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1 Introduction to Using the Participant Guide 

The Participant Guide helps you get started with the process of setting up a new design contract for a 
vendor and quickly navigate through the various key processes of contract execution. 

The options selected for use in this guide are for instructional purposes to showcase the entire lifecycle 
of a design contract. Field selections, other than the ones used in this guide, could possibly lead to a varied 
project workflow and may not be covered in this guide. For additional information on the application, 
refer to the User Guide/PPMS Online Help available with the application. 



Design Contract Management 

2 | P a g e

2 Process Flow of Master Contract and Work Order 

The following flow diagram illustrates the master contract creation and approval process in 
Masterworks: 

The following flow diagram illustrates the work order creation and approval process in Masterworks: 

Create Master 
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List Items
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3 Work Orders and Contracts 
A master contract is awarded to a consultant to implement sections of work in multiple projects in a 
specified time period. Master contracts are cost and time effective, and also ease the process of project 
implementation.  
Master contracts streamline similar sections of work to a single consultant thus decreasing project costs 
and saving time by minimizing recurring negotiations with multiple consultants for similar sections of 
work. 

The Work Orders and Contracts module enables you to create a master contract for every awarded 
consultant, establish the price list of services provided by the consultant, and issue work orders to 
consultants pursuant to the master contract.  

Once a master contract is approved, you can issue work orders on the contract. Work orders issued to 
consultants enable them to implement the assignment defined in the work order for projects identified 
in the work order.  

The PPMS Work Orders and Contracts module enables you to initiate work orders for projects from 
outside the Projects module. 

You can perform the following tasks: 

• Manage master contracts 

• Manage work orders 

3.1 Master Contract 

A master contract is a collective agreement, the terms of which apply to all projects associated with it over 
a specific time duration. 

You can create a master contract for a consultant awarded to implement sections of work in one or 
multiple projects in a specified time period. For every master contract, you can create a price list of all the 
services, goods, or items provided by the consultant. 

You can perform the following tasks in the Master Contracts module: 

• Create a master contract for a consultant 

• Create a price list of services, goods, and items provided by the consultant 

• Obtain business decisions from various stakeholders 

• Revise approved master contracts 
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3.1.1 Creating a Master Contract 

You can create a master contract for every awarded consultant and record the price list of services, goods, 
and items provided by the consultant. 

Steps 

1. In the module menu, click Work Orders and Contracts. 
The Work Orders and Contracts dashboard is displayed.  

2. In the navigation pane, click Master Contracts. 
The Master Contracts list page is displayed. 

3. Click New. 
The Master Contract Details page is displayed. 

 
The following information is displayed: 

Section Name Field Name Description 

- 

Created By The name of the logged in user is displayed. 

Created On 
The date and time the master contract is created is 
displayed. 

Current Start Date Initially, the date selected in the Original Start Date field is 
displayed. Once the master contract is revised, the date 
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Section Name Field Name Description 

selected in the Revised Start Date field of the latest 
approved master contract revision is displayed. 

Current End Date 

Initially, the date selected in the Original End Date field is 
displayed. Once the master contract is revised, the date 
selected in the Revised End Date field of the latest approved 
master contract revision is displayed. 

Current Ceiling 
Value in $ 

Initially, the amount entered in the Original Ceiling Value in 
$ field is displayed. Once the master contract is revised, the 
amount entered in the Revised Ceiling Value in $ field of the 
latest approved master contract revision is displayed. 

Work Orders 

Work Orders 

Initially, the section is empty.  
Once the work orders created and approved for the master 
contract, the list of associated work orders is displayed. 
For information on work orders, refer to Work Orders. 

Total Value of 
Work Orders in $ 

Sum of all work order amounts in the Value in $ column is 
displayed. 

Remaining Amount 
in $ 

The remaining amount for which work orders can be issued 
is displayed. The amount is calculated as: 
Remaining Amount = Current Ceiling Value - Total Value of 
Work Orders 

4. Provide the required information in the fields, as described in the following table:  

Field Name Description 

Master Contract 
Code 

Enter a number to uniquely identify the master contract. 

Master Contract 
Name 

Enter the name of the master contract. 
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Field Name Description 

Awarded Consultant 

To select the awarded consultant for the master contract, perform the 
following steps: 

1. Click . 
The Consultants dialog box is displayed. 
Available options are consultants defined in the Vendors catalog of 
the library.  

2. Click the required consultant, and then click Select. 

Consultant Manager 

To select the consultant manager for the master contract, perform the 
following steps: 

1. Click . 
The Consultant Manager dialog box is displayed. 
Available options are user names of users with the Consultant 
Manager role assigned to them.  

2. Click the required user name, and then click Select. 

Category 
Select the category of the master contract.  
Available options are categories defined in the Master Contract Category 
catalog of the Library. 

Original Ceiling 
Value in $ 

Enter the maximum amount for which work orders can be issued on the 
master contract. 
Note: The sum of amounts of all the work orders issued to a consultant must 
not exceed the ceiling value amount. 

Consultant 
Coordinator 

To select the consultant coordinator for the master contract, perform the 
following steps: 

1. Click . 
The Consultant Coordinator dialog box is displayed. 
Available options are user names of users with the Consultant 
Coordinator role assigned to them.  

2. Click the required user name, and then click Select. 

Original Start Date Select the start date of the master contract. 
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Field Name Description 

Original End Date Select the end date of the master contract. 

Solicitation ID Enter the solicitation identification code of the master contract. 

Measurement 
System 

Select the measurement system that will be used in the price list of the 
services, goods, and items provided by the consultant. 
Available options are measurement systems defined in the Measurement 
Systems catalog of the Library. 

Description Enter the description of the master contract. 

5. Optionally, in the ATTACHMENTS section, attach or link related files. 
For information on attachments, refer to Attachments. 

6. Click Save. 
The Master Contract list page is displayed. 
You can now add the price list of services, goods, and items provided by the consultant.  
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3.1.2 Managing Price List Items 

You can add items, enter the price of each item, and attach relevant reference files and documents to 
each item. 

You can create containers to categorize price list items: 

• Manage containers 

You can add price list items in various modes: 

• Add a single item 

• Add multiple items 

You can also edit item details: 

• Quick edit of details of an item 

• Edit other item details 

 Managing Containers 

You can create containers in a price list to categorize items. You can also delete an entire container with 
the items in it from the price list. 

Steps 

1. In the module menu, click Work Orders and Contracts. 
The Work Orders and Contracts dashboard is displayed.  

2. In the navigation pane, click Master Contracts. 
The Master Contracts list page is displayed. 

3. Select the required master contract.  

4. Click Edit. 
The Master Contract Details page is displayed. 

5. Click the Price List tab. 
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6. Click New, and then click New Container. 
The Container page is displayed. 

 
7. In the Name box, enter the name of the container. 

8. In the Description box, enter the description of the container. 

9. In the Notes box, enter the notes for the container. 

10. In the Parent Container list, click the container in which the current container must be created. 
Note: For the first container, the only Parent Container option is Root. 

11. Click Save. 
The container is created. 

 Creating a Price List 

You can add details and the price of items, services, and goods provided by the consultant to a master 
contract. You can add details of items in the following modes: 

• Manually entering the required information of all items. 

• Adding items from the predefined set of standard items from the Library. 

 Adding an Item 

Steps 

1. In the module menu, click Work Orders and Contracts. 
The Work Orders and Contracts dashboard is displayed.  

2. In the navigation pane, click Master Contracts. 
The Master Contracts list page is displayed. 
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3. Select the required master contract to add item details.  

4. Click Edit. 
The Master Contract Details page is displayed. 

5. Click the Price List tab. 

6. Click New, and then click New. 
Alternatively, to add the item to a selected container, select the required container, click New, and 
then click New.  
The New Price List Item page is displayed. 

 
7. Provide the required information in the fields, as described in the following table:  

Field Name Description 

Container 

If you have selected a container, the name of the selected container is displayed. 

To select a different container, perform the following steps: 

1. Click . 
The Select Container page is displayed. 

2. Click the required container. 

Pay Item No. 

Enter the item number. 
Alternatively, to select an item from the library, perform the following steps: 

1. In the Select Item from Library section, from the Standard Item 
Table drop-down list, select the standard table in which the required item 
is defined. 
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Field Name Description 

Available options are standard item tables defined in the Standard Items 
Table catalog of the library. 

2. Optionally, select the Ignore Containers of Standard Items check box to 
only select the item and not the container of the item. 
If the check box is selected, the item is added to the selected container. 
If the check box is cleared, the item and its container are added to the 
price list.  

3. Click Select to select an item from the selected standard items table. 
The item selection dialog box is displayed. 
Available options are items defined in the selected standard items table 
that is defined in the Standard Items Table catalog of the library. 

4. Click an item, and then click Select. 
The Pay Item No., Description, Unit, and Unit Price in $ are displayed. 

Description 
Enter the description of the item. 
The item description is displayed automatically if you have selected the item from 
the library. 

Unit 

Select the unit of measure for the item. 
Available options are measurement units defined in the measurement system 
selected for the master contract. The measurement system of the master contract 
is defined in the Master Contract Details page. 
The unit is displayed automatically if you have selected the item from the library. 

Unit Price in $ 
Enter the cost per unit of the item. 
The unit price is displayed automatically if you have selected the item from the 
library. 

Notes Enter any additional information relevant to the item. 

8. Optionally, in the ATTACHMENTS section, attach or link related documents. 
For information on attachments, refer to Attachments. 

9. Click Save. 
Alternatively, click Save and Continue to add more items. 
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 Adding Multiple Items 

To save time and effort, you can add multiple price list items at once from the library to the master 
contract. 

Steps 

1. In the module menu, click Work Orders and Contracts. 
The Work Orders and Contracts dashboard is displayed.  

2. In the navigation pane, click Master Contracts. 
The Master Contracts list page is displayed. 

3. Select the required master contract to add price list items.  

4. Click Edit. 

5. Click the Price List tab. 

6. Click New, and then click Add Multiple. 
The Add Standard Items page is displayed. 

 
7. From the Standard Item list drop-down list, select the standard items table from which you can 

add items to the price list. 
Available options are standard items tables defined in the Standard Items Table catalog of the 
library 

8. Optionally, select the Ignore Containers of Standard Items check box to only select the item and 
not the item container. 
If the check box is selected, the item is added to the selected container. 
If the check box is cleared, the item and its container are added to the price list. 

9. Click Add to select items from the selected standard items table. 
The item selection dialog box is displayed. 
Available options are items defined in the selected standard items table that is defined in 
the Standard Items Table catalog of the library.  

10. Select the required items, and then click Select. 
Alternatively, to select all items from the list, click Select All Records, and in the confirmation 
dialog box, click OK. 
The Pay Item No., Description, Container, Unit, Unit Price in $, and Group Name are displayed. 

11. Click Save. 
The Price List page is displayed with the selected items. 
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 Editing Item Details 

You can edit item details such as quantity, unit price, containers, and so on in the following modes: 

• Inline Editing 

• Using the Edit menu option 

Inline Editing 

Inline Editing enables you to modify and save item details by directly editing details in the list page. 
You can only edit the Item Description, Unit Price in $, and Unit fields. 

Steps 

1. In the module menu, click Work Orders and Contracts. 
The Work Orders and Contracts dashboard is displayed.  

2. In the navigation pane, click Master Contracts. 
The Master Contracts list page is displayed. 

3. Select the required master contract to edit details of price list items.  

4. Click Edit. 
The Master Contract Details page is displayed. 

5. Click the Price List tab. 

6. Double-click the row of the item you want to edit. 
The editable cells are highlighted. 

 
7. Enter the required information. 

8. Click Save. 

Using the Edit Option 

Steps 

1. In the module menu, click Work Orders and Contracts. 
The Work Orders and Contracts dashboard is displayed.  
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2. In the navigation pane, click Master Contracts. 
The Master Contracts list page is displayed. 

3. Select the appropriate master contract to edit details of price list items.  

4. Click Edit. 
The Master Contract Details page is displayed. 

5. Click the Price List tab. 

6. Select the item you want to edit. 

7. Click Edit. 
The  Edit Price List Item page is displayed. 

 
8. Enter the required information. 

9. Click Save. 
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3.1.3 Approving a Master Contract 

Steps 

1. In the module menu, click Work Orders and Contracts. 
The Work Orders and Contracts dashboard is displayed.  

2. In the navigation pane, click Master Contracts. 
The Master Contracts list page is displayed. 

3. In the Master Contracts list page, click the appropriate master contract that is in the Draft 
workflow stage, and then click Select Actions. 

4. Click Submit for Approval, and then in the Masterworks dialog box, click OK. 
The workflow stage of the record is set to Submitted. 

5. In the Master Contracts list page, select the appropriate forecast that is in the Submitted 
workflow stage, and then click Select Actions. 

6. Click Approve, and then in the Masterworks dialog box, click OK. 
The workflow stage of the record is set to Approved. 

 Master Contract Workflow Stages 

Phase 
Current 
Workflow Status 

Stakeholders Action 
Subsequent 
Workflow Status 

Comments 

1 Draft 

• Consultant 
Coordinator 

• Consultant 
Manager 

• Project 
Manager 

Submit for 
Approval 

Submitted - 

2 Submitted 
• Consultant 

Manager 

Approve Approved 

Once a master contract 
is approved, you cannot 
edit the details of the 
master contract. 

Return to 
Draft 

Draft - 

3 Approved 
• Consultant 

Manager Cancel Cancelled 

You cannot create a 
new Work Order for 
the cancelled Master 
Contract. 
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3.1.4 Master Contract Revision 

Once a master contract is approved, you cannot modify any details of the approved master contract. 
You cannot add or delete items that are part of the price list of the approved master contract. 

To amend an approved master contract to modify the start and end dates, or the ceiling value, or to add 
items to an approved master contract, you can initiate a master contract revision process using the 
Master Contract Revision form. 

You can revise the following information of an approved master contract: 

• Revise details of an approved master contract 
• Add items to revise an approved master contract 
• Obtain business decisions from various stakeholders 

 Revising an Approved Master Contract 

Prerequisite 

• An approved master contract is available. 
• Master contract revision records in the Draft or Submitted workflow stages are not available. 

Steps 

1. In the module menu, click Work Orders and Contracts. 
The Work Orders and Contracts dashboard is displayed.  

2. In the navigation pane, click Master Contracts. 
The Master Contracts list page is displayed. 

3. In the Master Contracts list page, double-click the required approved master contract. 

4. In the navigation pane, expand the Master Contracts folder, expand the master contract folder, 
and then click Master Contract Revision. 
The Master Contract Revision list page is displayed. 

5. Click New. 
The Master Contract Revision Details page is displayed. 
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The following information is displayed:  

Field Name Description 

Revision ID 
An automatically generated alphanumeric code that uniquely identifies 
the master contract revision is displayed. 

Master Contract 
Code 

The identification code of the master contract for which the revision is 
being created is displayed. 

Master Contract 
Name 

The name of the master contract for which the revision is being created 
is displayed. 

Master Contract 
Category 

The category of the master contract for which the revision is being 
created is displayed. 

Original Ceiling 
Value in $ 

The ceiling value of the master contract as defined during the creation of 
the master contract is displayed. 

Current Ceiling 
Value in $ 

The original ceiling value of the master contract if the ceiling value of the 
master contract has not been revised is displayed. 
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Field Name Description 

The current ceiling value of the master contract based on the latest 
approved master contract revision is displayed. 

Current Start Date 

The original start date of the master contract if the start date of the 
master contract has not been revised is displayed. 

The current start date of the master contract based on the latest 
approved master contract revision is displayed. 

Current End Date 

The original end date of the master contract if the end date of the 
master contract has not been revised is displayed. 

The current end date of the master contract based on the latest 
approved master contract revision is displayed. 

Measurement 
System 

The measurement system of the master contract is displayed. 

Created By The name of the logged in user is displayed. 

Created On The date and time the master contract revision is created is displayed. 

6. Provide the required information in the fields, as described in the following table:  

Field Name Description 

Short Description Enter a short description of the master contract revision. 

Revised Start Date Select the revised start date of the master contract. 

Revised End Date Select the revised end date of the master contract. 

Revised Ceiling Value Enter the revised ceiling value of the master contract. 

Description Enter the detailed description of the master contract revision. 

7. Optionally, in the ATTACHMENTS section, attach or link related files. 
For information on attachments, refer to Attachments. 
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8. Click Save. 
The Master Contract Revision list page is displayed. 
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 Managing Containers 

You can create containers in a price list to categorize items. You can also delete an entire container with 
the items in it from the price list. 

Steps 

1. In the module menu, click Work Orders and Contracts. 
The Work Orders and Contracts dashboard is displayed.  

2. In the navigation pane, click Master Contracts. 
The Master Contracts list page is displayed. 

3. In the Master Contracts list page, double-click the required approved master contract. 

4. In the navigation pane, expand the Master Contracts folder, expand the master contract folder, 
and then click Master Contract Revision. 
The Master Contract Revision list page is displayed. 

