
SAO Part 1 Modifications This is a Part 1 of a two part medification. You are hereby directed...
SAO Part 1A This is a Part 1A of a two-part modification. See Part 1 Modificatio...
SAO Part 18, 1C Modification This is a Part 1B of a two-part modifica See Part 1 Madificatio..

SAO Part 2 Modification This is a Part 2, Final of a two part modification. See Modification...
Time Extension for Weather It has been determined that performance of the work under sched...

[ oK |[ cancel




“Supporting Documents” is where any documentation that supports the change request will be added.
The Request for Proposal (RFP) can be drafted under this screen. If created here, the RFP will be
automatically added to the correspondence module as well as in “Supporting Documents”. If the RFP is
created under the “Correspondence” module, it will need to be added here also.
Clicking on “BCD” will create the form that needs to be routed for signatures.
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> ContractChangeEditView






