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About

A Change Order adds positive or negative cost items to Expense Contracts and/or extend time. Amendments process
Change Orders for financial encumbrance. For Mentor Contracts, Construction Management work is also approved and
encumbered. All cost lines are grouped by LLW and copied to Master Contract Authorizations.

Notes

The Change Order process can be initiated by either the CM Firm (Contractor proposals under $25K) or the COU Lead
Estimator (Contractor proposals greater than $25K). This guide provides the step-by-step instructions for when the CM
Firm is responsible. Please see the separate guide for when the COU is responsible.

Process Overview

First, the CM Firm creates and submits the Change Order, which is DocuSign approved by the GC, CM PM, and SPO.
Next, the CM Firm compiles the package for COU Director review followed by an approval process based on the dollar
amount. Upon approval, the Operations Manager reviews and PIN signs the Amendment, which is sent to Finance for
encumbrance. Once the Amendment is encumbered, the Change Order is approved for Pay Requests.

Workflow Diagram
Summary Workflow

CAMP Requirements Program Budget Apps
Domain (
Master Master
Cl\gifrtzgt Contract Contract Pay
Authorizations Requisition
Work
Breakdown <
Supplemental Budget
Agreement Transfer
=~ Work Authorization ~Amendment
LLW - / \
Subproject Expense Apps
e Change
xpense Order /
Contract Additional
Work Work
Breakdown 9 /
Pay Request
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Change Order Workflow
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Step-by-Step Instructions

Create Chanie Order

Role Preceding Steps Outcome
Change Issue process is
complete.

CM Firm —> A Change Order is created.

Steps
1. Go to 'Project Finder' > Select Mentor Partition

T:(«: Project Finder Mentar &
“« NEW
@ Project Finder T ALL PROJECTS MY PROJECTS RECENT PROJECTS Q)
#H SCADEVQA > Requirements SELECT
Apps
Rame
Q Search %  Emengency fr r
» Joc & s
B]  Tasks 2
.
E Messages
File Manager
NC  ner

+2),  Add Peraon

Yiou last logged in yestenday a1 1:55 P Easlern Time (LS & Canada)
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2. Select Project

?:: Project Finder 5851-MC0001 - Q262 Electrical Systems ~ /° Danny Zhou
= NEW
E ALL PROJECTS MY PROJECTS RECENT PROJECTS Q

A SCADEVQA > Requirements > Mentor > AECOM > AECOM- Q- DELTA MNTR C15636-C15851 SELECT

Number Name

- C000015851-MC1009 Do Not Use * 7

-> C000015851-MC1002 gati Test proj w z

-> C000015851-MC1004 Net Zero Test 2 LLW * 7

- C€000015851-MC1003 Net Zero Test Subproject w Va

-> C000015851-MC1006 test e 7

&5
Q
B
@ > IC00001 5851-MC0001 Q262 Electrical Syslems? g Va

- C000015851-MC1005 Test for WA Dupe w 7

1.9.38.85 - DEVWEEKLY E

15851-MCO0001 - Q262 Electrical Systems /"

&« Recent Q. search
E Project Finder All Apps All Apps
Administration @ Domain Settings >
Apps
Cost Management Expenses >

Calendar
Document Management r;j_J File Manager

Search

Index Management Q) Getting Started

IF IFA

Q
E Tasks 28 Groups

Messages

m Installed Apps
Expenses
& Issues >
TC TCR
% Licenses
& Issues
LL Lw

Q Configuration @ Locations

() Getting Started \V[§ Materials Catalog
Q Media Manager
+2)  Add Person $ L (¢ l_ =

You last logged in Monday, February 27, 2023 at 5:32 PM Eastern Time (US & Canada) 1.9.38.85 - DEVWEEKLY

4, Select the issue and Click Initiate Change Order button
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é Issues