5. Select the required master contract revision record, and then click Edit. 
The Master Contract Revision Details page is displayed. 

6. Click the Price List tab. 

7. Click New, and then click New Container. 
The Container page is displayed. 

 
8. In the Name box, enter the name of the container. 

9. In the Description box, enter the description of the container. 

10. In the Notes box, enter the notes for the container. 

11. In the Parent Container list, click the container in which the current container must be created. 
Note: For the first container, the only Parent Container option is Root. 
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12. Click Save. 
The container is created. 

 Adding Items to a Master Contract Revision 

Using the Master Contract Revision form, you can add items to a master contract revision to amend the 
approved master contract. On approval of a master contract revision to add items, the new items are 
added to the price list of the master contract.  

You can add items in the following modes: 

• Add a single item 

• Add multiple items 

Add an Item 

Steps 

1. In the module menu, click Work Orders and Contracts. 

2. The Work Orders and Contracts dashboard is displayed.  

3. In the navigation pane, click Master Contracts. 
The Master Contracts list page is displayed. 

4. In the Master Contracts list page, double-click the required approved master contract. 

5. In the navigation pane, expand the Master Contracts folder, expand the master contract folder, 
and then click Master Contract Revision. 
The Master Contract Revision list page is displayed. 

6. Select the required master contract revision record, and then click Edit. 
The Master Contract Revision Details page is displayed. 

7. Click the Price List tab. 

8. Click New, and then click New. 
Alternatively, to add the item to a selected container, select the required container, click New, 
and then click New.  
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The New Price List Item page is displayed. 

 
9. Provide the required information in the fields, as described in the following table:  

Field Name Description 

Container 

If you have selected a container, the name of the selected container is 
displayed. 

To select a different container, perform the following steps: 

1. Click . 
The Select Container page is displayed. 

2. Click the required container. 

Pay Item No. 

Enter the item number 

Alternatively, to select an item from the library, perform the following steps: 

1. In the Select Item from Library section, from the Standard Item 
Table drop-down list, select the standard table in which the 
required item is defined. 
Available options are standard item tables defined in the Standard 
Items Table catalog of the library. 

2. Optionally, select the Ignore Containers of Standard Items check 
box to only select the item and not the container of the item. 
If the check box is selected, the item is added to the selected 
container. 
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Field Name Description 

If the check box is cleared, the item and its container are added to 
the price list.  

3. Click Select to select an item from the selected standard items 
table. 
The item selection dialog box is displayed. 
Available options are items defined in the selected standard items 
table that is defined in the Standard Items Table catalog of the 
library. 

4. Click an item, and then click Select. 
The Pay Item No., Description, Unit, and Unit Price in $ are 
displayed. 

Description 
Enter the description of the item. 
Item description is displayed automatically if you have selected the item 
from the library. 

Unit 

Select the unit of measure for the item. 
Available options are measurement units defined in the measurement system 
selected for the master contract. Measurement system of the master contract 
is defined in the Master Contract Details page. 

Unit Price in $ Enter the cost per unit of the item. 

Notes Enter any additional information relevant to the item. 

10. Optionally, in the ATTACHMENTS section, attach or link related files. 
For information on attachments, refer to Attachments. 

11. Click Save. 
Alternatively, click Save and Continue to add more items.  
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Adding Multiple Items 

To save time and effort, you can add multiple price list items at once from the library to the master 
contract revision. 

Steps 

1. In the module menu, click Work Orders and Contracts. 

2. The Work Orders and Contracts dashboard is displayed.  

3. In the navigation pane, click Master Contracts. 
The Master Contracts list page is displayed. 

4. In the Master Contracts list page, double-click the required approved master contract. 

5. In the navigation pane, expand the Master Contracts folder, expand the master contract folder, 
and then click Master Contract Revision. 
The Master Contract Revision list page is displayed. 

6. Select the required master contract revision record, and then click Edit. 
The Master Contract Revision Details page is displayed. 

7. Click the Price List tab. 

8. Click New, and then click Add Multiple. 
The Add Standard Items page is displayed. 

9. From the Standard Item list drop-down list, select the standard items table from which you can 
add items to the price list. 
Available options are standard items tables defined in the Standard Items Table catalog of the 
library. 

10. Optionally, select the Ignore Containers of Standard Items check box to only select the item and 
not the item container. 
If the check box is selected, the item is added to the selected container. 
If the check box is cleared, the item and its container are added to the price list. 

11. Click Add to select items from the selected standard items table. 
The item selection dialog box is displayed. 
Available options are items defined in the selected standard items table that is defined in 
the Standard Items Table catalog of the library.  

12. Select the required items, and then click Select. 
Alternatively, to select all items from the list, click Select All Records, and in the confirmation 
dialog box, click OK. 
The Pay Item No., Description, Container, Unit, Unit Price in $, and Group Name are displayed. 

13. Click Save. 
The Price List page is displayed with the selected items. 
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 Editing Item Details 

You can edit item details such as quantity, unit price, containers, and so on in the following modes: 

• Inline Editing 

• Using the Edit menu option 

Inline Editing 

Inline Editing enables you to modify and save item details by directly editing details in the list page. 
 You can only edit the Item Description, Unit Price in $, and Unit fields. 

Steps 

1. In the module menu, click Work Orders and Contracts. 
The Work Orders and Contracts dashboard is displayed.  

2. In the navigation pane, click Master Contracts. 
The Master Contracts list page is displayed. 

3. In the Master Contracts list page, double-click the required approved master contract. 

4. In the navigation pane, expand the Master Contracts folder, expand the master contract folder, 
and then click Master Contract Revision. 
The Master Contract Revision list page is displayed. 

5. Select the required master contract revision record, and then click Edit. 
The Master Contract Revision Details page is displayed. 

6. Click the Price List tab. 

7. Double-click the row of the item you want to edit. 
The editable cells are highlighted. 

 
8. Enter the required information. 

9. Click Save. 
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Using the Edit Option 

Steps 

1. In the module menu, click Work Orders and Contracts. 
The Work Orders and Contracts dashboard is displayed.  

2. In the navigation pane, click Master Contracts. 
The Master Contracts list page is displayed. 

3. In the Master Contracts list page, double-click the required approved master contract. 

4. In the navigation pane, expand the Master Contracts folder, expand the master contract folder, 
and then click Master Contract Revision. 
The Master Contract Revision list page is displayed. 

5. Select the required master contract revision record, and then click Edit. 
The Master Contract Revision Details page is displayed. 

6. Click the Price List tab. 

7. Select the item you want to edit. 

8. Click Edit. 
The Edit Price List Item page is displayed. 

9. Enter the required information. 

10. Click Save. 

 Approving a Master Contract Revision 

Steps 

1. In the module menu, click Work Orders and Contracts. 
The Work Orders and Contracts dashboard is displayed.  

2. In the navigation pane, click Master Contracts. 
The Master Contracts list page is displayed. 

3. In the Master Contracts list page, double-click the required approved master contract. 

4. In the navigation pane, expand the Master Contracts folder, expand the master contract folder, 
and then click Master Contract Revision. 
The Master Contract Revision list page is displayed. 

5. In the Master Contract Revision list page, click the appropriate master contract that is in the Draft 
workflow stage, and then click Select Actions. 

6. Click Submit for Approval, and then in the Masterworks dialog box, click OK. 
The workflow stage of the record is set to Submitted. 

7. In the Master Contracts list page, select the required forecast that is in the Submitted workflow 
stage, and then click Select Actions. 

8. Click Approve, and then in the Masterworks dialog box, click OK. 
The workflow stage of the record is set to Approved. 
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 Master Contract Revision Workflow Stages 

Phase 
Current 

Workflow Status 
Stakeholders Action 

Subsequent 
Workflow Status 

Comments 

1 Draft 

• Consultant 
Coordinator 

• Consultant 
Manager 

• Project Manager 

Submit for 
Approval 

Submitted - 

2 Submitted 
• Consultant 

Manager 
Approve Approved 

- 
Return to Draft Draft 
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3.2 Work Orders 

Work orders are issued to authorize consultants to implement assigned tasks in the associated projects. 

You can issue multiple work orders for a master contract. The cost of work order items adheres to the 
price list of the associated master contract. The total amount of the work orders issued for a master 
contract must not exceed the ceiling value defined for the associated master contract. 

You can perform the following tasks in the Work Orders module: 

• Create work orders 

• Manage work order items 

• Obtain business decisions from various stakeholders 

• Revise approved work orders 

3.2.1 Creating a Work Order 

You can create a work order for a consultant for multiple projects. 

Prerequisite 

• Approved master contract is available. 

Steps 

1. In the module menu, click Work Orders and Contracts. 
The Work Orders and Contracts dashboard is displayed.  

2. In the navigation pane, click Work Orders. 
The Work Orders list page is displayed. 
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3. Click New. 
The Work Orders Details page is displayed. 

 
The following information is displayed:  

Field Name Description 

Work Order Number 
An automatically generated alphanumeric code that uniquely identifies 
the work order is displayed. 

Current Work Order 
Value in $  

The current work order value based on the latest approved work order 
revision is displayed. 

Original Work Order 
Value in $  

Calculated based on the unit price and quantity of items added to the 
work order is displayed. 

Created By The name of the logged in user is displayed. 

Created On The date and time the work order is created is displayed. 
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4. Provide the required information in the fields, as described in the following table:  

Field Name Description 

Work Order Title Enter the title for the work order. 

Master Contract Code  

 

To select the master contract to issue the work order, perform the 
following steps: 

1. Click . 
The Master Contract Details dialog box is displayed. 
Available options are details of master contracts that are in the 
Approved workflow stage. 

2. Click the appropriate master contract, and then click Select. 
The Master Contract Code, Awarded Consultant, Master 
Contract Name, Measurement System, Consultant 
Manager, Consultant Coordinator, Current Start Date, 
and Current End Date of the selected master contract are 
displayed. 

Cost Center 

To select the cost center for the work order, perform the following 
steps: 

1. Click . 
The Cost Center dialog box is displayed. 
Available options are cost centers defined with the Is Active 
check box selected in the Work Order Cost Centers catalog of the 
library. 

2. Click the appropriate cost center, and then click Select. 

Federal Funding 
Select Yes if federal funding is required for the work order. 
Select No if federal funding is not required for the work order. 

Federal Funding Date 
If Yes is selected for Federal Funding, then select the federal funding 
date for the work order. 

Initiated Cost Center 

To select the initiated cost center for the work order, perform the 
following steps: 

1. Click . 
The Cost Center dialog box is displayed. 
Available options are cost centers defined with the Is Active 
check box selected in the Work Order Cost Centers catalog of the 
library. 

2. Click the appropriate cost center, and then click Select. 
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Field Name Description 

Initiated Office 

Select the initiated office for the work order. 
Available options are offices defined in the Initiated Office catalog of 
the library.  
The Funding Cost Center of the initiated office selected is displayed. 

Department Website 
Checked? 

Select Yes if the department website has been checked for the work 
order. 
Select No if the department website has not been checked for the work 
order. 

Discipline 
Select the discipline of the work order. 
Available options are discipline defined in the Discipline - Consultant 
Contract catalog of the library. 

Object Code 
Select the object code for the work order. 
Available options are codes defined in the Object Code catalog of the 
library. 

Supplement PIN Enter the supplement identifying number allocated for the work order. 

Supplement Description Enter the supplement description of the work order. 

Original Start Date Select the start date of the work order. 

Original End Date Select the end date of the work order. 

Description Enter the description of the work order. 

5. To associate projects for which the work order is being issued, in the PROJECTS section, perform 
the following steps:  

a. Click Add. 
The Select Projects dialog box is displayed. 

b. Select the required projects. 

c. Click Select. 
The selected projects are added to the PROJECTS section. 

6. Optionally, in the ATTACHMENTS section, attach or link related files. 
For information on attachments, refer to Attachments. 
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7. Click Save. 
The Work Order Details list page is displayed. 
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3.2.2 Managing Work Order Items 

You can add items to a work order, enter the price of each item, and attach relevant reference files and 
documents to each item. You can add items to a work order from the price list of the associated master 
contract. 

You can create containers to categorize price list items: 

• Manage containers 

You can add work order items in various modes: 

• Add a single item 

• Add multiple items 

You can also edit item details: 

• Quick edit of details of an item 

• Edit other item details 

 Managing Containers 

You can create containers in a work order item list to categorize items. You can also delete an entire 
container to remove items of that container from the work order item list. 

Steps 

1. In the module menu, click Work Orders and Contracts. 
The Work Orders and Contracts dashboard is displayed.  

2. In the navigation pane, click Work Orders. 
The Work Orders list page is displayed. 

3. Select the required work order to edit.  

4. Click Edit. 
The Work Order Details page is displayed. 

5. Click the Work Order Items tab. 

6. Click New, and then click New Container. 
The Container page is displayed. 

7. In the Name box, enter the name of the container. 

8. In the Description box, enter the description of the container. 

9. In the Notes box, enter the notes for the container. 

10. In the Parent Container list, click the container in which the current container must be created. 
Note: For the first container, the only Parent Container option is Root. 

11. Click Save. 
The container is created. 
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 Creating a Work Order Item List 

You can add items to a work order from the price list of the associated master contract. 

You can add items to a work order list in following modes: 

• Manually entering the required information of all items. 

• Adding items from the master contract 

Adding an Item 

Steps 

1. In the module menu, click Work Orders and Contracts. 
The Work Orders and Contracts dashboard is displayed.  

2. In the navigation pane, click Work Orders. 
The Work Orders list page is displayed. 

3. Select the required work order to add items.  

4. Click Edit. 
The Work Order Details page is displayed. 

5. Click the Work Order Items tab. 

6. Click New, and then click New Price List Item. 
Alternatively, to add the item within a selected container, select the required container, 
click New, and then click New Price List Item.  
The New Work Order Item page is displayed. 

 
7. Provide the required information in the fields, as described in the following table:  

Field Name Description 

Container 

If you have selected a container, the name of the selected container is displayed. 
To select a different container to categorize items, perform the following steps: 

1. Click . 
The Select Container page is displayed. 
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Field Name Description 

2. Click the required container. 

Pay Item No. 

To select a work order item from the price list of the associated master contract: 

1. Click . 
The item selection dialog box is displayed. 
Available items are items defined in the price list of the master 
contract associated with the work order.  

2. Click the required item. 
3. Click Select. 

The Pay Item No., Description, Unit, and Unit Price in $ of the selected 
price list item are displayed. 

Description 
The item description of the selected price list item is displayed.  
Optionally, you can modify the description of the item. 

Project 

Select the project for the work order item. 
Available options are projects associated with the work order.  
Projects are associated with a work order during work order creation.  
The Project Code of the selected project is displayed. 

Project Phase 
Select the required project phase for the work order item. 
Available options are project phases associated with the project selected in the 
Project field.  

Budget Item 

To associate a budget estimate item to a work order item, perform the following 
steps: 

1. Click . 
The Select Budget Item dialog box is displayed. 
Available items are budget estimate items defined for the selected 
project. 

2. Click the required item. 
3. Click Select. 

The budget estimate item is associated with the work order item. 

Funding Rule 
Select the required funding rule for the work order item. 
Available options are funding rules defined for the selected project. 
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Field Name Description 

Quantity 
Enter the required quantity of the item. 
Based on the unit price and quantity of the item, the Amount in $ box displays 
the total amount of the item.  

Notes Enter any additional information relevant to the item. 

8. Optionally, in the ATTACHMENTS section, attach or link related files. 
For information on attachments, refer to Attachments. 

9. Click Save. 
Alternatively, click Save and Continue to add more items. 

Adding Multiple Items 

To save time and effort, you can add multiple work order items at once from the price list of the 
associated master contract. 

Steps 

1. In the module menu, click Work Orders and Contracts. 
The Work Orders and Contracts dashboard is displayed.  

2. In the navigation pane, click Work Orders. 
The Work Orders list page is displayed. 

3. Select the required work order to add items.  

4. Click Edit. 
The Work Order Details page is displayed. 

5. Click the Work Order Items tab. 

6. Click New, and then click Add Multiple. 
The Select User Item dialog box is displayed. 
Available options are price list items defined in the associated master contract. 

7. Select the required items, and then click Select. 
The Work Order Items page is displayed with the selected items. 

8. Click Save. 

 Editing Item Details 

You can edit item details such as quantity, unit price, containers, and so on in the following modes: 

• Inline Editing 

• Using the Edit menu option 



  Design Contract Management 

 

37 | P a g e  

Inline Editing 

Inline Editing enables you to modify and save item details by directly editing details in the list page. You 
can only edit the Item Description and Quantity fields. 

