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About 
Expense Contracts are agreements between the Construction Management Firm and the General Contractor.  

Workflow Diagrams 
Summary Workflow 
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Mentor Expense Contract Workflow 
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Process Overview 
Once the Expense Contract is submitted, the Recommendation to Award (RTA) is approved by the CM PM followed by 
SCA approval, see Notes.  Next, a Work Authorization is approved and encumbered. For Mentor Contracts, Construction 
Management and General Conditions are also approved and encumbered with the Work Authorization.  All cost lines are 
grouped by LLW and copied to Master Contract Authorizations.  Next, the Contract is signed, and the CM Program 
Manager issues a Notice to Proceed.  This is followed by updating the SOV distribution.  Once these steps are completed, 
work may commence, and Pay Requests may be submitted. 

Note 
This training guide follows the workflow for a Mentor Contract with CPO approval of the RTA.  The only workflow 
difference for LSP Contracts is the RTA approval is PIN signed by the Director of Operations, SPO, CPO, and VP of 
Construction. 

Step-by-Step Instructions 
Create Mentor Expense Contract 

Steps 
1. Go to 'Project Finder' > Select desired Subproject/Project 

 

 
 
 
 
 
 
 
 

 
     
Role  Preceding Steps  Outcome 

CM Firm 
 

Contract information is known. 
Work Breakdown is entered at 
Program and Subproject level.  

The Expense Contract is 
created. 
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2. Go to 'Apps' > Select 'Expenses' App 
 

 
 

3. Select the 'Expense Contract' tab > Click 'New' > Enter required fields, add cost items, and upload backup 
information in References > Click 'Save/Close' 
 

 
 
  



7 | P a g e  

Update Mentor Expense Contract 
 
     
Role  Preceding Steps  Outcome 

CM Firm 
 

Existing Expense Contract is 
available.   

The Expense Contract is 
updated. 

Steps 
1. Go to 'Project Finder' > Select desired Subproject/Project 

 

 
 

2. Go to 'Apps’ > Select 'Expenses' App 
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3. Select the 'Contracts' tab > Select the expense contract > Click 'Edit' 
 

 
 

4. Modify the details > Click 'Save/Close' 
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Submit for Approval 

Steps 
1. Go to 'Project Finder' > Select desired Subproject/Project 

 

 
 

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

 

 
     
Role  Preceding Steps  Outcome 

CM Firm 
 

Project is finalized. Sum of cost 
items value is not greater than 
the 'Not to Exceed' amount.  

Recommendation to Award GC 
Contract is sent to CM PM for 
PIN code approval. 
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3. Select the 'Contracts' tab > Select on the expense contract requiring submission > Click 'Submit for Approval' 
 

 
 
Approve RTA – CM PM 

Steps 
1. Go to 'Tasks' > Click 'Approve Request for Recommendation to Award GC Contract and pin code sign' subject > 

Click 'Approve' button > Enter Pin Code > Click 'Continue' 
 

 

 
     
Role  Preceding Steps  Outcome 

CM PM 
 

Recommendation to Award GC 
Contract has been submitted 
for approval.  

Recommendation to Award GC 
Contract is sent to CPO for PIN 
code approval. 
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Approve RTA – CPO 
 
     
Role  Preceding Steps  Outcome 

CPO 
 

Recommendation to Award GC 
Contract has been approved by 
CM PM.  

Recommendation to Award GC 
Contract is sent to Operations 
Manager for Work 
Authorization Review. 

*Same as steps for CM PM. Reference previous step and screenshots. 
1. Go to 'Tasks' > Click ''Approve Request for Recommendation to Award GC Contract and pin code sign' subject 

> Click 'Approve' button > Enter Pin Code > Click 'Continue' 

Alternate Step: Decline RTA 

Steps 
1. Go to 'Tasks' > Click 'Approve Request for Recommendation to Award GC Contract and pin code sign' subject > 

Click 'Decline' button > Enter reason in 'Decline Reason' pop-up window > Click 'Continue' 
 

 
 
  

 
     
Role  Preceding Steps  Outcome 

Approvers 
 

Recommendation to Award GC 
Contract has been submitted 
for approval.  

Recommendation to Award is 
sent back through the 
Approvers to the CM Firm. 
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Review and PIN Sign Work Authorization 
 
     
Role  Preceding Steps  Outcome 

Operations Manager 
 

Recommendation to Award GC 
Contract has been approved by 
CM PM and CPO.  

Work Authorization is sent for 
system check and 
encumbrance in Oracle. 

*Same as previous two steps for CM PM and CPO Approval. Reference previous step and screenshots. 
1. Go to 'Tasks' > Click Task > Click 'Approve' button > Enter Pin Code > Click 'Continue' 

DocuSign Mentor Expense Contract – CM PM 
 
     
Role  Preceding Steps  Outcome 

CM PM 
 

Expense Contract is 
encumbered in Oracle.  

Mentor Expense Contract is 
sent to GC for DocuSign 
signature. 