<00
=

+g\

You last logged in Monday, February 27, 2023 at 5:32 PM Easter

e

Project Finder

Apps

Calendar

Search

Tasks

Messages

Expenses

Issues

Configuration

Groups

Add Person

000015851-M 2 Electrical Systems
Issues Issue Items
B B < New SEND EDIT DELETE HISTORY GOWRL
Q  Defaut v C ¥ [B Issue-Cl00001 Preview DT
[0 & CINumber Subject Expense Contract B ID  Design Number / Package Numl > SECTIONS
v DETAILS
O | cioooo1 test MC0001 - SCA GC 1 PROJECT INFORMATION
: Cl Number €l00001 DETAILS
Subject test ITEMS
Cl Status
COMMENTS
Initiation Date  3/7/2023
Priority Normal REFERENCES
& Location INTEGRATION
Initiated By Danny Zhou - Stellar
v ITEMS
z
CHANGET\
= Initiate Change Order | Close Line

v COMMENTS

1 ltem(s)

e (US & Canada)

5. Click Start Processing button

& Issues

TC

e

Project Finder

Apps

Calendar

Search

Tasks

Messages

Expenses

Issues

Configuration

Groups

Add Person

O  clo0001

O ¥ ¢l Number

1 - Q262 Electrical Systems /' e ?ﬁ;‘"y Zho (m]
Issues Issue ltems
HE R < NEW SEND EDIT DELETE HISTORY GOURL H
Q  Dpefat v C Sr—— a Preview [0 I X

Process

Subject
RIS > SECTIONS
X Select target partition and document type:
test PROJECT INFORMATION
o Source 01-Q262 ELECTRICAL SYSTEMS b
lci DETAILS
Expense Change Orders ITEMS
COMMENTS
Select copies to include in references: RECERENGES
PDF of Initiating document (current state) on the Destination document o INTEGRATION

PDF of Destination document (current state) on the Initiating document

Select references to include:

Type Description Reference Type
Start Processing
v ITEMS
1 Item(s)

1.9.38.85

#% kahua

6.
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Expenses MCO0001 - Q262 Electrical System: Va
<« Contracts Change Orders * Pay Requests
E Project Finder 12 )
é} Change Order * New |
o
o
Apps g Total Save To Calculate... > SE(
@
o= Title
o ‘ DETAILS
test
E Calendar
SCOPE
Total Change Order Amount
Q Sesich $ 1,000.00 DATES & WO
ITEMS
Justification for Change MARKUPS
E Tasks
SIGNATURES
@ (e Date Complete o] COMMENTS
Responsible Party Daisy External REQMT-CM1 - SCA CM Firm 1 REFERENCES
Expenses Linked Issue sl INTEGRATIO
TC TCR v SCOPE

& Issues

Time Estimate (Consecutive Calendar Days)

a Configuration

Scope of Work

42, Groups

+2),  Add Person

You last logged in Monday, February 27, DEVWEEKLY
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Update Change Order

Role Preceding Steps Outcome

Existing Change Order has —> The Change Order is updated.
been created.

CM Firm

Steps
1. Select 'Change Orders' tab > Select Change Order requiring update > Click 'Edit"'

[2] Expenses MCBOD04 S5 TEST &
« Contracts 1 Change Orders Additional Waork Pay Requeg
—— - 2
-
| B SEND Ew ~ DELETE HISTORY & GDURL
Praject Finder
?:: O Defsh v O &  Change Order - 00002 Preview I 12 X
Total  52.500.00
EEE Apps [ contract 4 Humber  Title Griginal Gontract Amount £100,000.00 * SECTIONS
Changes i I —
] MC0450 - AMCo - 55 TEST 00002 Add Cument Contract Amount §100,000,00  TETAILS
Q,  search SOOPE
C]  MCO0450- AJCo- S5 TEST 00001 sETd| TTANS
DATES & WORKFLOW
Bl eeks Contract MCOD4S0 - AJCo - 55 TEST TEMS
. e MARKLIPS
@ Menages Date 5/31/2021 .
Title Add Swings SIGNATURES
@ B Description COMMENTS
Type Client Directive REFEREMCES
Reason Code P-PROGRAM Program Changs
(!) Getting Started Justification for Change INTEGRATION
Date Executed
v BCOPE

+2%  Add Person 2 il Extension (days) 0

You last legged in 1oday at 10:58 Phi Exstem Tim radal} 1.0, 24.97 - DEVWEEKLY E ¥ kahua

2. Update Required Fields > Click 'Save/Close'
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Submit Change Order for Signature

Role Preceding Steps Outcome

Existing Change Order has s The Change Order is submitted

CM Firm been created. to GC for DocuSign signature.