Steps 

1. In the module menu, click Work Orders and Contracts. 
The Work Orders and Contracts dashboard is displayed.  

2. In the navigation pane, click Work Orders. 
The Work Orders list page is displayed. 

3. Select the required work order to edit.  

4. Click Edit. 
The Work Order Details page is displayed. 

5. Click the Work Order Items tab. 

6. Double-click the row of the item you want to edit. 
The editable cells are highlighted. 

 
7. Enter the required information. 

8. Click Save. 

Using the Edit Option 

Steps 

1. In the module menu, click Work Orders and Contracts. 
The Work Orders and Contracts dashboard is displayed.  

2. In the navigation pane, click Work Orders. 
The Work Orders list page is displayed. 

3. Select the required work order to edit.  

4. Click Edit. 
The Work Order Details page is displayed. 

5. Click the Work Order Items tab. 

6. Select the item you want to edit. 



  Design Contract Management 

 

38 | P a g e  

7. Click Edit. 
The Edit Work Order Item page is displayed. 

 
8. Enter the required information. 

9. Click Save. 

 Associating a Work Order Item to a Project 

You can associate a project and phase to multiple work order items. You can also change the project and 
phase associated with a work order item. 

Steps 

1. In the module menu, click Work Orders and Contracts. 
The Work Orders and Contracts dashboard is displayed.  
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2. In the navigation pane, click Work Orders. 
The Work Orders list page is displayed. 

3. Select the required work order.  

4. Click Edit. 
The Work Order Details page is displayed. 

5. Click the Work Order Items tab. 

6. Select the required work order items. 

7. In the OTHERS group, click Associate Projects & Phase. 
The Link Project dialog box is displayed. 
Available options are projects associated with the work order.  
Projects are associated with a work order during work order creation. 

8. Click the required project, and then click Select. 
The selected project is associated with the work order items. 

 Associating Fund Rule 

You can associate a fund rule to multiple work order items. You can also change the fund rule associated 
with a work order item. 

Steps 

1. In the module menu, click Work Orders and Contracts. 
The Work Orders and Contracts dashboard is displayed.  

2. In the navigation pane, click Work Orders. 
The Work Orders list page is displayed. 

3. Select the required work order.  

4. Click Edit. 
The Work Order Details page is displayed. 

5. Click the Work Order Items tab. 

6. Select the required work order items to associate a funding rule. 

7. In the OTHERS group, click Associate Funds. 
The Link Fund dialog box is displayed. 
Available options are funding rules defined for the project associated with work order. 

8. Select the required funding rule, and then click Select. 

9. Click Save. 
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3.2.3 Approving a Work Order 

Steps 

1. In the module menu, click Work Orders and Contracts. 
The Work Orders and Contracts dashboard is displayed.  

2. In the navigation pane, click Work Orders. 
The Work Orders list page is displayed. 

3. In the Work Orders list page, click the appropriate work order that is in the Draft workflow stage, 
and then click Select Actions. 

4. Click Submit, and then in the Masterworks dialog box, click OK. 
The workflow stage of the record is set to Submitted. 

5. In the Master Contracts list page, select the required forecast that is in the Submitted workflow 
stage, and then click Select Actions. 

6. Click Approve, and then in the Masterworks dialog box, click OK. 
The workflow stage of the record is set to Approved. 

 Work Order Workflow Stages 

Phase 
Current 

Workflow Status 
Stakeholders Action 

Subsequent 
Workflow Status 

Comments 

1 Draft 

• Consultant 
Coordinator 

• Consultant 
Manager 

Submit Submitted - 

2 Submitted 

• Consultant 
Manager Approve Approved 

A new contract is created 
in all the associated 
projects. Work order 
contracts are identified 
by a blue folder in the 
Contracts module of a 
project. 

 Return Draft - 
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3.2.4 Work Order Revision 

Once a work order is approved, you cannot modify any details of the approved work order. You cannot add 
or delete items, nor modify details of items that are part of the work order item list of the approved work 
order. 

To amend an approved work order to modify the start and end dates, or to add items, or modify details 
of existing items of an approved work order, you can initiate a work order revision process using the Work 
Order Revision form. 

You can revise the following information of an approved work order: 

• Revise details of an approved work order 

• Add items to revise an approved work order 

• Modify quantity of items of an approved work order 

• Obtain business decisions from various stakeholders 

 Revising an Approved Work Order 

You can initiate a revision of an approved work order in the following modes: 

• Creating a change order in the contract that is automatically created in the associated project 
when the work order was approved. For information on creating a change order, refer to Creating 
a Change Order. 

• Revising a work order directly using the Work Order Revision form. 

Prerequisite 

• Approved work order is available. 

• Work order revision records in the Draft or Submitted workflow stages are not available. 

Steps 

1. In the module menu, click Work Orders and Contracts. 
The Work Orders and Contracts dashboard is displayed.  

2. In the navigation pane, click Work Orders. 
The Work Orders list page is displayed. 

3. In the Work Orders list page, double-click the required approved work order. 

4. In the navigation pane, expand the Work Orders folder, expand the work order folder, and then 
click Work Order Revision. 
The Work Order Revision list page is displayed. 
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5. Click New. 
The Work Order Revision Details page is displayed. 

 
The following information is displayed:  

Field Name Description 

Revision ID 
An automatically generated alphanumeric code that uniquely identifies 
the work order revision is displayed. 

Master Contract Code The master contract code of the associated master contract is displayed. 

Master Contract 
Name 

The master contract name of the associated master contract is displayed. 

Original Work Order 
Value in $ 

The work order value as defined during the creation of the work order is 
displayed. 

Current Work Order 
Value in $ 

If the work order value has not been revised, the original work order 
value is displayed. 

The current work order value based on the latest approved work order 
revision is displayed. 

Current Start Date 
If the work order value has not been revised, the original start date of the 
work order is displayed. 
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Field Name Description 

The current start date of the work order based on the latest approved 
work order revision is displayed. 

Current End Date 

If the work order value has not been revised, the end date of the work 
order is displayed. 

The current end date of the work order based on the latest approved 
work order revision is displayed. 

Awarded Consultant 
The awarded consultant of the master contract associated with the work 
order is displayed. 

Consultant Manager 
The consultant manager of the master contract associated with the work 
order is displayed. 

Consultant Coordinator 
The consultant coordinator of the master contract associated with the 
work order is displayed. 

Measurement System 
The measurement system as selected during the creation of the work 
order is displayed. 

Revised Start Date The original start date of the work order is displayed. 

Revised Work Order 
Value in $ 

Based on the items added to revise the work order, the sum of amounts 
of all the work orders items is displayed. 

PROJECTS The projects associated with the work order is displayed. 

6. Provide the required information in the fields, as described in the following table:  

Field Name Description 

Short Description Enter a short description of the work order revision. 

Revised End Date Select the revised end date for the work order. 

7. You can either add change orders, or you can add or modify items in the work order. 
Perform either of the following steps: 
 - To add new items, refer to Adding Items to a Work Order Revision or to revise the quantity of an 
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existing item, refer to Modifying Item Quantity. 
 - To add associate a change order, in the CHANGE ORDERS section, perform the following steps: 
   Note: Ensure work order revision items are not added to the work order revision. 

a. Click Add. 
The Select Change Order dialog box is displayed. 
Available options are change orders of the associated projects that are in the Ready for 
Approval workflow stage. For information on creating a change order, refer to Creating a 
Change Order.  

b. Select the required change orders, and then click Select. 

8. Optionally, in the ATTACHMENTS section, attach or link related files. 
For information on attachments, refer to Attachments. 

9. Click Save. 
The Work Order Revision list page is displayed. 

 Managing Containers 

You can create containers in a work order revision items list to categorize items. You can also delete an 
entire container with the items in it from the work order revision items list. 

Prerequisite 

• Change orders are not associated with the work order revision. 

Steps 

1. In the module menu, click Work Orders and Contracts. 
The Work Orders and Contracts dashboard is displayed.  

2. In the navigation pane, click Work Orders. 
The Work Orders list page is displayed. 

3. In the Work Orders list page, double-click the required approved work order. 

4. In the navigation pane, expand the Work Orders folder, expand the work order folder, and then 
click Work Order Revision. 
The Work Order Revision list page is displayed. 

5. Select the required work order revision record, and then click Edit. 
The Work Order Revision Details page is displayed. 

6. Click the work Order Revision Items tab. 
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7. Click New, and then click New Container. 
The Container page is displayed. 

 
8. In the Name box, enter the name of the container. 

9. In the Description box, enter the description of the container. 

10. In the Notes box, enter the notes for the container. 

11. In the Parent Container list, click the container in which the current container must be created. 
Note: For the first container, the only Parent Container option is Root. 

12. Click Save. 
The container is created. 

 Adding Items to a Work Order Revision 

Using the Work Order Revision form, you can add items to a work order revision to amend the approved 
work order. On approval of a work order revision to add items, the new items are added to the price list 
of the work order.  

You can add items in two modes: 

• Add a single item 

• Add multiple items 
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Adding an Item 

Prerequisite 

• Change orders are not associated with the work order revision. 

Steps 

1. In the module menu, click Work Orders and Contracts. 
The Work Orders and Contracts dashboard is displayed.  

2. In the navigation pane, click Work Orders. 
The Work Orders list page is displayed. 

3. In the Work Orders list page, double-click the required approved work order. 

4. In the navigation pane, expand the Work Orders folder, expand the work order folder, and then 
click Work Order Revision. 
The Work Order Revision list page is displayed. 

5. Select the required work order revision record, and then click Edit. 
The Work Order Revision Details page is displayed. 

6. Click the work Order Revision Items tab. 

 
7. Click New, and then click New Price List Item. 

Alternatively, perform either of the following steps: 
 - To add the item within a selected container, elect the required container, click New, and then 
click New.  
 - To convert an existing item to a container and add the item to the container, select the required 
item, click New, and then click New. In the confirmation box, click OK. 
The New Work Order Revision Item page is displayed. 

8. Provide the required information in the fields, as described in the following table:  

Field Name Description 

Container 
If you have selected a container, the name of the selected container is 
displayed. 
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Field Name Description 

To select a different container, perform the following steps: 

1. Click . 
The Select Container page is displayed. 

2. Click the required container. 

Pay Item No. 

To select an item from the item list of the associated work order: 

1. Click . 
The item selection dialog box is displayed. 
Available items are items defined in the price list of the associated 
master contract. 

2. Click the required item. 
3. Click Select. 

The Pay Item No., Description, Unit, and Unit Price in $ of the 
selected work order list item are displayed. 

Description 
The item description of the selected price list item is displayed. You can modify 
the description of the item. 

Project 
Select the project for the work order item. 
Available options are projects associated with the work order.  
The Project Code of the selected project is displayed. 

Project Phase 
Select the required project phase for the work order item. 
Available options are project phases associated with the project selected in the 
Project field. 

Budget Item 

To associate a budget estimate item to a work order item, perform the 
following steps: 

1. Click . 
The Select Budget Item dialog box is displayed. 
Available items are budget estimate items defined for the selected 
project. 

2. Click the required item. 
3. Click Select. 

The budget estimate item is associated with the work order item. 
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Field Name Description 

Funding Rule 
Select the required funding rule for the work order item. 
Available options are funding rules defined for the selected project. 

Quantity 
Enter the required quantity of the item. 
Based on the unit price and quantity of the item, the Amount in $ box displays 
the total amount of the item. 

Notes Enter any additional information relevant to the item. 

9. Optionally, in the ATTACHMENTS section, attach or link related files. 
For information on attachments, refer to Attachments. 

10. Click Save 
Alternatively, click Save and Continue to add more items. 

Adding Multiple Items 

To save time and effort, you can add multiple work order items at once. 

Prerequisite 

• Change orders are not associated with the work order revision. 

Steps 

1. In the module menu, click Work Orders and Contracts. 
The Work Orders and Contracts dashboard is displayed.  

2. In the navigation pane, click Work Orders. 
The Work Orders list page is displayed. 

3. In the Work Orders list page, double-click the required approved work order. 

4. In the navigation pane, expand the Work Orders folder, expand the work order folder, and then 
click Work Order Revision. 
The Work Order Revision list page is displayed. 

5. Select the required work order revision record, and then click Edit. 
The Work Order Revision Details page is displayed. 

6. Click the work Order Revision Items tab. 

7. Click New, and then click Add Multiple. 
The Select User Item dialog box is displayed. 
Available items are items defined in the associated master contract. 

8. Select the required items, and then click Select. 

9. Click Save. 
The Work Order Revision Items page is displayed with the selected items. 
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 Modifying Item Quantity 

Using the Work Order Revision form, you can modify the quantities of items of an approved work 
order to amend the work order. 

Prerequisite 

• Change orders are not associated with the work order revision. 

Steps 

1. In the module menu, click Work Orders and Contracts. 
The Work Orders and Contracts dashboard is displayed.  

2. In the navigation pane, click Work Orders. 
The Work Orders list page is displayed. 

3. In the Work Orders list page, double-click the required approved work order. 

4. In the navigation pane, expand the Work Orders folder, expand the work order folder, and then 
click Work Order Revision. 
The Work Order Revision list page is displayed. 

5. Select the required work order revision record, and then click Edit. 
The Work Order Revision Details page is displayed. 

6. Click the work Order Revision Items tab. 
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7. Click New, and then click Modify Existing Item. 
The Modify Existing Item page is displayed. 

 
8. Provide the required information in the fields, as described in the following table:  

Field Name Description 

Pay Item No. 

To select the item to modify its quantity, perform the following steps: 

1. Click . 
The list of all work order items is displayed. 

2. Click the required item. 

3. Click Select. 
The Description, Unit, Project Code, Project, Project 
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Field Name Description 

Phase, Accounting Code, and Unit Price in $ of the selected item 
are displayed. 

Budget Item 

To associate a budget estimate item to a work order item, perform the 
following steps: 

1. Click . 
The Select Budget Item dialog box is displayed. 
Available items are budget estimate items defined for the selected 
project.  

2. Click the required item. 
3. Click Select. 

The budget estimate item is associated with the work order item. 

Change in 
Quantity 

To increase the quantity of the selected item, enter the quantity of the item 
that is additionally required. 

To decrease the quantity of the selected item, press the Minus Sign (-), and 
then enter the quantity to be decreased from the original approved quantity 
of the item in the work order. 

Notes Enter any notes for the change in quantity of the item.  

9. Optionally, in the ATTACHMENTS section, attach or link related files. 
For information on attachments, refer to Attachments. 

10. Click Save to modify the quantity of the selected item. 

11. Click the Work Order Revision Details tab. 
The Revised Work Order Value in $ box displays the value calculated based on the work order 
revision items added or deleted. 

 Editing Item Details 

You can edit item details such as quantity, unit price, containers, and so on in the following modes: 

• Inline Editing 

• Using the Edit menu option 

Inline Editing 

Inline Editing enables you to modify and save item details by directly editing details in the list page. You 
can only edit the Item Description, Unit Price in $, and Unit fields. 
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Prerequisite 

• Change orders are not associated with the work order revision. 

Steps 

1. In the module menu, click Work Orders and Contracts. 
The Work Orders and Contracts dashboard is displayed.  

2. In the navigation pane, click Work Orders. 
The Work Orders list page is displayed. 

3. In the Work Orders list page, double-click the required approved work order. 

4. In the navigation pane, expand the Work Orders folder, expand the work order folder, and then 
click Work Order Revision. 
The Work Order Revision list page is displayed. 

5. Select the required work order revision record, and then click Edit. 
The Work Order Revision Details page is displayed. 

6. Click the work Order Revision Items tab. 

7. Double-click the row of the item you want to edit. 
The editable cells are highlighted. 

 
8. Enter the required information. 

9. Click Save. 

Using the Edit Option 

Prerequisite 

• Change orders are not associated with the work order revision. 

Steps 

1. In the module menu, click Work Orders and Contracts. 
The Work Orders and Contracts dashboard is displayed.  

2. In the navigation pane, click Work Orders. 
The Work Orders list page is displayed. 

3. In the Work Orders list page, double-click the required approved work order. 
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4. In the navigation pane, expand the Work Orders folder, expand the work order folder, and then 
click Work Order Revision. 
The Work Order Revision list page is displayed. 

5. Select the required work order revision record, and then click Edit. 
The Work Order Revision Details page is displayed. 

6. Click the Work Order Revision Items tab. 

7. Select the item you want to edit. 

8. Click Edit. 
The Edit Work Order Revision Item page is displayed. 

9. Enter the required information. 

10. Click Save. 

 Approving a Work Order Revision 

Steps 

1. In the module menu, click Work Orders and Contracts. 
The Work Orders and Contracts dashboard is displayed.  

2. In the navigation pane, click Work Orders. 
The Work Orders list page is displayed. 

3. In the Work Orders list page, double-click the required approved work order. 

4. In the navigation pane, expand the Work Orders folder, expand the work order folder, and then 
click Work Order Revision. 
The Work Order Revision list page is displayed. 

