
Adding a Change Order
RMS 3.0 GM



From the “Contract Menu”, select the “Finance”

tab.



Under “Finances”, select “Contract

Changes”.



Under the “Change Request” main screen,

select “Add”.



Using the radio buttons, select the type of change request that is being

added.

Once the choice has been made select “Next”.



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”.



After selecting “OK” there is an opportunity to ensure that Change

Request Number and the Reason Code are correct.

Click “Finish”.



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



If the information that was entered is

correct, select the “Description” tab.



Select “Add”. RMS 3.0 will provide next item

number to appear on the BCD (Basic Change

Document). Use the default that is provided.

Select “OK”.



• 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”.



“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.