Steps
1. Select 'Change Orders' tab > Select Change Order requiring submission > Click 'Submit for Signature

Expenses €000015851-MC0001 - Q262 Electrical Systems Pl
e Contracts Change Orders Pay Requests
B B SEND EDIT VIEW v HISTORY GOURL §&
Project Finder
E Q  Dpefaut v C h=g Change Order Preview [0 I X
HH Apps [J Contract Change Order Number cit Total $1,000.00
e Original Contract Amount $0.00 2 SECTIONS
: Approved Changes  $0.00
€000015851 - MC0001 - SCA GC 1 - Q262 Electrical Syst 00001 cio PP! 9
o g R Current Contract Amount $0.00 DEJAILS
a Calendar
SCOPE
v DETAILS
DATES & WORKFLOW

Q Search

Contract C000015851 - MC0001 - SCAGC 1 ITEMS

- Q262 Electrical Systems

g Tasks CI Number €100001 MARKUDS

Change Order Number 00001 SIGNATURES

& Date 3/7/2023
Messages COMMENTS

Title test

Total Change Order Amount  $1,000.00 REFERENCES
Expenses Justification for Change INTEGRATION

Date Complete
d) Getting Started Responsible Party Daisy External REQMT-CM1 - SCA

CMFirm 1
Linked Issue test

v SCOPE

Time Estimate (Consecutive Calendar Days) 0

Scope of Work test
1
I Submit for Signature I

1 Item(s)

You last logged in Friday, January 21, 2022 at 10:00 AM Eastern Time (US & Canada) 1.9.38.85 - DEVWEEKLY

Review and DocuSign Change Order - “"TO"” Contact in the Contract

Role Preceding Steps Outcome
The Change Order is DocuSign
approved by the GC.

—> The Change Order is submitted
to CM Firm for Compiling
package

Email with DocuSign link

“TO” Contact in Contract .
received.
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Steps

1. Go to email account (external) > Select email

M Inbox (8) - nycsca.kahua@gmail. X TP o - g
< C (@ @& mailgoogle.com/mail/u/0/#inbox ® QO = » G
it Apps Read
= M Gmail Q  Search mail = @ @ e
o- ¢ : 1-100f10 < > pm-
|— Compose
O Primary A% Social @ Promotions
] Inbox 8
% Starred External REQMT-CM1 . Contractor CMPM SPO Review and Signature Task - External REQMT-CM1 sent you a... 11:22 PM

2. Click 'Review Document' button in email > Check 'l agree to use electronic records and signatures' box (only if
first time using DocuSign) > Click 'Continue' button

Please Review & Act on These Documents DocuSign'

External REQMT-CM1
SCA Sandbox (Development-DEVWEEKLY-8/1/2021 2:13:35 AM)

Please review the Change Order 00002 and render your decision.

Blasea raad tha Flastranin Banard and Ginnatues Niealneiws |
- = OTHER ACTIONS ~
| agree to use electronic records and signatures.

3. Click ‘Signature’ button > Drag Signature in 'Contractor Signature' box > Click ‘Date Signed’ button > Drag Date
in ‘Date:” box > Click Finish

Drag and drop fields from the left panel onto the document 5 OTHER ACTIO|

Q@ a & 8§ 0

[ L LA R L LT TR

" Add swings to playground
FIELDS Total: $2,500.00 Increase: 0 C Days
The Contractor agrees to perform or omit work, as described in this Change Order, for the amount and
# Signature within the scheduled time period as adjusted above. In accepting and executing this
Change Order the Contractor, its heirs, executors, administrators, successors and assigns, hereby release
DS Initial and forever discharge the New York City School Construction Authority, its successors and assigns from
- any and all actions, causes of action, claims and demands whatsoever in Law or in equity which the
L Stamp Contractor ever had, now has or may have against the New York City School Construction Authority in any
I way arising out of the change described above.
(%) Date Signed
!
2 Name I
Contractor Signature Date:
2, First Name I
& LastName CM Authorized Signature: Date:
aa Email Address
@ Company SCA Authorized Signature: Date:
o, Tte v

Page | 11



Compile Package — CM Firm

Role Preceding Steps Outcome
Change Order Package is

The Change Order is compiled.