5. In the Work Order Revision list page, click the appropriate work order revision that is in the Draft 
workflow stage, and then click Select Actions. 

6. Click Submit for Approval, and then in the Masterworks dialog box, click OK. 
The workflow stage of the record is set to Submitted. 

7. In the Master Contracts list page, select the required forecast that is in the Submitted workflow 
stage, and then click Select Actions. 

8. Click Approve, and then in the Masterworks dialog box, click OK. 
The workflow stage of the record is set to Approved. 
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 Work Order Revision Workflow Stages 

Phase 
Current 

Workflow 
Status 

Stakeholders Action 
Subsequent 

Workflow Status 
Comments 

1 Draft 

• Consultant 
Coordinator 

• Consultant 
Manager 

Submit 
for Approval 

Submitted 

To perform this workflow action, 
ensure the work order revision 
value is less than the master 
contract ceiling value. 

2 Submitted 

• Audit 
Manager 

Approve Approved 

If the Revised Work Order 
Value is more than 1,50,000, then 
Audit Manager has to approve 
the record. 

• Consultant 
Manager 

Once the Work Order Revision is 
approved, if change orders are 
not associated with the work 
order revision, then new changer 
order records are automatically 
created and approved in the 
Contract Change Order list page. 

Once the Work Order Revision is 
approved, if change orders are 
associated with the work order 
revision, then the workflow 
status of the corresponding 
changer order records are 
automatically moved from Ready 
for Approval to Approved. 

 Return to 
Draft 

Draft - 
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3.2.5 Work Order Contracts 

When you approve a work order, contracts are created automatically in the Contracts module of the 
associated projects. The work order contracts that are created automatically comprise all the forms of a 
regular contract. 

The following are the characteristics of a work order contract: 

Module/Form Name Description 

Contracts 

• The folder color of a work order contract is blue. 
• The name of the folder, that is the Contract Name, is copied from 

the Title field. 

To view a work order contract in a project, perform the following steps: 

1. In the module menu, click Projects. 
2. Double-click the required project. 
3. In the navigation pane, expand the project folder, and then 

expand the Contracts folder. 
The work order contract is available. 

Contract Details 

The following field information is copied from the work order: 

Contract Details Work Order Details 

Contract Code Number 

Contract Name Title 

Start Date Start Date 

Closure Date End Date 
 

Contractors 
The consultant is selected as the prime contractor for the work order 
contract. 

Contract Change Order 

You can create change orders for work order contracts. You can only add 
or modify items that are part of the master contract associated with the 
work order. You cannot approve change orders. 
For information on approving change orders in work order contracts, refer 
to Work Order Revision. 
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4 Process Flow of Contract 
The flow diagram illustrates the contract processes in PPMS: 
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5 Contract Management 
The PPMS Contracts module provides a comprehensive, flexible, full-featured, and intuitive system 
to manage contracts in a project. Its user-friendly features guide you through the complete contracting 
process, from initial set up and analysis to implementing the contract, tracking progress, and estimating 
payments. 

Contracts in PPMS are automatically created through approved work orders. The details such as contract 
timelines, details of the associated work order and master contract, details of primary contractor, contract 
items, and scope of the contract are automatically imported from the approved work order. 

The Contracts module helps you automate, track, and manage all contract processes. The highlights of the 
Contracts module that minimize delays, provide visibility, improve communication, and make it cost-
effective are: 

• Allows an authorized user to quickly configure the contracts, assign contractors, and track work 
progress 

• Provides an efficient approval process with instant notification of approvals 

• Streamlines management of changes in contract  

• Electronic forms prevent redundancy and manual errors and save time in recording field 
information 

• Instant access and search based on a variety of parameters to monitor contracts 

• A comprehensive reporting feature to create and publish reports for contracts  

• Invitation based accessibility to contract information 

With the Contracts module, you can perform the following tasks: 

• Configure and manage contract details 

• Manage contract items 

• Track progress 

• Estimate payments 

• Manage changes to contracts 

• Obtain business decisions from various stakeholders 
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5.1 Contract Setup 

The PPMS Contracts module enables you to configure and manage contract details before implementing 
a contract. You can configure the contract details such as contract users, contract calendar, sub-
contractors, owner details, and key contacts. 

You can manage the following contract related tasks in a project: 

• Manage contract users 

• Manage the contract calendar of every contract 

• Add sub-contractors to contracts 

• Add owner details 

• Manage key contacts of every contract 

• Obtain business decisions from various stakeholders 

5.1.1 Managing Contract Users 

You can invite users to a contract to enforce information security by allowing contract visibility and 
contract information visibility only to authorized users. To invite a user to a contract, the user is first 
invited to the project, and then to the required contracts in the project. In addition, you can invite other 
users to the contract. You can assign roles to a user in a contract based on the roles assigned to the user 
in the project. That is, the roles assigned to a user in a contract is a sub-set of roles or all roles assigned to 
the user in the project, and the roles assigned to a user in a project is a sub-set of roles or all roles assigned 
to the user in the enterprise. 

Prerequisites 

• User is invited to the project. 

Steps 

1. In the module menu, click Projects. 
The Project List page is displayed. 

2. In the Project List page, click the required project, and then click View. 
The Project Dashboard is displayed. 

3. Click the Project Details tab. 

4. In the OTHERS group, click Manage Users. 
The Manage Users in Project page is displayed. 

5. In the Manage Users in Project page, expand the required project user row. 
The list of contracts in the project are displayed. 
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The following image displays the Manage Users in Project page: 

 
6. In the Invitation column, select the check box corresponding to the required contracts. 

The user is invited to the contract with all the roles the user has in the project. 

7. To define contract roles to the invited user, perform the following steps:  

a. Double-click the cell in the Contract Role column of the user. 
The list of roles assigned to the user at the project level is displayed. 

b. From the Contract Role drop-down list, select the roles to be assigned to the user in the 
contract. 
Available roles are roles the user is assigned to in the project. 
The selected roles are also added as the roles for the user in the project. 

8. Optionally, clear the Is Primary check box to block the user from receiving task email notifications 
as defined in the associated workflow. 
Alternatively, select the check box for the user to receive task email notifications as defined in the 
associated workflow. 

9. Click Save. 

5.1.2 Managing the Contract Calendar 

With the Contract Calendar, you can define the working days of a week and holidays for the contract. 
The configured calendar in a contract determines the number of working days of a contract. You can 
configure multiple generic calendars in the PPMS Library based on varying project and contract 
requirements, and an applicable calendar is then associated with a contract. You can then update the 
associated calendar such that the calendar is specific only to the associated contract. The latest version of 
the contract calendar is effective to determine the number of working days of the contract. 

If the contract calendar is updated in the midst of a project cycle, then the latest version of the calendar 
is effective for the contract from the time the new version of the calendar is created. The latest version 
of the contract calendar impacts the following: 

• Contract duration. 

• Newly created contract forecasts and forecast reports. 
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Prerequisites 

• Calendars are defined in the Calendar catalog of the Library, and a calendar is selected for the 
contract. 

Steps 

1. In the module menu, click Projects. 
The Project List page is displayed. 

2. In the Project List page, click the required project, and then click Edit. 

3. In the navigation pane, expand the project folder, and then expand the Contracts folder. 

4. In the navigation pane, expand the required contract folder, and then expand the Configurations 
folder. 

5. Click Contract Calendar. 
The Contract Calendar list page is displayed. 
The available list of calendars is the versions of the calendar selected for the contract. 

6. Select the latest version of the calendar, and then click Edit. 
Note: The latest version of the calendar is the calendar that has the check box in the Is Latest 
column selected. 
The Contract Calendar page is displayed. 

 
7. In the Name box, enter a name for the calendar. 

8. In the Description box, enter a description for the calendar. 

9. From the Non-Working Days check box options, select the non-working days in a week. 

10. To define exceptions to the calendar, that is, to change a specific non-working day to a working 
day or contrariwise, perform the following steps: 

a. In the EXCEPTION section, click Add. 
The New Exceptions dialog box is displayed. 

b. From the Date drop-down list, select the date to define an exception. 
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c. From the Type drop-down list, select the required option. 
If the selected option is Working Day, the date is considered when calculating the number of 
working days in projects. 
If the selected option is Non Working Day, the date is not considered when calculating the 
number of working days in projects. 
For example, in the Non-Working Days options if Saturday is selected as a non-working day, 
and if a particular Saturday needs to be a working day, the exception can be defined here, 
and the Saturday is considered when calculating the number of working days in the project. 

d. In the Notes box, enter any required notes for the exception. 

e. To consider the exception across years when calculating the number of working days in a 
project, select the Recurring Annually check box. 

f. Click Save. 

11. Click Save. 
The Contract Calendar list page is displayed. 
A new version of the contract calendar is created, and the number of contract working days is 
updated based on this version. 

5.1.3 Managing Sub-contractor Details 

You can add details of the sub-contractors of a contract. You can select the sub-contractors for a contract 
from the master list of contractors in the Library. The details of the prime contractor are automatically 
displayed from the associated Master Contract. 

Prerequisite 

• Contractor details are available in the Vendors catalog of the library. 

Steps 

1. In the module menu, click Projects. 
The Project List page is displayed. 

2. In the Project List page, click the required project, and then click Edit. 

3. In the navigation pane, expand the project folder, and then expand the Contracts folder. 

4. In the navigation pane, expand the required contract folder, and then expand the Configurations 
folder. 
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5. Click Contractors. 
The Contractors page is displayed. 

 
In the PRIME CONTRACTOR section, the details of the prime contractor as selected in the 
Awarded Consultant field in the associated Master Contract Details page is displayed.  

6. To define sub-contractors of the contract, perform the following steps:  

a. In the SUB CONTRACTORS section, click Add. 
The list of active contractors, excluding the selected prime contractor, is displayed. 
Available contractor details are of contractors defined in the Vendors catalog of the library. 

b. Select the required contractors, and then click Select. 
The selected contractors are added to the SUB CONTRACTORS section. 

7. Click Save. 

8. Click Back. 
The Contracts List page is displayed. 

5.1.4 Adding Owner Details 

You can add owner details to the contract.  

Steps 

1. In the module menu, click Projects. 
The Project List page is displayed. 

2. In the Project List page, click the required project, and then click Edit. 

3. In the navigation pane, expand the project folder, and then expand the Contracts folder. 

4. In the navigation pane, expand the required contract folder, and then expand the Configurations 
folder. 
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5. Click Settings. 
The Settings page is displayed. 

 
6. Provide the required information in the fields, as described in the following table:  

Field Name Description 

Name Enter the name for the owner. 

Address1, Address2, and 
Address3 

Enter the address of the owner. 

City Enter the name of the city where the owner resides. 

State Enter the name of the state where the owner resides. 

Zip Code Enter the zip code of the city in which the owner resides. 
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Field Name Description 

Phone No. Enter the mobile number of the owner. 

Fax Enter the fax number of the owner. 

Email Enter the e-mail address of the owner. 

7. Click Save. 

5.1.5 Managing Details of Key Contacts 

The Key Contacts page enables you to save contact information of key participants in the contract. You 
can add information of key contacts as described in the following procedure, or you can add information 
of key contacts in bulk using an Excel template available from the Key Contacts page. 

Steps 

1. In the module menu, click Projects. 
The Project List page is displayed. 

2. In the Project List page, click the required project, and then click Edit. 

3. In the navigation pane, expand the project folder, and then expand the Contracts folder. 

4. In the navigation pane, expand the required contract folder, and then expand the Configurations 
folder. 

5. Click Key Contacts. 
The Key Contacts list page is displayed. 
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6. Click New. 
The Key Contacts page is displayed. 

 
7. Provide the required information in the fields, as described in the following table:  

Field Name Description 

Contact Type Select the category for the key contact. 

Full Name 
In the Last Name box, enter the last name of the contact person. 

In the First Name box, enter the first name of the contact person. 

Title Enter the title for the key contact. 

Email Enter the email address of the contact. 

Address Enter the address of the key contact. 

City Enter the name of the city where the contact resides. 
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Field Name Description 

State Enter the name of the state where the contact resides. 

Zip/Postal Code Enter the zip code of the city in which the contact resides. 

Contact Details 

1. In the Phone Number box, enter the phone number of the contact 
person. 

2. In the Extension Number box, enter the extension of the contact 
person's phone number. 

3. In the Cell Phone box, enter the cell phone number of the contact 
person. 

4. In the Fax Number box, enter the fax number of the contact person. 

8. Click Save. 
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5.2 Contract Items 

You can define the scope of work of the contract with the Contract Items module. The Contract Items 
module provides intuitive features to quantify work items, define the activities required to implement 
work items. You can edit the items to define the materials, equipment, and all other miscellaneous 
resources that are required for implementation of the work defined in the contract. You can associate 
a sub-contractor and funding rule to the contract items. 

You can perform the following tasks to manage contract items: 

• Edit details of contract items 

• Associate a sub-contractor to the contract items 

• Associate a funding rule to the contract items 

5.2.1 Editing Contract Item Details 

You can edit an item to associate a sub-contractor and define the materials, equipment, and all other 
miscellaneous resources for a contract item. 

Steps 

1. In the module menu, click Projects. 
The Project List page is displayed. 

2. In the Project List page, click the required project, and then click Edit. 

3. In the navigation pane, expand the project folder, and then expand the Contracts folder. 

4. In the navigation pane, expand the required contract folder, and then click Contract Items. 
The Item List page is displayed. 

5. Select the item you want to edit. 
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6. Click Edit. 
The Edit Item page is displayed. 

 
The item details such as Container, Pay Item No, Description, Unit, Budget Item, Funding 
Rule, Accounting Code, Component Count, Quantity, Unit Price in $, and Amount in $ are 
displayed. 

7. To associate a sub-contractor to the contract item, perform the following steps:  

a. Click . 
The Add Sub Contractor dialog box is displayed.  
Available options are sub-contractors selected for the contract.  

b. Click the required consultant, and then click Select. 

8. To add resources to the contract item, in the RESOURCES section, perform the following steps:  

a. From the Select Resource Type drop-down list, select the required resource to be added to 
the contract item. 
Available options are Resource Titles, Equipment, and Materials. 

b. Click Add From Library. 
The Title(s) Picker dialog box is displayed.  
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Available options are based on the resource type selected in the Select Resource Type 
drop-down list. 
Available options are resources defined in the corresponding catalog of the library for the 
selected resource type. For example, if you have selected Equipment from the Select 
Resource Type drop-down list, then the available options are from the Equipment catalog 
of the library. 

c. Select the required resources, and then click Select. 
The selected resources are added to the RESOURCES section. 

d. In the No. of Resources column, click in the required row, and then enter the number of 
resources required. 

e. In the Quantity in Units column, click in the required row, and then enter the number of 
units for the resource. 

f. Optionally, to add the details of the resource manually, perform the following steps:  

i. Click Add Manually. 
A row is added to the RESOURCES section. 

ii. In the Title column, click and enter the title for the resource. 

iii. In the Resource Category column, double-click and select the required category for 
the resource. 

iv. In the Resource Type column, double-click and select the required type for the 
resource. Perform either of the following steps: 
- If the selected Resource Category is either Equipment or Material, then 
select NA in the Resource Type drop-down list. 
- If the selected Resource Category is Resource Titles, then from the Resource 
Type drop-down list, select Internal, Contractor, or Consultant. 

v. In the Unit column, double-click and select the required unit for the resource. 
Available options are units defined in the Measurements Catalog of the library. 
If the selected Resource Category is Resource Titles, then from the Units drop-down 
list, select Hour, Day, Month, or Year. 

vi. In the Fixed Price in $ column, click and enter the fixed price for the resource. 

vii. In the Variable Price in $/Unit column, click and enter the variable price for the 
resource. 

viii. In the No. of Resources column, click enter the number of resources required. 

ix. In the Quantity in Units column, click and enter the number of units for the resource. 

The Amount in $ for the resource is calculated as follows: 
 Amount in $ = (Fixed Price in $ + (Variable Price in $/Unit * Quantity in Units)) * No. of Resources 

9. Optionally, in the ATTACHMENTS section, you can attach or link related documents. 
For information on attachments, refer to Attachments. 

10. Click Save. 
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5.2.2 Associating a Sub-contractor to Contract Items 

You can associate a sub-contractor to the contract items. 

Steps 

1. In the module menu, click Projects. 
The Project List page is displayed. 

2. In the Project List page, click the required project, and then click Edit. 

3. In the navigation pane, expand the project folder, and then expand the Contracts folder. 

4. In the navigation pane, expand the required contract folder, and then click Contract Items. 
The Item List page is displayed. 

5. Select the required items to associate a sub-contractor. 

6. Click Association, and then click Associate Sub Contractor. 
The Add Sub Contractor dialog box is displayed.  
Available options are sub-contractors selected for the contract. 

 
7. Click the required sub-contractor, and then click Select. 

The selected sub-contractor is associated with the selected contract items. 

