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About 
Expense Contracts are agreements between SCA and the General Contractor. 

Workflow Diagrams 
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Step-by-Step Instructions 
Create Hard Bid Expense Contract 

Steps 
1. Go to 'Project Finder' > Select desired project 

 
 

2. Go to 'Apps' > Select 'Expenses' App 

 

 
     
Role  Preceding Steps  Outcome 

ODC 
 

Contract information is known. 
 
Work Breakdown Structure has 
been created. 

 

The Expense Contract is 
created. 
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3. Select the 'Contract' tab > Click 'New' > Enter required fields (See 'Enter Contract Details' below for specific data 
entry details) > Click 'Save/Close' 

 
 

Enter Contract Details 

Steps 
1. Title: Enter the contract title 
2. From Contact: Select the SCA Vice President from the dropdown 
3. To Contact: Select the General Contractor from the dropdown 
4. Not to Exceed Amount: Enter the Not to Exceed Amount 
5. Scope of Work: Enter the contract’s scope of work 
6. Items: Insert a row into the table using the 'Insert' button for each LLW associated with the contract 

Cost Code – Select the LLW 
Desc – Enter the LLW description 
Total – Enter the allocated amount for that LLW  

7. Finance PO Code: Enter the finance PO code 
8. Finance Vendor Code: Enter the vendor code 

 
 

 
 

 
     
Role  Preceding Steps  Outcome 

ODC 
 

Expense contract created. 
 

Contract details are entered. 
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Update Expense Contract 

Steps 
1. Select the desired contract to update > Click 'Edit' 

 
 

2. Update fields as required > Click 'Save/Close' 

 
 

 
 
 

 
     
Role  Preceding Steps  Outcome 

ODC 
 

Expense contract exists. 
 

Expense contract is updated. 
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Finalize Contract 

Step 
Select expense contract > Click 'Finalize' 

 
 

Import CSI Codes 

 
 
 
 
 
 

 
     
Role  Preceding Steps  Outcome 

ODC 
 

Expense contract exists. Cost 
items sum is not greater than 
the 'Not to Exceed' amount. 

 

Expense contract is finalized. 
Message sent to PO to request 
access for GC and AEoR. 
Contract can only be unlocked 
and edited by the CM 
Facilitator and CAMP Admin. 

 
     
Role  Preceding Steps  Outcome 

AE Facilitator 
 

CSI Import Spreadsheet. 
 
Project has been created. 
 
Note: This step can be 
performed as soon as the 
Project is created but needs to 
be completed before the SOV 
is sent to the Contractor 

 
CSI Codes are uploaded. 
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Example CSI Import Spreadsheet

 
 
Steps 

1. Go to 'Apps' > Select 'CSI Codes' app 
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2. Select 'More' > Select 'Import' 

 
 

3. Select the file to upload > Click 'Ok' 
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Example of Imported CSI Codes 

 
 

Process to SOV 

Steps 
1. Select the desired contract to update > Select 'Process to SOV' 

 

 
     
Role  Preceding Steps  Outcome 

PO 
 

Expense contract has been 
finalized. 
 
Contractor, PO, and SPO are in 
the project roster. 
 
CSI Codes are imported. 

 
SOV Breakdown created. 
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2. Select 'Save/Close' 

 
 

Break Down SOV Items 

Steps 
1. Select the SOV Breakdown item > Select 'Edit' 

 

 
     
Role  Preceding Steps  Outcome 

Contractor 
 

SOV Breakdown has been 
created.  

SOV items are created. 
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2. Select the pop-out button in the Commitment Items section 

 
 

3. Select the pop-out button for the desired LLW 
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4. Select the pop-out button in the SOV Items section 

 
 

5. Adding Items: Select 'Insert' to create a new SOV item > Enter required fields: CSI Code, Description, Amount 
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6. Deleting Items: Click on the checkbox next to the desired item > Select 'Delete' 

 
 

7. Click the 'X' button to exit out of the pop-up screens. 
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8. Select 'Save/Close' 

 
 

Submit SOV Breakdown 

Step 
Select the SOV Breakdown > Select 'Submit' 

 
     
Role  Preceding Steps  Outcome 

Contractor 
 

SOV items have been created. 
 
All commitment items have 
been fully allocated. 

 

SOV Breakdown is submitted 
to the PO and SPO for 
approval. 
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Approve SOV Breakdown 

Steps 
1. Go to 'Tasks' > Select the SOV Breakdown Approval Task > Click 'View Source Record' 

 
 
 

 
     
Role  Preceding Steps  Outcome 

Order: PO > SPO 
 

The SOV Breakdown is 
submitted by the Contractor.  

SOV items are approved and 
ready for pay request. 
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2. Select the 'View' button 

 
 
 

3. Review the SOV Breakdown 
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4. Go to 'Tasks' > Select the SOV Breakdown Approval Task 

 
 

5. Select 'Approve' > Enter PIN code > Click 'Continue' 
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Reject SOV Breakdown 

Steps 
1. Go to 'Tasks' > Select the SOV Breakdown Approval Task > Click 'View Source Record' 

 
 

2. Select the 'View' button 

 
 

 
     
Role  Preceding Steps  Outcome 

PO, SPO 
 

SOV Breakdown submitted by 
the Contractor.  

The SOV Breakdown is 
returned to the previous step. 
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3. Review the SOV Breakdown 

 
 

4. Go to 'Tasks' > Select the SOV Breakdown Approval Task 
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5. Select 'Reject' > Enter the reject reason > Click 'Continue' 

 
 