DocuSigned by GC The Change Order is submitted
to CM PM to DocuSign.

CM Firm

Steps
1. Go to Linked Issue

Expenses C000015851-MC0001 - Q262 Electrical Systems  /°
e Contracts Change Orders Pay Requests
B a SEND EDIT VIEW v HISTORY GD URL 'g‘
E Projest Bder Q  Dpefault v C ¥ [@ Change Order Preview (@ I X
EEE Apps [J  Contract Change Order Number ciy S— Am:::tl 31,023:83 » SECTIONS
[J €000015851 - MCO001 - SCA GC 1 - Q262 Electrical Systems 00001 clo Approved Changes  $0.00 o

Current Contract Amount  $0.00
Calendar

SCOPE
v DETAILS

DATES & WORKFLOW
Search

Contract €000015851 - MC0001 - SCA GC 1 FTEMS
- Q262 Electrical Systems

MARKUPS
|§ Tasks CI Number CI00001

Change Order Number 00001 SIGNATURES
Date 3/7/2023
Messages COMMENTS
Title test
Total Change Order Amount  $1,000.00 REFERENCES
Expenses Justification for Change INTEGRATION
Date Complete
TC TCR Responsible Party Daisy External REQMT-CM1 - SCA
CM Firmg
& Linked Issue
Issues
v SCOPE

[0) Getting Started

Time Estimate (Consecutive Calendar Days) 0

Scope of Work test

v DATES & WORKFLOW

Submit for Signature
1 tem(s)

You last logged in Friday, January 21, 2022 at 10:00 AM Eastern Time (US & Canada) 1.9.38.85 - DEVWEE ™ ¢ kahua

2. Click Edit button and go to References section, click add approval doc

Page | 12



/A Issues C000015851-MC0001 - Q262 Electrical Systems ~ /* Extemal REQMT-CM1

M Firm 1

Issues
< ==

= SEND STORY GOURL

Project Finder 2

= . 2 lssue-Cl00001 preview @ I3 X

@
@

Apps v PROJECT INFORMATION > SECTIONS

PROJECT INFORMATION

<

Messages DETAILS

Cl Number 00001

a Calendar Expense Contract €000015851 - MC0001 - SCA GC 1 - Q262 Electrical Systems
Building ID Q262 DETAILS
Design Number / Package Number  D019286 ITEMS
Q Search
Lw 115244 - ELECTRICAL SYSTEMS COMMENTS
Architect Adam SCA In House AEoR - SCA Sandbox
REF|
g Tasks Contractor Indigo External EXT-GC-1-SCA GC 1 EEERENCES
INTEGRATION

Expenses
Subject test
Cl Status
I TcR Initiation Date  3/7/2023
Priority Normal
& Issues Location

Initiated By Danny Zhou - Stellar
o Getting Started
v ITEMS

DETAILS

Copy Approval Doc to Linked CO

You last logged in Friday, January 21, 2022 at 10:00 AM Eastern Time (US & Canada) = N B3 1.9.38.85 - DEVWEEKLY (] i?)} kahua

/A Issues €000015851-MC0001 - Q262 Electrical Systems ~ /* e xtemal REQMT-CM1 — (@l

Firm 1

Issues
¢ ==

= GOURL B
Project Finder ]
E S lssue-CI00001 Edit (B I X
3
Apps > SECTIONS
RACOMMERTS PROJECT INFORMATION
]  calendar
DETAILS
New comment ITEMS
Q,  search
COMMENTS
REFERENCES
‘g Tasks
INTEGRATION
N
v REFERENCES
Messages
2
UPLOAD  ADD KAHUA DOC ADDCOMPOSITE
Expenses
O TYPE DESCRIPTION CONTRIBUTOR DATE SIZE M
TC TCr v Supporting Document

[0 Supporting Document [} ChangeOrderSignatureReport.00001.en.en.eSigned.pdf ~ Daisy External REQMT-CM1  3/7/2023 3:54 PM 243 KB
& Issues

[0 Supporting Document [} documents.pdf Daisy External REQMT-CM1  3/7/20233:59 PM 165 KB
o Getting Started

v INTEGRATION

CES Bulletin ID

Save/Close v

You last logged in Frid ary 21,2022 at 10:00 AM Eastern Time (US & Canada) 1.9.38.85 - DEVWEEKLY £ kahua

3. Select the documents to be included in the Change Orde Package, use the arrow button on the right to move the
order of documents and make sure the change order docusigned by GC is on the first page. Enter the Filename
and then click OK. Click Save/Close.

