[bookmark: _GoBack]eConstruction Change Order Review Quick Start Guide
1. Starting the Review Process
2. 
Select a Reviewer



Create CO in Site Manager









3. Accessing Your Task – Follow the Links in the Email Notification to the Task or your Task List.
[image: ]

4. Accessing Your Task – Logging In
[image: ]When using iPhone or iPad in ‘Private Browsing’ mode, you may receive a message indicating that your version of Safari is not supported.  You can continue by clicking on ‘Continue Unsupported’ or by using normal browsing mode on your device.
Unsupported Safari Message
You may be prompted to Log In to the eConstruction BPM.  
You will be prompted for your KYTC User Credentials if you select Active Directory. 
Selecting ADFS will take you directly to your task or task list based on the link selected.



5. Accessing Your Task – The Task List
[image: ]
Select and open your task



6. Reviewing the Change Order
[image: ]Scroll Bar navigates up and down

Navigate to Change Order pages









7. Change Order Creator Review – Submit Your Decision
[image: ]
a. Navigate to the Approval Section
b. Enter Contractor Contact Name and Email (Mandatory)
c. Upload Supporting Documentation (Optional)
· File Size Limit 25 MB.  Larger Files should be uploaded to Project Wise
d. If you are the Section Supervisor, select Yes
· Select your decision (as the Section Supervisor)
i. Approve – moves the Change Order to the next line reviewer
ii. Rework – indicates that additional updates must be made in Site Manager.
e. If you are not the Section Supervisor, verify that the populated Section Supervisor is correct.
· Select your decision (as the Change Order Creator
i. Approve – moves the Change Order to the next line reviewer
ii. Rework – indicates that additional updates must be made in Site Manager.  If Rework is selected as your decision, you must enter comments in the General Comments box and select ‘Add Comment’. 
· If not correct, select a Section Supervisor using the select Button
f. Verify that all pre-populated reviewers are correct.
· If not correct: select using the select Button next to each reviewer
· Note – you must use the select button, the Name and Email fields are read only.
g. Select Submit



8. Draft Review – Submit Your Decision
[image: ]
a. Navigate to the Approval Section
b. Select your decision
a. Approve – sends Change Order to the next line reviewer
b. Rework – sends email to Change Order Creator to make updates in Site Manager and ends the Draft review process until those updates are made.  Comments are required if Rework is selected as the decision.  Enter comments in the General Comments box and then select ‘Add Comment.
c. Review – should be selected as your decision if you see updates are highlighted that you feel should be re-reviewed by prior reviewers.  Comments are required if Review is selected as the decision.  Enter comments in the General Comments box and then select ‘Add Comment. 
c. Select Submit

9. Pending Review – Submit Your Decision
a. Navigate to the Approval Section
b. Select your decision
a. Approve – sends Change Order to the next line reviewer
b. Rework – sends email to Change Order Creator to make updates in Site Manager and ends the Draft review process until those updates are made.  Comments are required if Rework is selected as the decision.  Enter comments in the General Comments box and then select ‘Add Comment.
c. Select Submit



10. CO Manager Final Approval
[image: ]Select Notification Recipients

Indicate Final Approval Complete





a. The final approval of the Change Order is made by the CO Manager in Site Manager.
b. The CO Manager is assigned a task when the Change Order is ready for this approval.
c. This task will not be assigned until the Fund Manager indicates that Funds are available.
d. The CO Manager selects one or more individuals who are to be notified via email when the CO is approved
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My Draft Change Orders

Ul e LT | Draft Change Orders | Have Reviewed (0)

o Task Name Y DueDate Process Instance Name
5] Distriet Branch Manager Review 2017/08/03 16:03:00 ContractiD 000002 CO# 013
o Contractor Draft Review 2017/08/03 14:35:00 ContractiD 000002 CO# 013
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Draft Change Order Report

g s e
N [

= ] E ]
e—— .

= ] =0 ]

Conacr
o AT PG o N Ao ST )

Convastor Az Line 1

e eaeT rrosTom R ] ]
———— [

) T )
[ Roatirs
o o e ] [omoumon oo R ) ]
Crarge O Dsergion

[Foroe in Sarvios Cannecton: iess 2 Grannl Linng

Chinge Grsr Trms Adusiment Daye [ C—

Time Adustment Expansion
[Change e Speited Dsie of Compaton Fom 11/172017 85 Spacifed In e corvact o 111372017 “A el Increase o 1 Dsy" Base on e cost 50 o e oiginsl corivact e (513,480,633 00 Gvided by 15 calendar deys = 526 65375 » ime atanson ‘

/o1 calandar oy, (513,575 14 dhided by 525,986.73.=0.63). i ganted for scidiona work.

‘Standard Explanations Applied o Al Line ltems

There e o e avaisbie

{027) Al items shallinoudeall Iabor, equipment,mateials, and overhea necessary to complete 3l fems of work.

Detaiied Explanations to AllLine tems

There e o e avaisbie

[Fritor esig LN Jjiem Code __Jjtem Description TRuantty ot JnitPrice et Change \‘
|pezziocaEslpees et ot TEVCLoPEAN STONE R R 2220 Tron e 0000 ]

===





image5.png
Draft Change Order Report

‘Contractor Contact Name* ‘Contractor Contact Email* Upload Supporting Documentation

The fles will be lsted here.

Creator Review Are you the Section Supervisor?* .
Oves @No
Grestor Name Crestor Approvel Date
[ierampaon ] [poreorr
Crestor Emai Crestor Approval
[stompson@ygor | ©aspore Orenorc
Section Supervisor Approval ‘Section Supervisor*
‘Secton Supervisor Emil
Genersi Comments
Comment 7] user 7| ose b2
NoRecords Found B
District Branch Manager Approval District Branch Manager





image6.png
Draft Change Order Report

[EE—
RE—
Contractor Draft Approval ‘Goniractor Gontsct Neme. Goniractor Approvsi - st
[ | Croman O vk
— [— ——

[ ] (oot

No Racorcs Found





image7.png
CO Manager Final Review

Final Approval”
) Completein Site Manager

e User Name Emai Adaress

‘General Comments

No Records Found 5





image1.png
Wed/2/2017 209 P

eConstructionBPM.Admin@ky.gov
Draft CO Requires Review - ContractlD 000001 CO# 001
To. Ml John T (cYTC); M Thompson, Sandy (YTC)

© This message ws sent with High importance

AKYTC DRAFT Change Order has been assigned to you for review.
Click here to begin your review for this task.

Click here to go to your task st

‘This is an automated email, please do not reply.

CONFIDENTIALITY NOTICE: This e-mail and any attachments are confidential. If you are not the intended recipient, you do not have permission
to disclose, copy, distribute, or open any attachments.
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