Steps 
1. Go to email account > Select email > Click 'Review Document' button in email 

 

 
 

2. Click 'Continue' button.  Note. For First Time using DocuSign: 
a. Check 'I agree to use electronic records and signatures' box  
b. Select desired signature details 
c. Click the 'Adopt and Sign' button 
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3. Scroll down to page CC-8.  Follow tasks 1 through 11 as a minimum to DocuSign the Contract.  Step 4 provides 
additional tasks that may be needed during the Contract signing. 
 

 
 
Click ‘Signature’ > Click on signature line > Click ‘Date Signed’ > Click on Date line > Scroll down to page CC-9 
 

 
 
Click ‘Signature’ > Drag signature to signature line > Click ‘Date Signed’ > Drag date to Date line > Click ‘Finish’ 
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4. The following additional tasks may be necessary during contract signing. 

 
On Page CC-3, Click ‘Text’ > Drag the text box to the date line > Enter the date for the CM’s solicitation letter. 

 
 
On page CC-3, Click ‘Text’ > Drag the text box to the Dollars line > Enter the liquidated damages amount for 
each continuous calendar day. 
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On Page CC-9, Click ‘Text’ > Drag the text box to the Addendum line > Enter the Addendum Number > Click 
‘Text’ > Drag the text box to the Date line > Enter the Addendum Date > Continue as necessary. 

 
 

 

DocuSign Mentor Expense Contract – “FROM” Contact listed in Contract 
 
     
Role  Preceding Steps  Outcome 
“FROM” Contact listed in 
Contract  

Expense Contract is DocuSign 
approved by CM PM.  

DocuSign sent to the “TO” 
Contact in the Contract 

 
Steps 

1. Go to email account > Select email > Click 'Review Document' button in email 

 
 

 
2. Click 'Continue' button.  Note. For First Time using DocuSign: 

d. Check 'I agree to use electronic records and signatures' box  
e. Select desired signature details 
f. Click 'Adopt and Sign' button 
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3. Click 'Start' button. 
 

 
 
Click ‘Sign’ on page CC-8. 
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Click Sign on page CC-9. 
 

 
 
Click Finish 
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DocuSign Mentor Expense Contract – “TO” Contact listed in the Contract 
 
     
Role  Preceding Steps  Outcome 

“TO” Contact listed in Contract 
 

Expense Contract is DocuSign 
approved by “FROM” Contact  

Mentor Contract is DocuSign 
approved. 
CM PM receives a Kahua 
notification to issue NTP. 

Follow DocuSign Process listed on page 15. 
 

Issue Notice to Proceed 
 
     
Role  Preceding Steps  Outcome 

CM PM 
 

Mentor Contract is 
DocuSigned.  

Notice to Proceed is complete. 
GC can commence work. 

1. Select the ‘Expenses’ App > Select the 'Contracts' tab > Click on the Expense Contract requiring NTP 
submission > Click 'Issue NTP’. 

 

 
2. Go to 'Tasks' > Click Task subject > Click 'Approve' button > Enter PIN > Click 'Continue' 
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Steps 

Update SOV Distribution 
 
     
Role  Preceding Steps  Outcome 

CM Firm 
 

CM PM issues Notice to 
Proceed.  

SOV Distribution is updated. 
Approval Task sent to CM PM. 

Steps 
1. Go to ‘Expenses’ application > Click on the Contract > Click ‘Edit’ 

 

 
 

2. Update the Cost Items (Insert Items, Select Cost Code, Enter Description, Enter Total) to match the desired 
Schedule of Values. > Save/Close > Submit for approval 
 
Note. The updated Cost Items must equal the approved Amount 
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Approve SOV – CM PM 
 
     
Role  Preceding Steps  Outcome 

CM PM 
 

SOV Distribution is updated. 
 

Approval Task sent to SPO. 

 
Steps 

1. Go to 'Tasks' > Click ‘Pin Sign SOV Approval’ subject > Click 'Approve' button > Enter Pin Code > Click 
'Continue' 
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Approve SOV - SPO 
 
     
Role  Preceding Steps  Outcome 

SPO 
 

CM PM approval of SOV. 
 

CM Firm can request payment 
or submit change order. 

Steps 
1. Go to 'Tasks' > Click ‘Pin Sign SOV Approval’ subject > Click 'Approve' button > Enter Pin Code 3030 > Click 

'Continue' 
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Request Unlock 
 
     
Role  Preceding Steps  Outcome 

Operations Manager 
 

The work authorization has 
been sent for budget check 
and encumbrance but has not 
been encumbered in Oracle. 

 
An unlock request is sent to 
Finance. 

Step 
In the Expense Contracts application, select the contract > Select ‘Request Unlock’ 
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Approve Unlock Request - Finance 
 
     
Role  Preceding Steps  Outcome 

Finance 
 

Operations Manager requests 
unlock.  

Expense Contract is unlocked 
and can be updated for 
resubmission. 

 
Step 

Go to 'Tasks' > Click ‘Request of Unlock the Contract’ subject > Click 'Approve' button > Enter PIN Code> Click 
'Continue' 
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