5.2.3 Associating Funding Rule 

You can associate a funding rule to multiple contract items. 

Steps 

1. In the module menu, click Projects. 
The Project List page is displayed. 

2. In the Project List page, click the required project, and then click Edit. 

3. In the navigation pane, expand the project folder, and then expand the Contracts folder. 

4. In the navigation pane, expand the required contract folder, and then click Contract Items. 
The Item List page is displayed. 

5. Select the required items to associate a funding rule. 
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6. Click Associate Fund, and then click the required funding rule. 
Options available are approved funding rules created for the project. 
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5.3 Progress Report 

A Progress Report (PR) form enables you to record work site information and track progress by posting 
items that are used in a certain period of time. Only an approved progress report is processed for 
payment. 

You can create a progress report to record the following work site information: 

• Consultant onsite time 

• Equipment, personnel, and materials 

The Item Postings form is used to post contract items that are partially complete or are completed by the 
contractor or sub-contractor on the given days to track work progress. On posting items and approving 
items that are posted, you can generate a pay estimates for the work completed. 

5.3.1 Creating a Progress Report 

You can create a progress report in two modes: 

• Create a progress report and enter all details 

• Create a copy of a progress report and edit required details 

 Creating a Progress Report 

Steps 

1. In the module menu, click Projects. 
The Project List page is displayed. 

2. In the Project List page, click the required project, and then click Edit. 

3. In the navigation pane, expand the project folder, and then expand the Contracts folder. 

4. In the navigation pane, expand the required contract folder, and then expand the Progress 
Tracking folder. 

5. In the navigation pane, click Progress Report. 
The Progress Report list page is displayed. 
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6. Click New. 
The Progress Report Details page is displayed. 

 
The following information is displayed:  

Field Name Description 

PR Number 
On saving the record, an automatically generated identification number for the 
progress report form is displayed. 

Contract Code The Contract Code as defined for the contract. 

Date Created The current date is considered as the progress report creation date. 

7. Provide the required information in the fields, as described in the following table:  

Section Field Description 

GENERAL 
INFORMATION 

Inspector 
Select the inspector initiating the progress report.  
Available users in the list are users invited to the project. 

Location     Enter the location details of the worksite for the progress report. 
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Section Field Description 

Contractor 
Select the contractor at the worksite. 
Available options are prime contractor and sub-contractors 
selected for the contract. 

PR Date Select the date for which the progress report is being created. 

Notes Enter any notes for the progress report. 

8. To add consultant onsite time details, perform the following steps in the CONSULTANT ONSITE 
TIME section:  

a. Click Add. 
The New Consultant Onsite Time dialog box is displayed. 

b. From the Consultant drop-down list, select a consultant. 
Available options are user names of users invited to the contract with the External 
Consultant role assigned to them. 

c. To select the start and end date and time of the contractor at the work site, perform 
the following steps:  

i. Corresponding to the Start Date box, click , and select the start date. 

ii. Corresponding to the Start Date box, click , and select the start time. 

iii. Corresponding to the End Date box, click , and select the end date. 

iv. Corresponding to the End Date box, click , and select the end time. 

d. Click Save. 

9. To add equipment details, perform the following steps in the EQUIPMENT section:  

a. Click Add. 
The New Equipments dialog box is displayed. 

b. From the Consultant drop-down list, select a consultant. 
Available options are user names of users invited to the contract with the External 
Consultant role assigned to them. 

c. From the Type drop-down box, select the type of equipment. 
For availability of options in the list, equipment must be defined in the Equipment 
catalog of the library. 

d. In the Quantity box, enter the quantity of the equipment. 

e. In the Notes box, enter any notes for the equipment. 

f. From the Active/Idle drop-down box, select the required status of the equipment. 

g. Click Save. 
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10. To add personnel details, perform the following steps in the RESOURCE TITLE(S) section:  

a. Click Add. 

b. From the Consultant drop-down list, select a consultant. 
Available options are user names of users invited to the contract with the External 
Consultant role assigned to them. 

c. From the Type drop-down box, select the required resource title. 
Available options in the list are personnel types defined in the Resource Titles catalog 
of the library. 

d. In the Quantity box, enter the number of personnel present at the worksite. 

e. In the Time In box, enter the time the personnel arrived at the worksite. 

f. In the Time Out box, enter the time the personnel left the worksite. 

g. Click Save.   

11. To add details of materials at the worksite, perform the following steps in the MATERIALS section:  

a. Click Add. 

b. From the Consultant drop-down list, select a consultant. 
Available options are user names of users invited to the contract with the External 
Consultant role assigned to them. 

c. From the Type drop-down box, select the type of material. 
Available options in the list are materials defined in the Materials catalog of the 
library. 

d. In the Quantity box, enter the number of personnel present. 

e. Click Save  

12. To add references of records of forms in the project to the progress report form, in the LINKED 
RECORDS section, perform the following steps:  

a. Click Add. 
The Select Items dialog box is displayed. 

b. To select the required project form, in the Source Form box, click and select the 
required form. 
 Alternatively, to select a contract form, perform the following steps:  

i. In the Select Project / Contract box, corresponding to the project name 
click . 

ii. In the Select Project / Contract box, click and select the required contract. 
Alternatively, type the name of the contract, and then select the required 
contract. 
Available contracts are all the contracts the user is invited to in the project. 

iii. To select the required contract form, in the Source Form box, click and select 
the required form. 
Alternatively, type the name of the form, and then select the required form. 
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c. Click Search. 
All the records of the selected form are displayed. 

d. Select the required records, and then click Select. 
The selected records are added to the LINKED RECORDS section. 
Note: To view the details of a linked record, in the Description column, click the 
required record. 

13. In the COMMENTS box, enter any comments for the progress report. 

14. Optionally, in the ATTACHMENTS section, you can attach or link related documents. 
For information on attachments, refer to Attachments. 

15. Click Save. 
You can now add items to the PR to post quantities of items that were consumed for 
implementation. 

 Copying and Editing Details of a Progress Report 

Steps 

1. In the module menu, click Projects. 
The Project List page is displayed. 

2. In the Project List page, click the required project, and then click Edit. 

3. In the navigation pane, expand the project folder, and then expand the Contracts folder. 

4. In the navigation pane, expand the required contract folder, and then expand the Progress 
Tracking folder. 

5. In the navigation pane, click Progress Report. 
The Progress Report list page is displayed. 

6. Select the required PR, and then click Copy and Edit. 
The Progress Report Details page is displayed. 
All information from the selected PR is copied to the new PR that is created. 

7. Edit required information. 
For information on editing information, refer to Creating a Progress Report. 

8. Click Save. 

 

5.3.2 Posting Items for Payments 

Steps 

1. In the module menu, click Projects. 
The Project List page is displayed. 

2. In the Project List page, click the required project, and then click Edit. 

3. In the navigation pane, expand the project folder, and then expand the Contracts folder. 
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4. In the navigation pane, expand the required contract folder, and then expand the Progress 
Tracking folder. 

5. In the navigation pane, click Progress Report. 
The Progress Report list page is displayed. 

6. Select the required progress report, and then click Edit. 
The Progress Report Details page is displayed. 

7. Click the Item Posting tab. 

 
8. To add items to post, perform either of the following steps: 

 - To add posted items of the previous progress report, click Add Last Items. 
 - To add items, perform the following steps:  

a. In the ITEMS POSTED section, click Add. 
The item selection dialog box is displayed. 
All contract items in the contract are displayed. 
Note: Items that are marked as Is Complete are not available for posting. 

b. Select the required items for posting, and then click Select. 
The following information is displayed:  

Field Description 

Line No. The line number of the item as defined in the contract items. 

Pay Item No. The identification number of the item. 

Description The description of the item. 
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Field Description 

Total Quantity 

The total quantity of the item as available in the contract items.  
 Calculated as: 

Total Qty = Quantity in the original contract + Quantity of all approved 
change orders 

Remaining 
Quantity 

The remaining quantity of the selected item after calculating the sum 
of quantities of all approved item postings. 

Calculated as: 

Remaining Qty = Total Qty - Sum of quantities of all approved item 
postings of the item 

Unit Price in $ Unit price of the pay item. 

Cost in $ 
Based on the value entered in the Posted Qty column, the cost is 
calculated as: 
Cost in $ = Unit Price in $ * Posted Qty 

9. To select the date for which the item is being posted, in the ITEMS POSTED section, perform the 
following steps:  

a. In the Posted Date column for the corresponding item, click in the cell. 

b. Click , and then select the date. 

10. In the Posted Quantity column for the corresponding item, click and enter the posting quantity. 
Note: You can make a negative item posting to delete the specified item quantity from the posted 
quantity. To make a negative item posting, press the Minus Sign (-), and then enter the quantity to 
be decreased from the total posted quantity of the item. 

11. In the Is Complete column, select the check box if implementation of the pay item is completed. 
The pay item will be unavailable for posting in subsequent item postings. 

12. In the Need Attention column, select the check box to flag the pay item for attention. 

13. To add references of records of forms in the project to the item posting, in the LINKED 
RECORDS section, perform the following steps:  

a. Click Add. 
The Select Items dialog box is displayed. 

b. To select the required project form, in the Source Form box, click and select the required 
form. 
 Alternatively, to select a contract form, perform the following steps:  
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i. In the Select Project / Contract box, corresponding to the project name click . 

ii. In the Select Project / Contract box, click and select the required contract. 
Alternatively, type the name of the contract, and then select the required contract. 
Available contracts are all the contracts the user is invited to in the project. 

iii. To select the required contract form, in the Source Form box, click and select the 
required form. 
Alternatively, type the name of the form, and then select the required form. 

c. Click Search. 
All the records of the selected form are displayed. 

d. Select the required records, and then click Select. 
The selected records are added to the LINKED RECORDS section. 
Note: To view the details of a linked record, in the Description column, click the required 
record. 

14. In the COMMENTS box, enter any comments for the item posting. 

15. Click Save. 
The Progress Report list page is displayed. 

16. To approve the item posting record, perform the following steps: 

a. In the Progress Report list page, select the appropriate record that is in the Draft workflow 
stage, and then click Select Actions. 

b. Click Submit to Consultant Coordinator, and in the Masterworks dialog box, click OK. 
The workflow stage of the record is set to Submitted. 

c. Select the appropriate record that is in the Submitted workflow stage, and then click Select 
Actions. 

d. Click Submit to Consultant Manager, and in the Masterworks dialog box, click OK. 
The workflow stage of the record is set to Consultant Manager Review. 

e. Select the appropriate record that is in the Consultant Manager Review workflow stage, 
and then click Select Actions. 

f. Click Approve, and in the Masterworks dialog box, click OK. 
The workflow stage of the record is set to Approved. 
On approval of an item posting, the pay items of the item posting are utilized and are 
available for generating a pay estimate. 
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5.3.3 Progress Report Workflow Stages 

Phase 
Current 
Workflow 
Status 

Stakeholders Action  
Subsequent 
Workflow Status 

Comments 

1 Draft 

• External 
Consultant 

• External 
Consultant 
Manager 

Submit to 
Consultant 
Coordinator 

Submitted - 

2 Submitted 

• Consultant 
Coordinator 

• Consultant 
Manager 

Submit to 
Consultant 
Manager 

Consultant 
Manager Review 

- 

Return to Draft Draft 

3 
Consultant 
Manager 
Review 

• Consultant 
Manager 

Approve Approved 

- 

Return to Draft Draft 
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5.4 Billings and Payments 
The Billings and Payments module enables you to track advances paid on materials and payments made 
for items that are partially completed or are completed in the contract. 

You can perform the following tasks: 

• Manage advances for materials on hand (see online help feature for more information) 

• Manage pay estimates 

5.4.1 Pay Estimates 

Pay estimates are estimations for payment to contractors for the completed work items that have been 
posted and approved. The Pay Estimates module enables you to generate pay estimates for approved 
item postings to process payments to a contractor. The periodicity of generating pay estimates depends 
on the contract agreement between the owner, the prime contractor of the contract, and sub-contractors 
of the contract. You can generate pay estimates for partially or fully completed items that have been 
posted and approved. 

The process of generating pay estimates starts with posting completed work items through the Progress 
Report form. The percentage or quantities of completed work of contract items is determined through 
approved item postings, and the total amount due to the contractor after deducting applicable retention 
is calculated using a pay estimate form. 

Pay estimates are required to process payments that are to be made to a contractor, after recovering 
contract advances and retainage. A negative Pay Estimate indicates that a payment should be made from 
the contractor to the project owner. 

PPMS automates the process of consolidating approved item postings for the contract, and also the 
recovery of retention that is entered manually and calculated on the work done. 

In this module, you can perform the following tasks: 

• Generate pay estimates for approved item postings, and enter retention percentage for each 
progressive pay estimate 

• Approve pay estimates 

• Generate pay estimate reports 

 Pay Estimate Settings 

With the pay estimate Settings form, you can define the following: 

• Allow the pay estimate quantity to be greater than the contract quantity of the item. 

• The limit beyond the contract amount up to which pay estimates can be processed. 

• Retention percentage in pay estimates. 
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Steps 

1. In the module menu, click Projects. 
The Project List page is displayed. 

2. In the Project List page, click the required project, and then click Edit. 

3. In the navigation pane, expand the project folder, and then expand the Contracts folder. 

4. In the navigation pane, expand the required contract folder, and then expand the Billings & 
Payments folder. 

5. In the navigation pane, click Pay Estimates. 
The Pay Estimates List page is displayed. 

6. In the SETTINGS group, click Settings. 
The Settings page is displayed. 

 
7. To define the retention percentage in pay estimates of that contract, in the Retention Percentage 

box, enter the retention percentage on the net work done in the pay estimate. 
Note: By default, the Retention Percentage box displays the retention percentage value as defined 
in the Administration module. 
The retention percentage of all new pay estimates generated in that contract is always set to the 
defined retention percentage. 

8. Click Save. 

9. Click Back to return to the Pay Estimates List page. 

 Generating a Pay Estimate 

Pay estimates are generated periodically to pay contractors for the work done. Work done is measured 
from approved item postings. Generating a pay estimate depends on the Pay Estimate Settings for the 
contract. 
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Steps 

1. In the module menu, click Projects. 
The Project List page is displayed. 

2. In the list page, double-click the required project. 

3. In the navigation pane, expand the project folder, and then expand the Contracts folder. 

4. In the navigation pane, expand the required contract folder, and then expand the Billings & 
Payments folder. 

5. In the navigation pane, click Pay Estimates. 
The Pay Estimates List page is displayed. 

6. Click New, and then click New Pay Estimate. 

 
The New Pay Estimate page is displayed. 
The following information is displayed:  

Field Name Description 

Contractor The Prime Contractor selected for the project. 

Pay Estimate 
Number 

The sequential order of the estimate generated. 
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Field Name Description 

From Date 

For the first pay estimate, the contract start date is displayed. 

For subsequent pay estimates, the date the previous pay estimate was 
generated plus one day. 

Note: You cannot select the From Date as you cannot have overlapping 
dates to generate pay estimates. That is, you can generate only one pay 
estimate for a selected time period. 

Contract Name The name of the contract for which the pay estimate is being created. 

Contract Code The Contract Code as defined for the contract. 

7. From the To Date drop-down box, select the date up to which the pay estimate must be generated. 

8. Click Generate to view the approved item postings that are made in the selected period. 
The Work Done tab displays the list of all approved item postings that have not been included in 
any previous pay estimates and have Posted Date on or before the pay estimate’s To Date. 

9. Optionally, to delete item postings which are not relevant to the pay estimate, select the required 
item postings, and then click Delete.  
The TOTAL WORK DONE INCLUDED IN THIS BILL (A) displays the sum of all item postings 
displayed in the Work Done tab. 

10. To withhold part of the amount payable, in the Hold Payment in this BILL (calculated on 
(A)) section, click %, and enter the percentage of the total bill to be held. 
Alternatively, click Amount in $, and enter the amount to be held.  
The amount held can be released in subsequent pay estimates using the Release previously held 
payment option. 

11. To specify the release amount of the previously held amount, in the Release previously held 
payment section, click %, and enter the percentage of the held amount to be released. 
Alternatively, click Amount in $, and enter the amount to be released. 
Note: This field is unavailable if there is no amount remaining of previously held amounts to be 
released. 
The NET WORKDONE PAYMENT IN THIS BILL (B) is calculated as the difference between the 
TOTAL WORK DONE INCLUDED IN THIS BILL (A) and Hold Payment in this BILL (calculated on (A)) 
amount, plus Release previously held payment.  
In the Overview section, Net Work Done (C) is the same as NET WORKDONE PAYMENT IN THIS 
BILL (B). 