Page | 13



/N lssues 00015851-MC0001 - Q262 Electrical Systems /' Dalsy Extomal REQMT. CMY
e Issues
= GOURL &
Project Finder »
E £ lIssue-Cl00001 Edit B I X
@
@
ann
I apps > SECTIONS
pACCNMENT PROJECT INFORMATION
a Create Approval Document
Calendar
DETAILS
Q Seardhs New comm | Filename ITEMS
] Include On Send COMMENTS
é REFERENCES
Tasks Type Description Page Count = Size Is Current
— INTEGRATION
v REFERENCE Supporting Document [} ChangeOrderSignatureReport.00001.en.en.eSignec 2 243 KB Yes
Messages
'Supporting Document [} documents.pdf 4 165 KB Yes A v
Expenses
O TYPE
TC TCr v Supportin
O supp
& Issues
O supp
Add More
(') Getting Started
4
v INTEGRATI
CES Bulletin ID

Save/Close v

You last logged in Friday, January 21,2022 at 10:00 AM Eastern Time (US & Canada)

>

2]

¢§< kahua

1.9.38.85 - DEVWEEKLY

External REQMT-CM1

/N lssues €000015851-MC0001 - Q262 Electrical Systems ~ / e o x
<« Issues
= GOURL &
E Project Finder 2
S lssue- CI00001 «Edit B 30X
2
Apps > SECTIONS
w2 CEALE S PROJECT INFORMATION
ﬁ Calendar
DETAILS
Q s h New comment ITEMS
earcl
COMMENTS
g —_— REFERENCES
asks
INTEGRATION
v REFERENCES
Messages
= UPLOAD  ADD KAHUA DOC AADD COMPOSITE
Expenses
O TYPE DESCRIPTION CONTRIBUTOR DATE SIZE M
TC TCR v Approval Document
[J  Approval Document [ Change Order Package.pdf 3/7/2023 4:05 PM
& * Issues
v Supporting Document
(!) Getting Started [OJ Supporting Document [} ChangeOrderSignatureReport.00001.en.en.eSigned.pdf ~ Daisy External REQMT-CM1  3/7/2023 3:54 PM 243 KB
[0 Supporting Document [} documents.pdf Daisy External REQMT-CM1  3/7/2023 3:59 PM 165 KB
v INTEGRATION X

Save/ Close v

u last logged in Friday, January 21, 2022 at 10:00 AM Eastern Time (US & C:

g
%3 kahua

Click Copy Approval Doc to Linked CO
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& Issues

000015851-MC 1-Q262 Electrical Systems /'

Project Finder

Apps

Calendar

Search

Tasks

Messages

Expenses

TC

TCR

Issues

Getting Started

Expenses

Issues

&«

SEND EDIT HISTORY

Issue - C100001

Issues

GOURL ¥

v PROJECT INFORMATION

Expense Contract

Building ID

Design Number / Package Number

LLw
Architect

Contractor

v DETAILS

Cl Number
Subject test
Cl Status
Initiation Date
Priority
Location

Initiated By

Vv ITEMS

Cl00001

Normal

C000015851 - MC0O001 - SCA GC 1 - Q262 Electrical Systems
Q262

D019286

115244 - ELECTRICAL SYSTEMS

Adam SCA In House AEoR - SCA Sandbox

Indigo External EXT-GC-1-SCA GC 1

3/7/2023

Danny Zhou - Stellar

DETAILS

Preview [0 I X

1.9.38.85 - DEVWEEKLY

> SECTIONS

PROJECT INFORMATION

DETAILS

ITEMS

COMMENTS

REFERENCES

INTEGRATION

]