12. To retain part of the payable amount, in the Retainage deduction (Calculated on C) section, click 
%, and enter the percentage of the Net Work Done (C) amount to be retained. 
Alternatively, click Amount in $, and enter the amount to be retained. 
Note: This field is unavailable if there is no amount remaining of previously held amounts to be 
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released. 
Note: By default, the retainage percentage as defined in the Settings page is displayed.     

13. The Release previously held retentions ($ <value>) displays the previously held retainage value.   
To release the specified amount from the previously held retainage amount, select and change 
either the % value or the Amount in $. 
The NET AFTER RETAINAGE (D) is calculated as the difference between the sum of Net Work Done 
(C) and released retention amount, and the Retainage Deduction. 

14. To view the MOHs associated with the pay estimate, click the Advance Payments tab. 
This section displays all approved MOH records that have not been included in any previous pay 
estimates and have Approved On date on or before the pay estimate’s To Date. 

15. To enter adjustment details pertaining to the pay estimate, click the Adjustments tab. 
Note: Adjustments amount is not considered in the retention calculations. 

16. Click Add to add an adjustment amount. 
The Adjustments List dialog box is displayed. 
Available options are adjustments defined in the Adjustments catalog of the library. 
Note: Prefix the adjustment value with - (Minus sign) to denote deductions. 

17. Click the required adjustment type and click Select. 

18. Enter the Amount in $ to specify the amount, and then click the check box before the Label column 
to be considered in the pay estimate. 

19. Click the Advance Recoveries tab to view the recoveries section. 
Note: The complete MOH amount can be recovered in the next pay estimate without posting the 
item. 

20. Double-click and enter the recovery amount in the Recover In This Bill in $ cell. 

21. Enter any additional information in the Notes tab if required. 

22. Optionally, in the ATTACHMENTS section, you can attach or link related documents. 
For information on attachments, refer to Attachments. 

23. Click Save. 
The Pay Estimates List page is displayed. 

24. To approve the pay estimates record, perform the following steps: 

a. In the Pay Estimates List page, select the appropriate record that is in the Draft workflow 
stage, and then click Select Actions. 

b. Click Submit to Consultant Coordinator, and in the Masterworks dialog box, click OK. 
The workflow stage of the record is set to Submitted. 

c. Select the appropriate record that is in the Submitted workflow stage, and then click Select 
Actions. 

d. Click Submit to Consultant Manager, and in the Masterworks dialog box, click OK. 
The workflow stage of the record is set to Consultant Manager Review. 

e. Select the appropriate record that is in the Consultant Manager Review workflow stage, and 
then click Select Actions. 
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f. Click Approve, and in the Masterworks dialog box, click OK. 
The workflow stage of the record is set to Approved. 

 Pay Estimate Workflow Stages 

Phase 
Current Workflow 
Status 

Stakeholders Action  
Subsequent 
Workflow Status 

Comments 

1 Draft 
• External 

Consultant 

Submit to 
Consultant 
Coordinator 

Submitted - 

2 Submitted 
• Consultant 

Coordinator 

Re-Draft Draft 

- Submit to 
Consultant 
Manager 

Consultant 
Manager Review 

3 
Consultant 
Manager Review 

• Consultant 
Manager 

Approve Approved - 

 Generating Pay Estimate Reports 

Steps 

1. In the module menu, click Projects. 
The Project List page is displayed. 

2. In the Project List page, click the required project, and then click Edit. 

3. In the navigation pane, expand the project folder, and then expand the Contracts folder. 

4. In the navigation pane, expand the required contract folder, and then expand the Billings & 
Payments folder. 

5. In the navigation pane, click Pay Estimates. 
The Pay Estimates List page is displayed. 

6. Select a pay estimate. 

7. In the OTHERS group, click Reports, and then click the required report. 
The report is generated and displayed. 
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You can generate the following reports: 

• Details Report by Group 
The Details Report by Group report lists details of the quantity and amount of each item for which 
payments have been made and are grouped by the scheduled groups of the items. 

• Details Report by Container 
The Details Report by Container lists details of the quantity and amount of each item for 
which payments have been made and items are grouped by container.       

• List Page Report 
The List Page Report provides a high-level overview view of all the pay estimate records created 
for the contract. The report displays details such as Contract Name, Contract Code, Pay Estimate 
Number, Project Code, From Date, To Date, Bill Amount, Created On, Created By, Last Modified 
On, Last Modified By, and Approved By. 
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5.5 Change Management  

The Change Management module enables you to manage contract changes and receive approvals for 
contract changes. 

You can perform the following tasks: 

• Create a potential change order to capture additional contract cost 

• Create a change order to modify item quantity 

5.5.1 Potential Change Order 

A Potential Change Order (PCO) is a project condition that is identified as being a possible change to the 
contract. The contractor expects or anticipates might result in extra work or additional costs. You can 
capture all the changes related to the additional cost, hours worked, new materials, and equipment 
requirements in the PCO form. 

The engineer upon inspecting the validity of the PCO can enter notes and revised estimate cost. 

You can perform the following tasks: 

• Initiate a potential change order. 

• Obtain business decisions from various stakeholders. 

 Creating a Potential Change Order 

Steps 

1. In the module menu, click Projects. 
The Project List page is displayed. 

2. In the Project List page, click the required project, and then click Edit. 

3. In the navigation pane, expand the project folder, and then expand the Contracts folder. 

4. In the navigation pane, expand the required contract folder, and then expand the Change 
Management folder. 

5. In the navigation pane, click Potential Change Order. 
The Potential Change Order list page is displayed. 
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6. Click New. 
The Potential Change Order page is displayed. 

 
7. Provide the required information in the fields, as described in the following table:  

Field Name Description 

PCO No Enter a unique identification number for the PCO. 

PCO Type 

Select the type of PCO.  

Available options are types defined in the Potential Change Order Type 
catalog of the library. 

Item 

To associate a contract item with the PCO, perform the following steps: 

1. Click . 
 The Select Contract Items dialog box is displayed. 
 All contract items in the contract are displayed. 

2. Click the required item, and then click Select. 



  Design Contract Management 

 

90 | P a g e  

Field Name Description 

Description Enter the description of the PCO. 

Initiating Person 

To select the user name of the user initiating the PCO, perform the following 
steps: 

1. Click . 
The User Name dialog box is displayed. 
Available user details are of users invited to the project. 

2. Click the appropriate user name, and then click Select. 

Initial Date Select the date on which the PCO is initiated. 

Responsible 
Person/Firm 

To select the person or the firm responsible for the creation of the 
PCO, perform the following steps: 

1. Click . 
The User Name dialog box is displayed. 
Available user details are of users invited to the project. 

2. Click the appropriate user name, and then click Select. 

Schedule Impact in 
days 

Enter the possible impact of the PCO on the overall completion of the 
project. 

Action Required 
Date 

Select the due date by which the action on the PCO should be completed. 

Potential Change 
Details 

Enter the details of the PCO. 

Schedule Impact 
Details 

Enter the details of the impact of the PCO on the scheduled completion of 
the project. 

8. Optionally, to enter the cost impact of the PCO, in the ENGINEER'S ANALYSIS section, perform the 
following steps:  

a. In the Estimated Engineer’s cost box, enter the approximate cost impact of the PCO. 

b. In the Budget Available field, click Yes if budget is available or click No if budget is not 
available for the PCO. 
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c. In the Internal Notes box, enter any additional notes from the engineer. 

9. Optionally, to add the revision details, in the REVISION LOG sections, perform the following steps: 

d. Click Add. 
The New Revision Log dialog box is displayed. 
Available user details are of users invited to the project. 

e. From the Log Date drop-down calendar, select the date of revision log.  

f. In the Comments box, enter any comments for the revision log. 

g. In the Hour(s) box, enter the number of hours required for the revision. 

h. In the Amount in $ box, enter the amount for the revision. 

i. Click Save. 

10. Optionally, to add personnel details, in the RESOURCE TITLE(S) section, perform the following steps: 

a. Click Add. 

b. From the Resource Title(s) drop-down list, select a resource. 
Available options are resource titles defined in the Resource Titles catalog of the library. 

c. In the Description box, enter a description of the personnel. 

d. In the Hours Worked box, enter the number of hours worked by the personnel. 

e. In the Rate in $ box, enter the amount for the number of hours worked by 
the personnel. 

f. Click Save.  

11. Optionally, to add details of materials, in the MATERIALS section, perform the following steps: 

a. Click Add. 

b. From the Material drop-down box, select the required material. 
Available options in the list are materials defined in the Materials catalog of the library. 

c. In the Description box, enter a description of the material.  

d. In the Quantity box, enter the quantity of the material. 

e. In the Rate in $ box, enter the amount for the material. 

f. Click Save 

12. Optionally, to add equipment details, in the EQUIPMENTS section, perform the following steps: 

a. Click Add. 
The New Equipments dialog box is displayed. 

b. From the Equipment drop-down box, select the required equipment. 
Available options are equipment defined in the Equipment catalog of the library. 

c. In the Description box, enter a description of the equipment.  

d. In the Hours Worked box, enter the number of hours the equipment has been used. 
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e. In the Rate in $ box, enter the amount for the number of hours the equipment has been 
used. 

f. Click Save. 

13.  Optionally, in the ATTACHMENTS section, attach or link related documents. 
For information on attachments, refer to Attachments. 

14. Click Save. 
The Potential Change Order list page is displayed. 

15. To approve the PCO record, perform the following steps: 

a. In the Potential Change Order list page, select the appropriate record that is in the Draft 
workflow stage, and then click Select Actions. 

b. Click Approve, and in the Masterworks dialog box, click OK. 
The workflow stage of the record is set to Approved. 

 Potential Change Order Workflow Stages 

Phase 
Current 
Workflow Status 

Stakeholders Action  
Subsequent 
Workflow Status 

Comments 

1 Draft 

• Consultant 
Coordinator 

• Consultant 
Manager 

• External 
Consultant 

Approve Approved - 

2 Approved 
• Consultant 

Manager 
Return to 
Draft 

Draft -  

5.5.2 Change Orders 

A Change Order (CO) is an instrument of agreement between the owner and the contractor for 
modifications to the contract. The owner and contractor validate change orders agreeing to the changes in 
quantities of existing items, additions of new items or deletion of existing items, and modifications to the 
contract duration. 

You create a contract change order for the following purposes: 

• Change in contract duration 

• Revision in item quantities 
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You can perform the following tasks in the Change Order module: 

• Create change orders and change the duration of a contract 

• Modify item quantity 

• Obtain business decisions from various stakeholders 

• Create a balance change order  

 Creating a Change Order 

Steps 

1. In the module menu, click Projects. 
The Project List page is displayed. 

2. In the Project List page, click the required project, and then click Edit. 

3. In the navigation pane, expand the project folder, and then expand the Contracts folder. 

4. In the navigation pane, expand the required contract folder, and then expand the Change 
Management folder. 

5. In the navigation pane, click Contract Change Order. 
The Change Order list page is displayed. 
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6. Click New, and then click New Change Order. 
The Change Order page is displayed. 

 
The following information is displayed: 

Section Field Name Description 

General 

Original Contract 
Amount 

The contract amount when the Contract Items list was created. 

Original Contract 
Duration (Days) 

The initial contract duration when the Contract Items list was 
created. 

Current Contract 
Amount 

The current contract amount includes the amount added to or 
deducted from the original contract amount by approved change 
orders. That is, the sum of the Original Contract Amount and the 
sum of amounts of all the approved change orders. 

Original Calendar 
(Version) 

The initial version of the contract calendar when the Contract 
Items list was created. 

Date The current date. 

Net Change this 
Order 

The contract change order amount based on the change order 
items in the Change Order Items tab. 
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Section Field Name Description 

Contract Amount 
after Change 

Contract amount including the current change order amount. 
That is, the sum of the Current Contract Amount and the Net 
Change this Order. 

Approval Date On approval of the change order, the date of approval. 

PCO Reference The identification number and description of the approved PCO. 

Contract 
Time 

Time Type 

If a calendar is selected for the contract, Working Days is 
displayed, and if no calendar is selected for the contract, Calendar 
Days is displayed. 

Beginning Date The date the contract begins as specified during contract creation. 

Current Working 
Days 

If no calendar is selected for the contract, then the Current 
Working Days box displays the number of days calculated from the 
selected Beginning Date to the selected Current Completion Date 
of the contract. 
If a calendar is selected for the contract, then based on the latest 
version of the calendar selected, the Current Working Days box 
displays the number of days calculated from the selected 
Beginning Date to the selected Current Completion Date of the 
contract. 

Current 
Completion Date 

Date of completion of the contract as specified during contract 
creation is displayed. 

Current Calendar 
(Version) 

The current version of the contract calendar is displayed. 

Completion Date 
after Change 

Date of completion is calculated based on the Additional Working 
Days specified, and if a calendar is selected for the contract, then 
the latest version of the calendar selected for the contract. 
Note: The Completion Date after Change must be within the end 
date of the project. 

7. Provide the required information in the fields, as described in the following table: 

Field Name Description 

Change Order By 
Select the change order initiator. 
Available options are Contractor and Owner. 

Priority  Select the priority accorded to the current change order. 

Short Description Enter a brief description of the current change order. 
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Field Name Description 

Description and 
Location of Work 

Enter a description of the changes requested and the location of work. 

Additional Working 
Days 

To extend the duration of the contract, enter the number of extra days 
required for the contract. 
Alternatively, to decrease the contract duration, press the Minus Sign (-), 
and then enter the number of days to be decreased from the contract 
duration. 
The Completion Date after Change box displays the date of completion 
calculated based on the Additional Working Days specified, and if a 
calendar is selected for the contract, then the latest version of the calendar 
selected for the contract. 

Description Enter the purpose of the requested change in duration. 

8. Optionally, in the ATTACHMENTS section, you can attach or link related documents. 
For information on attachments, refer to Attachments. 

9. Click Save. 
The Change Order list page is displayed. 

 Managing Change Order Items 

You can modify the quantity of an existing contract item to either increase the quantity or decrease it. 
You can define the modification (increase/decrease) in quantity by entering the value of change. 

To remove an item completely, the Change in Quantity should be decreased by the same value as the 
remaining quantity of the item. By doing so, the quantity of the contract item becomes zero once the 
change order is approved. 

Steps 

1. In the module menu, click Projects. 
The Project List page is displayed. 

2. In the Project List page, click the required project, and then click Edit. 

3. In the navigation pane, expand the project folder, and then expand the Contracts folder. 

4. In the navigation pane, expand the required contract folder, and then expand the Change 
Management folder. 

5. In the navigation pane, click Contract Change Order. 
The Change Order list page is displayed. 

6. Select the required change order, and then click Edit. 
The Change Order Details page is displayed. 

7. Click the Change Order Items tab. 
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8. Click New, and then click Modify Existing Item. 
The Modify Existing Item page is displayed. 

 
9. Provide the required information in the fields, as described in the following table:  

Field Name Description 

Pay Item No. To select the item to modify its quantity, perform the following steps: 
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Field Name Description 

1. Click  . 
The list of all contract items is displayed. 

2. Click the required item, and then click Select. 
The Container, Description, Unit, Group, Funding Rule, Accounting 
Code, and Unit Price in $ of the selected item are displayed. 

Budget Item 

To associate a budget estimate item to the contract item, perform the 
following steps: 

1. Click . 
The Select Budget Item dialog box is displayed. 
Available items are budget estimate items defined for the 
associated project. 

2. Click the required item, and then click Select. 
The budget estimate item is associated with the contract item. 

Change in 
Quantity 

To increase the quantity of the selected item, enter the quantity of the item 
that is additionally required. 

To decrease the quantity of the selected item, press the Minus Sign (-), and 
then enter the quantity to be decreased from the original locked quantity of 
the item in the contract. 

To remove the item from the contract item list, press the Minus Sign (-), and 
then enter the item quantity remaining in the contract after approved item 
postings. 

Notes Enter any notes for the change in quantity of the item.  

10. Optionally, attach or link relevant documents in the ATTACHMENTS section. 
For information on attachments, refer to Attachments. 

11. Click Save to modify the quantity of the selected item. 

12. Click Change Order Details tab. 

13. Click Cancel. 
The Change Order list page is displayed. 

14. To approve the change order record, perform the following steps: 

a. In the Change Order list page, select the appropriate record that is in the Draft workflow 
stage, and then click Select Actions. 
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b. Click Submit, and in the Masterworks dialog box, click OK. 
The workflow stage of the record is set to Submitted. 

c. Select the appropriate record that is in the Submitted workflow stage, and then click Select 
Actions. 

d. Click Consultant Manager Approval, and in the Masterworks dialog box, click OK. 
The workflow stage of the record is set to Ready for Approval. 

e. Select the appropriate record that is in the Ready for Approval workflow stage, and then 
click Select Actions. 

f. To advance the Change Order, a Work Order Revision must be created for the change.  Once 
approved, the workflow stage of the Change Order will automatically be set to Approved. 