# kahua

Project Finder

Apps

Calendar

Search

Tasks

Messages

Expenses

TC

TCR

Issues

Getting Started

<« Contracts Change Orders Pay Requests
BE B SEND EDIT VIEW v HISTORY
Q  Dpefaut v C ¥ [ Change Order
[J Contract Change Order Number =~ Cl Num
(] I 000015851 - MCO001 - SCA GC 1 - Q262 Electrical Systems 00001 Cl0000"
v DETAILS
Contract
CI Number
Change Order Number
Date
Title

nuary 21, 2022 at 10:00 AM Eastern Time (US & Canada)

Total Change Order Amount
Justification for Change
Date Complete

Responsible Party

Linked Issue

<

SCOPE

GOURL §&

Preview [0 I X
Total $1,000.00
Original Contract Amount $0.00 > SECTIONS
Approved Changes $0.00
Current Contract Amount ~ $0.00  DETAILS
SCOPE
DATES & WORKFLOW
€000015851 - MCO001 - SCA GC 1 ITEMS
- Q262 Electrical Systems
100001 MARKUPS
oooo1 SIGNATURES
3/7/2023
COMMENTS
test
$1,000.00 REFERENCES
INTEGRATION

Daisy External REQMT-CM1 - SCA
CMFirm 1

test

Time Estimate (Consecutive Calendar Days) 0

Scope of Work

v DATES & WORKFLOW

1 Item(s)

test

DEVWEEKLY
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Review and DocuSign Change Order - CM PM

Role Preceding Steps Outcome
The Change Order is DocuSign
Email with DocuSign link s approved by CM PM.
CMPM received. The Change Order is submitted
to SPO to DocuSign approve.

*See screenshots from “Review and DocuSign Change Order > General Contractor for the four steps below”

Steps
1. Go to email account (external) > Select email
2. Click 'Review Document' button in email
3. Click 'Continue' button
4. Click 'Start' button > Click 'Sign' button > Click 'Finish' button

Review and DocuSign Change Order - SPO

Role Preceding Steps Outcome
Email with DocuSign link The Change Order is DocuSign
s received, and Existing Change s approved by SPO.
SPO Order has been created. Ready for CM Firm to Update
Change Order type is not Change Order package.
ending with W.

*See screenshots from “Review and DocuSign Change Order > General Contractor”
Steps
1. Go to email account (external) > Select email
Click 'Review Document' button in email

2.
3. Click 'Continue' button
4. Click 'Start' button > Click 'Sign' button > Click 'Finish' button

Page | 16



Update Change Order Package

Role Preceding Steps Outcome
Change Order DocuSign Change Order Package is

CM Firm —> approved by GC, CM PM and —> submitted for COU Manager
SPO. review and PIN code signature.

Steps
1. Goto linked issue, click the Edit button, scroll down to References Section following the steps in compile
package step
2. Select the approval document, click the three dots and click Edit button

/A lssues €000015851-MC0001 - Q262 Electrical Systems /' xtemel REQMIT.CM1
e Issues
B B < NEW GOURL B
Project Finder
& Q. pefalt v C ¥ B Issue-CI00001 Edit B I X
HH Apps (= Initiation Date = Priority = Location Initiated By > SECTIONS
[0 ‘GC-1-SCAGC 1 3/7/2023 Normal Daisy External REQMT-CM1 - SCA CM F New comment PROJECT INFORMATION
E Calendar
[ 8Cc-1-SCAGC1 3/7/2023 Normal Danny Zhou - Stellar DETAILS
ITEMS
Q_  search
COMMENTS
v REFERENCES
g Fask REFERENCES
asks
_ INTEGRATION
5= IT  VIEW UPLOAD ADDKAHUADOC e«
ﬁ Messages
O TYPE DESCRIPTION
1 X
B ~ Approval Document REMOVE  DOWNLOAD
Expenses 1
[0 }Approval Document [ Change Orde, ADD COMPOSITE
TC TCcR v Supporting Document '_
[0 supporting Document [ ChangeOrderSignatureRef
& Issues
[0 Supporting Document [} documents.pdf
I "
©  Getting Started O siipporting Doctimert, [) Changs Order Packaga.eS
Vv INTEGRATION
CES Bulletin ID
Save/Close v
2 Item(s)

You last logged in Friday, January 21, 2022 at 10:00 AM Eastern Time (US & Canada) 1.9.38.85 - DEVWEEKLY 3] #f kahua

3. Unselect the old DocuSigned document with GC signature and the other documents. Select the new
DocuSigned document with all parties signature using left side checkboxes. Then click ok. Click Save/Close.