 Change Order Workflow Stages 

Phase 
Current 
Workflow 
Status 

Stakeholders Action  
Subsequent 
Workflow 
Status 

Comments 

1 Draft 

• Consultant 
Coordinator 

• Consultant 
Manager 

Submit Submitted - 

2 Submitted 
• Consultant 

Manager 

Return to 
Draft 

Draft - 

Consultant 
Manager 
Approval 

Ready for 
Approval 

- 

3 
Ready for 
Approval 

• Consultant 
Manager 

Approve Approved 

Once the Work Order 
Revision is approved, then 
the workflow status of the 
change order is 
automatically moved from 
Ready for Approval 
to Approved. 
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 Creating a Balance Change Order 

A balance change order is generally created at the end of a contract to determine the difference between 
the payments made to the contractor and the current contract amount. A Balance Change Order is used 
when an adjustment is needed at the end of the contract to balance the overruns and underruns. 

Balance Change Order is a type of Change Order used to update item quantities automatically based on 
Contract Quantity and Posted Quantity. 

That is, a balance change order is a negative change order for the unutilized contract amount. Also, the 
change order amount of a balance change order is calculated as the sum of all unused items in the 
contract.  

Steps 

1. In the module menu, click Projects. 
The Project List page is displayed. 

2. In the Project List page, click the required project, and then click Edit. 

3. In the navigation pane, expand the project folder, and then expand the Contracts folder. 

4. In the navigation pane, expand the required contract folder, and then expand the Change 
Management folder. 

5. In the navigation pane, click Contract Change Order. 
The Change Order list page is displayed. 

6. Click New, and then click New Balance Change Order. 
The Balance Change Order Details page is displayed. 
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The following information is displayed: 

Section Field Name Description 

General 

Original Contract 
Amount 

The contract amount when the Contract Items list was created. 

Original Contract 
Duration (Days) 

The initial contract duration when the Contract Items list was 
created. 

Current Contract 
Amount 

The current contract amount includes the amount added to or 
deducted from the original contract amount by approved 
change orders is displayed. 
That is, the sum of the Original Contract Amount and the sum 
of amounts of all the approved change orders is displayed. 

Original Calendar 
(Version) 

The initial version of the contract calendar when the Contract 
Items list was created.  

Date The current date is displayed. 

Net Change this 
Order 

If the Contract Quantity value is greater than Posted Quantity 
value for an item, the negative change order quantity of the 
difference is considered. 
If the Contract Quantity value is lesser than Posted 
Quantity value for an item, the positive change order quantity 
of the difference is considered. 
Note: A zero amount indicates that the contract amount is 
equal to the sum of all approved item postings. That is, all items 
in the contract have been utilized. 

Contract Amount 
after Change 

For a balance change order, the sum of the approved item 
postings is displayed. 

Approval Date     
On approval of the balance change order, the date of approval 
is displayed. 

PCO Reference The identification number and description of the approved PCO. 

Contract 
Time 

Time Type 

If a calendar is selected for the contract, Working Days is 
displayed, and if no calendar is selected for the contract, 
Calendar Days is displayed. 

Beginning Date 
The date the contract begins as specified during contract 
creation is displayed. 



  Design Contract Management 

 

102 | P a g e  

Section Field Name Description 

Current Working 
Days 

If no calendar is selected for the contract, then the Current 
Working Days box displays the number of days calculated from 
the selected Beginning Date to the selected Current 
Completion Date of the contract. 
If a calendar is selected for the contract, then based on the 
latest version of the calendar selected, the Current Working 
Days box displays the number of days calculated from the 
selected Beginning Date to the selected Current Completion 
Date of the contract. 

Current 
Completion Date 

Date of completion of the contract as specified during contract 
creation is displayed. 

Current Calendar 
(Version) 

The current version of the contract calendar is displayed. 

Completion Date 
after Change 

Date of completion is calculated based on the Additional 
Working Days specified, and if a calendar is selected for the 
contract, then the latest version of the calendar selected for the 
contract. 
Note: The Completion Date after Change must be within the 
end date of the project. 

7. Provide the required information in the fields as described in the following table: 

Field Name Description 

Change Order By 
Select the change order initiator. 
Available options are Contractor and Owner. 

Priority  Select the priority accorded to the current change order. 

Short Description Enter a brief description of the current change order. 

Description and 
Location of Work 

Enter a description of the changes requested and the location of work. 

Additional Calendar 
Days 

To extend the duration of the contract, enter the number of extra days 
required for the contract. 
Alternatively, to decrease the contract duration, press the Minus Sign (-), 
and then enter the number of days to be decreased from the contract 
duration. 
The Completion Date after Change box displays the date of completion 
calculated based on the Additional Calendar Days specified, and if a 
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Field Name Description 

calendar is selected for the contract, then the latest version of the 
calendar selected for the contract. 

Description Enter the purpose of the requested change in duration. 

8. Optionally, in the Attachments section, you can attach or link related documents. 
For information on attachments, refer to Attachments. 

9. Click Save. 
The Change Order list page is displayed. 

10. To approve the balance change order record, perform the following steps: 

a. In the Change Order list page, select the appropriate record that is in the Draft workflow 
stage, and then click Select Actions. 

b. Click Submit, and in the Masterworks dialog box, click OK. 
The workflow stage of the record is set to Submitted. 

c. Select the appropriate record that is in the Submitted workflow stage, and then click Select 
Actions. 

d. Click Consultant Manager Approval, and in the Masterworks dialog box, click OK. 
The workflow stage of the record is set to Ready for Approval. 

e. Select the appropriate record that is in the Ready for Approval workflow stage, and then 
click Select Actions. 

f. Click Approve, and in the Masterworks dialog box, click OK. 
The workflow stage of the record is set to Approved. 

 Balance Change Order Workflow Stages 

Phase 
Current 
Workflow Status 

Stakeholders Action  
Subsequent 
Workflow Status 

Comments 

1 Draft 

• Consultant 
Coordinator 

• Consultant 
Manager 

Submit Submitted - 

2 Submitted 
• Consultant 

Manager 

Return to Draft Draft - 

Consultant 
Manager 
Approval 

Ready for 
Approval 

- 
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Phase 
Current 
Workflow Status 

Stakeholders Action  
Subsequent 
Workflow Status 

Comments 

3 
Ready for 
Approval 

• Consultant 
Manager 

Approve Approved - 
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5.6 Generating the Final Pay Estimate 

The Final Pay Estimate is generated at the end of a project when it is certified that the quantities for 
payment in this estimate have been properly completed, and the contract is ready to be closed. The value 
of the Final Pay Estimate is calculated based on the pending Pay Estimate amounts, and the remaining 
Advance Recoveries and Retention amounts to be released. The final pay estimate, at the end of a project, 
determines whether the project owner owes money to the contractor, or contrariwise. The final pay 
estimate also determines the pending recovery for all the advances paid. 

At the end of a contract, the final pay estimate lists all pending transactions in a single pay estimate. Only 
one final pay estimate can be generated for a contract. 

Note the following factors when creating a Final Pay Estimate: 

• You cannot select a To Date earlier than the latest in all Posting Dates and Advance Recovery 
Dates. 

• The Generate button is not available as all pending records (from Item Postings and Advance 
Recoveries) are automatically calculated and generated. 

• All past amount held/retained are released. You cannot edit the amount to be released. 

• You cannot retain/withhold any amounts. 

• No new advances can be included in the Final Pay Estimate, and therefore the Advances tab is 
unavailable. 

• You can add Adjustments and enter Notes. 

Prerequisites 

The final pay estimate can be generated for a contract only if the following tasks are completed: 

Form Name Validation Type 

Contract Items All items should be marked as Complete.     Mandatory 

Change Orders All change orders should be in Approved workflow stage. Mandatory 

Balance Change Order Approved balance change order should exist. Mandatory 

Potential Change 
Order 

All potential change orders should be in Approved workflow 
stage. 

Mandatory 

Item Posting 
All item postings and Progress Reports should be in Approved 
workflow stage. 

Mandatory 
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Form Name Validation Type 

Materials on Hand 
All materials on hand records should be in Closed workflow 
stage. 

Mandatory 

Pay Estimates 
All regular pay estimates should be in Approved workflow 
stage. 

Mandatory 

Progress Report All the items in Items posting should be marked as completed. Mandatory 

Request for 
Information 

All RFIs should be in Approved workflow stage. Optional 

Submittals   All submittals should be in Approved workflow stage. Optional 

All task types marked as Mandatory must be completed, and all task types marked as Optional must be 
completed based on the settings as defined in the Administration module. 

Steps 

1. In the module menu, click Projects. 
The Project List page is displayed. 

2. Double-click the required project. 

3. In the navigation pane, expand the project folder, and then expand the Contracts folder. 

4. In the navigation pane, expand the required contract folder, and then expand the Billings & 
Payments folder. 

5. In the navigation pane, click Pay Estimates. 
The Pay Estimates List page is displayed. 
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6. Click New, and then click New Final Pay Estimate. 
The New Final Pay Estimate page is displayed. 

 
The following information is displayed:  

Field or Tab Name Description 

Contractor The Prime Contractor selected for the project is displayed. 

Pay Estimate Number The sequential order of the estimate generated is displayed. 

From Date 

For the first pay estimate, the date the contract item list is locked is 
displayed. 

For subsequent pay estimates, the date the previous pay estimate was 
generated plus one day is displayed. 

Note: You cannot select the From Date as you cannot have overlapping 
dates to generate pay estimates. That is, you can generate only one pay 
estimate for a selected time period. 

Net Work Done (C) Sum of all work done and previously held payments. 
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Field or Tab Name Description 

Release Previously 
Held Retentions 

Sum of all previously held retentions. 

Overview section - 
NET AFTER 
RETAINAGE (D) 

Sum of Net Work Done and Released Retentions. 

Net to be paid in this 
bill (E ) 

Sum of Net After Retainage and Total Adjustments. 

Work Done tab - 
TOTAL WORK DONE 
INCLUDED IN THIS 
BILL (A)  

All pending item postings that have not been included in any previously 
approved pay estimates are displayed. 

Work Done tab - 
Release previously 
held payment 

The sum of all previously held payments is displayed. 
All previously held payments are released in the final pay estimate. 

Work Done tab - NET 
WORKDONE 
PAYMENT IN THIS BILL 
(B) 

The sum of TOTAL WORK DONE INCLUDED IN THIS BILL (A) value 
and Release previously held payment value. 

Adjustments tab - 
Total Adjustments 

The sum of all adjustment amounts is displayed. 

Advance Recoveries 
tab - Total Advance 
Recovery  

The sum of all pending advance recoveries from MOH payments is 
displayed. 
Note: Since all pending recoveries are listed, for each column, the 
Remaining Amount in $ is the same value as Recover in this Bill in $. 

7. From the To Date drop-down box, click the date up to which the pay estimate is being created. 

8. To enter adjustment details pertaining to the pay estimate, click the Adjustments tab. 

a. Click Add to add an adjustment amount. 
The Adjustments List dialog box is displayed. 



  Design Contract Management 

 

109 | P a g e  

Available options are adjustments defined in the Adjustments catalog of the library. 
Note: Prefix the adjustment value with - (Minus sign) to denote deductions. 

b. Click the required adjustment type and click Select. 

c. Enter the Amount in $ to specify the amount. 

9. To enter any notes on the final pay estimate, click the Notes tab, and in the box enter the required 
notes. 

10. Click Save. 
The Pay Estimates List page is displayed. 

16. To approve the final pay estimates record, perform the following steps: 

a. In the Pay Estimates List page, select the appropriate record that is in the Draft workflow 
stage, and then click Select Actions. 

b. Click Submit, and in the Masterworks dialog box, click OK. 
The workflow stage of the record is set to Submitted. 

c. Select the appropriate record that is in the Submitted workflow stage, and then click Select 
Actions. 

d. Click Submit to Consultant Manager, and in the Masterworks dialog box, click OK. 
The workflow stage of the record is set to Consultant Manager Review. 

e. Select the appropriate record that is in the Consultant Manager Review workflow stage, 
and then click Select Actions. 

f. Click Approve, and in the Masterworks dialog box, click OK. 
The workflow stage of the record is set to Approved. 

5.6.1 Final Pay Estimate Workflow Stages 

Phase 
Current Workflow 
Status 

Stakeholders Action  
Subsequent 
Workflow Status 

Comments 

1 Draft 
• External 

Consultant 
Submit Submitted - 

2 Submitted 
• Consultant 

Coordinator 

Re-Draft Draft 

- Submit to 
Consultant 
Manager 

Consultant 
Manager Review 
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Phase 
Current Workflow 
Status 

Stakeholders Action  
Subsequent 
Workflow Status 

Comments 

3 
Consultant 
Manager Review 

• Consultant 
Manager 

Approve Approved -  

5.7 Contract Workflow Stages 

Steps 

1. In the module menu, click Projects. 
The Project List page is displayed. 

2. In the Project List page, click the required project, and then click Edit. 

3. In the navigation pane, expand the project folder, and then click Contracts. 
The Contracts List page is displayed. 

4. To approve the contract, perform the following steps: 

a. In the Contracts List page, select the appropriate contract that is in the Draft workflow 
stage, and then click Select Actions. 

b. Click Award Contract, and in the Masterworks dialog box, click OK. 
The workflow stage of the record is set to Awarded. 

c. Select the appropriate record that is in the Awarded workflow stage, and then click Select 
Actions. 

d. Click Notice to Proceed, and in the Masterworks dialog box, click OK. 
The workflow stage of the record is set to Execution. 

e. Select the appropriate record that is in the Execution workflow stage, and then click Select 
Actions. 

f. Click Significant Work Complete, and in the Masterworks dialog box, click OK. 
The workflow stage of the record is set to Close Out. 

g. Select the appropriate record that is in the Close Out workflow stage, and then click Select 
Actions. 

h. Click Finalize Contract Closeout, and in the Masterworks dialog box, click OK. 
The workflow stage of the record is set to Final Payment. 

i. Select the appropriate record that is in the Final Payment workflow stage, and then click 
Select Actions. 

j. Click Archive Contract, and in the Masterworks dialog box, click OK. 
The workflow stage of the record is set to Archived. 
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Phase 
Current 
Workflow 
Status 

Stakeholders Action  
Subsequent 
Workflow 
Status 

Comments 

1 Draft 

• Consultant 
Coordinator 

• Consultant 
Manager 

Award Contract Awarded - 

2 Awarded 

• Consultant 
Coordinator 

• Consultant 
Manager 

Notice to 
Proceed 

Execution - 

3 Execution 

• Consultant 
Coordinator 

• Consultant 
Manager 

Delay Contract 
Start 

Awarded - 

Significant 
Work Complete 

Close Out - 

4 Close Out 

• Consultant 
Manager 

• Project 
Manager 

Return to 
Contract 
Execution 

Execution - 

Finalize 
Contract 
Closeout 

Final Payment - 

5 Final Payment 
• Consultant 

Manager 
Archive 
Contract 

Archived - 
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5.8 Commitments and Expenses 

A purchase order authorizes a purchase transaction. The Purchase Order form enables you to specify the 
pay items, and the terms and conditions for the purchase in the purchase order form. 

Any overheads incurred during a construction life cycle needs to be documented and accounted for. The 
Expenses Form keeps track of the overheads systematically providing higher visibility for the processing 
of pay estimates. Once purchase orders are approved, the application tracks project expenses through 
the expense form. 

You can perform the following tasks: 

• Create a purchase order 

• Obtain business decisions for a purchase order from various stakeholders 

• Revise a purchase order 

• Obtain business decisions for a revised purchase order from various stakeholders 

• Create an expenses record 

• Obtain business decisions for an expense from various stakeholders 

5.8.1 Purchase Order 

 Creating a Purchase Order 

Steps 

1. In the module menu, click Projects. 
The Project List page is displayed. 

2. In the projects list page, double-click the required project. 

3. In the navigation pane, expand the project folder, and expand Commitments & Expenses, and then 
click Purchase Order. 
The Purchase Order list page is displayed. 
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4. Click New. 
The Purchase Order page is displayed. 

 
The following information is displayed: 

  Field Description 

 PR Ref Number 
On saving the record, a unique identification code for the purchase order 
is automatically created. 

 Project Name The name of the project. 

 Project Code The identification code of the project. 

 Original PO Value in  $ 
The original purchase order amount which is the sum of the amounts of all 
the pay items that are part of the original purchase order. 

 Revised PO Value in $ 
The revised purchase order amount which is the sum of the amounts of all 
revised pay items. 

5. Provide the required information in the fields, as described in the following table: 

Field Name Description 

Purchase Order Type 

Select the type of purchase order.  
Available options are purchase order types defined in the Purchase Order 
Type catalog of the library. 

Purchase Order Date Select the date of the purchase order. 
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Field Name Description 

PO No Enter the purchase order number. 

Start Date Select the start date for the purchase order. 

End Date Select the end date for the purchase order. 

Lead Time in Days Enter the time in days required to release a purchase order. 

Vendor ID 

To select the vendor for the purchase order, perform the following steps: 

1. Click  . 
The Vendors List dialog box is displayed. 
Available options are vendors' details defined in the 
Vendors catalog of the library. 

2. Click the required vendor, and then click Select. 
The Vendor Name of the selected vendor is displayed. 

Budget Item 

To link a budget estimate item with the purchase order, perform the 
following steps: 

1. Click  . 
The Select Budget Item dialog box is displayed. 
Available options are budget estimate items defined in 
the approved budget estimate of the project.  

2. Click the required item, and then click Select. 

PO Description Enter a brief description of the purchase order request. 

6. To enter details of purchase order items, in the PAY ITEMS section, perform the following steps: 

a. Click Add. 
The New Pay Items dialog box is displayed. 

b. In the Name box, enter the name of the item. 

c. In the Description box, enter the description of the item. 

d. From the Fund Rule drop-down list, select the fund rule for the item. 
Available options are fund rules defined for the project. 

e. In the Accounting Code box, enter the accounting code for the item. 

f. From the Measurement System drop-down list, select the measurement system to 
quantify the item. 
Available options are measurement systems defined in the Measurement Systems 
catalog of the library. 
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g. From the Unit drop-down list, select the unit of measure for the item. 
Available options are measurement units defined for the selected measurement system. 

h. In the Quantity box, enter the required quantity of the item. 

i. In the Rate in $ box, enter the unit price of the item. 
The Amount in $ box displays the total cost of the item. 

j. Click Save. 
The purchase order item is updated in the PAY ITEMS section. 

7. In the Terms and Conditions box, enter the terms and conditions applicable to the purchase order. 

8. Optionally, in the ATTACHMENTS section, attach or link related files. 
For information on attachments, refer to Attachments. 

9. Click Save. 
The Purchase Order list page is displayed. 

10. To approve the purchase order record, perform the following steps: 

a. In the Purchase Order list page, select the appropriate record that is in the Draft workflow 
stage, and then click Select Actions. 

b. Click Submit, and in the Masterworks dialog box, click OK. 
The workflow stage of the record is set to Submitted. 

c. Select the appropriate record that is in the Submitted workflow stage, and then click Select 
Actions. 

d. Click Approve, and in the Masterworks dialog box, click OK. 
The workflow stage of the record is set to Approved. 

 Purchase Order Workflow Stages 

Phase 
Current 

Workflow Status 
Stakeholders Action 

Subsequent 
Workflow Status 

Comments 

1 Draft 

• Consultant 
Coordinator 

• Consultant 
Manager 

Submit Submitted - 

2 Submitted 
• Consultant 

Manager 

Return to 
Draft 

Draft - 

Approve Approved 

You can now revise the 
purchase order or create an 
expense for the approved 
purchase order. 
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 Revising a Purchase Order 

Creating a revision for a purchase order after receiving it creates a new purchase order as a revision to 
the original purchase order for which a revision was required. 

Prerequisite 

• Purchase order must be in the Received workflow stage. 

Steps 

1. In the module menu, click Projects. 
The Project List page is displayed. 

2. In the project list page, double-click the required project. 

3. In the navigation pane, expand the project folder, and expand Commitments & Expenses, and then 
click Purchase Order. 
The Purchase Order list page is displayed. 

4. Select the required purchase order that you want to revise. 

5. Click Revisions. 
The Purchase Order Revision list page is displayed. 

6. Click New. 
The Purchase Order Revision Form is displayed. 
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The following information is displayed: 

Field Description 

PR Revision Ref 
Number 

On saving the record, a unique identification code for the purchase order 
revision is automatically created. 

PR Ref Number The identification code of the original purchase order. 

Project Name The name of the associated project. 

Project Code The identification code of the associated project. 

Purchase Order Type The purchase order type as selected in the original purchase order. 

PO# The purchase order number as defined in the original purchase order. 

7. Provide the required information in the fields, as described in the following table: 

Field Name Description 

Start Date Select the start date for the purchase order. 

End Date Select the end date for the purchase order. 

Lead Time Enter the time in days required to release a purchase order. 

Vendor ID 

To select the vendor for the purchase order revision, perform the following 
steps: 

1. Click . 
The Vendors List dialog box is displayed. 
Available options are vendors' details defined in the Vendors catalog 
of the library. 

2. Click the required vendor, and then click Select. 
The Vendor Name of the selected vendor is displayed. 

Budget Item 

To link the purchase order to a budget estimate item, perform the 
following steps: 

1. Click . 
The Select Budget Item dialog box is displayed. 
Available options are budget estimate items defined in the budget 
estimate of the project. 
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Field Name Description 

2. Click the required item, and then click Select. 

PO Description Enter a brief description of the purchase order request. 

8. To enter details of purchase order items, in the PAY ITEMS section, perform the following steps: 

a. Click Add. 
The New Pay Items dialog box is displayed. 

b. In the Name box, enter the name of the item. 

c. In the Description box, enter the description of the item. 

d. From the Fund Rule drop-down list, select the fund rule for the item. 
Available options are fund rules defined for the project. 

e. In the Accounting Code box, enter the accounting code for the item. 

f. From the Measurement System drop-down box, select the measurement system to 
quantify the item. 
Available options are measurement systems defined in the Measurement Systems catalog 
of the library. 

g. From the Unit drop-down box, select the unit of measure for the item. 
Available options are measurement units defined for the selected measurement system. 

h. In the Quantity box, enter the required quantity of the item. 

i. In the Rate in $ box, enter the unit price of the item. 
The Amount in $ box displays the total cost of the item. 

j. Click Save. 
The purchase order item is updated in the PAY ITEMS table. 

9. In the Terms and Conditions box, enter the terms and conditions applicable to the purchase order. 

10. Optionally, in the ATTACHMENTS section, attach or link related files. 
For information on attachments, refer to Attachments. 

11. Click Save. 
The Purchase Order Revision list page is displayed. 

12. To approve the purchase order record revision, perform the following steps: 

a. In the Purchase Order Revision list page, select the appropriate record that is in the Draft 
workflow stage, and then click Select Actions. 

b. Click Submit, and in the Masterworks dialog box, click OK. 
The workflow stage of the record is set to Submitted. 

c. Select the appropriate record that is in the Submitted workflow stage, and then click Select 
Actions. 

d. Click Approve, and in the Masterworks dialog box, click OK. 
The workflow stage of the record is set to Approved. 
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 Revised Purchase Order Workflow Stages 

Phase 
Current 
Workflow Status 

Stakeholders Action 
Subsequent 
Workflow Status  

Comments 

1 Draft 

• Consultant 
Coordinator 

• Consultant 
Manager 

Submit Submitted 
You can only revise an 
approved purchase order. 

2 Submitted 
• Consultant 

Manager 

Re-Draft Draft - 

Approve Approved 
You can now create Direct 
Expenses towards the 
revised amount. 
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 Purchase Order Reports 

Steps 

1. In the module menu, click Projects. 
The Project List page is displayed. 

2. In the navigation pane, expand the project folder, and expand Commitments & Expenses, and then 
click Purchase Order. 
The Purchase Order list page is displayed. 

3. Click Reports, and then click the required report. 
The report is generated and displayed.  

You can generate the following reports: 

• List Page Report 
The List Page Report provides a high-level overview view of all the purchase orders created for the 
project. The report displays details such as PR Ref Number, PO No, Purchase Order Date, Revised PO 
Value, Start Date, Lead Time in Days, and Vendor Name. 

• PO Original Item Details Report 
The Purchase Order Original Items Details report provides information on a purchase order for a 
project based on the original approved purchase order without considering any revisions. You can 
select the purchase order identification code and all the details of that purchase order that was 
initially approved. 

• Purchase Order Details Report 
The Purchase Order Details Report provides information on a purchase order for a project. You can 
select the purchase order identification number and all the details of that purchase order are 
displayed in this report. 

 Revised Purchase Order Reports 

Steps 

1. In the module menu, click Projects. 
The Project List page is displayed. 

2. In the navigation pane, expand the project folder, and expand Commitments & Expenses, and then 
click Purchase Order. 
The Purchase Order list page is displayed. 

3. From the Purchase Order list page, select a received purchase order that you want to revise. 

4. Click Revisions. 
The Purchase Order Revision list page is displayed. 

5. Click Reports, and then click the required report. 
The report is generated and displayed.  

The following revised purchase order reports are available: 

• List Page Report 
The List Page Report provides a high-level overview view of all the purchase order 
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revisions created for the project. The report displays details such as PR Revision Ref Number, 
Revision Date, Start Date, Lead Time, Revised PO Amount, and Vendor Name.     

• Purchase Order Revision Details Report 
The PO Revision Details Report displays the details and new items added to the selected 
purchase order and the modifications made to the existing pay items. 
Alternatively, the report is also accessible from the report gallery. To open the report from the 
report gallery, in the project navigation pane click Reports, and then double-click Purchase 
Order Revision Details in the Report Gallery page to view the report. 
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5.8.2 Expenses 

 Creating an Expenses Record 

Prerequisite 

• An approved purchase order is available. 
This prerequisite is applicable only to create direct expenses. 

Steps 

1. In the module menu, click Projects. 
The Project List page is displayed. 

2. In the navigation pane, expand the project folder, and expand Commitments & Expenses, and then 
click Expenses Form. 
The Expenses Form list page is displayed. 

3. Click New. 
The Expenses Form page is displayed. 

 
The following information is displayed: 

Field Description 

Expense Number The automatically generated unique identification code for the expense. 

Cost In $ 
The cost of the transaction is calculated and displayed based on the pay 
items defined in the PAY ITEMS section. 
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4. Provide required information in the fields, as described in the following table: 

Field Description 

Direct/Miscellaneous 
Expenses 

Click the required option based on the type of expense. 

External Ref Number Enter the external reference number. 

Expense Type 
Select the category of the expense. 
Available options are expense types defined in the Expense Type catalog of 
the library. 

Expense Date Select the expense date from the calendar. 

Purchase Order No 
/ Employee  

Perform either of the following steps: 

- If Direct Expenses is selected, select the received purchase order number. 
Based on the selected purchase order, the Vendor ID and Vendor Name 
associated with the selected purchase order is displayed. 

- If Miscellaneous Expenses is selected, perform the following steps: 

 From the Employee drop-down list, select the required employee. 
The employee list comprises the list of users invited to the project. 

 Corresponding to the Budget Item box, click , click the budget item to 
associate the expense with, and then click Select. 

Note: A budget line item can be associated with multiple expense forms. 

Accounting Code Enter the accounting code for the expense. 

Voucher ID 
Enter the unique identification code for the vouchers associated with a 
certain category of expenses. 

Expense Details Enter any additional information relevant to the expense. 

5. To add a new expense pay item, in the DIRECT EXPENSE PAY ITEMS/ MISCELLANEOUS EXPENSE PAY 
ITEMS section, perform the following steps: 

a. Click Add. 

 If Direct Expenses is selected, the Purchase Order Items List dialog box is displayed.  

i. Select the required purchase order items.  

ii. Click Select. 
The selected purchase order items are displayed in the DIRECT EXPENSE PAY 
ITEMS section. 
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The sum of all the pay items is displayed in the Cost in $ box. 
Note: For direct expenses, the Cost in $ must not exceed the total value of the 
selected purchase order, its approved revisions, and other approved expense 
records with the same purchase order. 

 If Miscellaneous Expenses is selected, the New Miscellaneous Expenses Pay Items dialog 
box is displayed.  

i. In the Name box, enter the name of the item. 

ii. In the Description box, enter the description of the item. 

iii. From the Fund Rule drop-down list, select the required fund rule for the item. 
Available options are fund rules defined for the project. 

iv. In the Amount in $ box, enter an amount for the item. 

v. Click Save. 
The pay item is added to the MISCELLANEOUS EXPENSE PAY ITEMS section. 
The sum of all the pay items is displayed in the Cost in $ box. 
Note: The sum of total amount of all the miscellaneous expenses must not exceed 
the current budget. 

6. Optionally, in the ATTACHMENTS section, attach or link related files. 
For information on attachments, refer to Attachments. 

7. Click Save. 
The Expenses Form list page is displayed. 

8. To approve the expenses record, perform the following steps: 

a. In the Expenses Form list page, select the appropriate record that is in the Draft workflow 
stage, and then click Select Actions. 

b. Click Submit, and in the Masterworks dialog box, click OK. 
The workflow stage of the record is set to Submitted. 

c. Select the appropriate record that is in the Submitted workflow stage, and then click Select 
Actions. 

d. Click Approve, and in the Masterworks dialog box, click OK. 
The workflow stage of the record is set to Approved. 
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 Expenses Form Workflow Stages 

Phase 
Current Workflow 

Status 
Stakeholders Action 

Subsequent 
Workflow Status 

Comments 

1 Draft 

• Consultant 
Coordinator 

• Consultant 
Manager 

Submit Submitted - 

2 Submitted 
• Consultant 

Manager 

Approve Approved 
- 

Return to Draft Draft 

 Expenses Details Report 

Steps 

1. In the module menu, click Projects. 
The Project List page is displayed. 

2. In the navigation pane, expand the project folder, and expand Commitments & Expenses, and then 
click Expenses Form. 
The Expenses Form list page is displayed. 

3. Click Reports, and then click the required report. 
The report is generated and displayed.  

You can generate the following reports: 

• Expense Detail Report 
The Expense Detail Report displays all the details of an expense, both direct and miscellaneous. The 
grid title displays Miscellaneous Expense Pay Items if the Expense Type is Miscellaneous Expenses, 
and Direct Expense Pay Items is displayed If the Expense Type is Direct Expense. 

• List Page Report 
The List Page Report provides a high-level overview view of all the expenses records created for the 
project. The report displays details such as Expense Number, External Ref Number, Purchase Order 
No, Expense Date, Accounting Code, Voucher ID, Expense Details, Expenses Type, and Cost. 
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6 Appendix 

6.1 Attachments 

You can upload attachments, or link files in the Documents folders to every form and workflow transition. 
There is no limitation on the number of attachments or the size of attachments that you can upload in a 
form or during workflow transition. 

Refer to the following topics to upload or link, and access attachments: 

• Attaching Files to a Form 

• Accessing Attachments 

You can download, annotate, and update attachments. 

6.1.1 Attaching a File to a Form 

You can upload files to a form or during a workflow transition. You can also link a file in the Documents 
folders to a form or during a workflow transition. 

Steps 

• To upload files, perform the following steps in the Attachments section: 

a. Click Upload Document. 
The Choose File to Upload dialog box is displayed. 

b. To upload a single file, click the required file. 
Alternatively, to upload multiple files, press CTRL key, and then click the required files. 

c. Click Open. 
The files are uploaded to the form and are displayed in the Attachments section. 

d. In the Title column, enter the titles for the files attached. 

• To link to files in the Documents folders, perform the following steps: 

a. In the ATTACHMENTS section, click Link Document. 

b. Click Masterworks Document. 

c. From the Folder drop-down list, select the required folder where the files exist. 
The list of files in that folder are displayed. 

d. From the list of files, select the required files. 

e. Click OK. 
The files are linked to the form and are displayed in the attachment grid. 

f. In the Title column, enter the titles for the linked files. 

• To link a file in an external storage system, perform the following steps: 

a. In the ATTACHMENTS section, click Link Document. 
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b. Click External Document. 

c. In the URL/Link box, enter the URL to the file in external storage system. 

d. In the Title box, enter the title for the linked file. 

e. Click OK. 
The file is linked to the form and is displayed in the attachment grid. 

6.1.2 Accessing Attached Files 

You can access files that are attached to forms and workflows. 

Steps 

• To access files attached to a form: 

1. In the navigation pane, click the required form. 
The form list page is displayed. 

2. In the tool bar, in the OTHERS group, click Attachments. 
The attachments of all the forms are listed. Various document management features are 
available for attachments. For information on document management features, refer to 
Document Management. 

• To access files attached to a workflow:  

o You can access files attached to a workflow from the Workflow History dialog box.  
For information on viewing the history of workflow transitions of the record, refer to 
Viewing the Workflow History. 

• To download an attachment, click the required document, and then click . 

6.1.3 Deleting Attached Files 

You can delete files that are attached to forms and workflows. 

Steps 

1. To access the required file, perform either of the following steps: 

• Files attached to a form: 

a. In the navigation pane, click the required form. The form list page is displayed. 

b. In the tool bar, in the OTHERS group, click Attachments.  
The attachments of all the forms are listed. Various document management features are 
available for attachments. For information on document management features, refer to 
Document Management. 

• Files attached to a workflow: 
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o You can access files attached to a workflow from the Workflow History dialog box. For 
information on viewing the history of workflow transitions of the record, refer to 
Viewing the Workflow History. 

2. To delete an attachment, click the required document, and then click . 
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