Page | 17



& Issues

C0001 - Q262 Electrical Systems

e Issues
B B < NW GOWRL ¥
Project Finder
& Q  pefat v C ¥ B Issue-Cl00001
Apps [m] Initiation Date ~ Priority Location  Initiated By
[ ‘6c1-SCAGC1 )
a Caléndar Edit Approval Document
[J :GC-1-SCAGC1
Filename
Q Search Change Order Package.pdf
([ Include On Send
E? Tasks pe Description PageCount Size  Is Current
O Supporting Document [ ChangeOrderSignatureReport.00001.en.en.eSignec 2 243 KB Yes A v
Messages
O Supporting Document [ documents.pdf 4 165 KB Yes ANV
) E
peness Supporting Document [ Change Order Package.eSigned.pdf 6 488KB  Yes A v
TC TCR
B
A Issues
Add More
()  Getting Started
— >
v INTEGRATION
S 3

You last logged in Friday, January 21, 2022 at 10:00 AM

2 Item(s)

Eastern Time (US & Canada)

Save/ Close v
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Edit B X

> SECTIONS
PROJECT INFORMATION
DETAILS
ITEMS
COMMENTS
REFERENCES

INTEGRATION

&

*
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4. Click Copy Approval Doc to Linked CO

& Issues

C000015851-MC0001 - Q262 Electrical Systems

7

Daisy External REQMT-CM1

Issues

SEND EDIT HISTORY

GOURL ¥

E Project Finder 2
2 Issue - CI00001
«£
Apps v PROJECT INFORMATION
E Calendar Expense Contract
Building ID Q262
O\ Seaich Design Number / Package Number  D019286
Lw
Architect
é Tasks Contractor
§ Messages v DETAILS
Expenses Cl Number Clooo01
Subject test
Cl Status
TC TR Initiation Date  3/7/2023
Priority Normal
A Issues Location
Initiated By Danny Zhou - Stellar
(!) Getting Started
v ITEMS

Copy Approval Doc to Linked CO I

You last logged in Friday, January 21, 2022 at 10:00 AM Eastern Time (US & Canada)

C000015851 - MC0001 - SCA GC 1 - Q262 Electrical Systems

115244 - ELECTRICAL SYSTEMS
Adam SCA In House AEOR - SCA Sandbox
Indigo External EXT-GC-1-SCA GC 1

DETAILS

Preview

1.9.38.85 - DEVWEEKLY

> SECTIONS

PROJECT INFORMATION

DETAILS

ITEMS

COMMENTS

REFERENCES

INTEGRATION

2]

5. Go to change order and Click 'Submit for Approval'
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] Expenses €000015851-MC0001 - Q262 Electrical Systems /' Extemal REQMT-CM1

CM Firm 1

Contracts Change Orders Pay Requests
&~ ———e
[:=] E SEND EDIT VIEW v HISTORY GOURL B
Project Finder
E Q  pefaut v C & (B Change Order Preview |0 I X
=5 Apps [0  Contract Change Order Number = Cl Num Total $1,000.00
e Original Contract Amount  $0.00 > SECTIONS
[J C000015851 - MCO0O1T - SCA GC 1 - Q262 Electrical Systems 00001 10000 Approved Changes  $0.00 | . o

Current Contract Amount  $0.00
Calendar
SCOPE
v DETAILS

DATES & WORKFLOW
Search

Contract €000015851 - MC00OT - SCA GC 1 \TEMS
- Q262 Electrical Systems

MARKUPS
@ Tasks CI Number 100001

Change Order Number 00001 SIGNATURES

Date 3/7/2023
Messages COMMENTS
Title test
Total Change Order Amount  $1,000.00 REFERENCES
Fpenses Justification for Change INTEGRATION

Date Complete

TC TCR » Responsible Party Daisy External REQMT-CM1 - SCA
CM Firm 1
N Linked Issue test
Issues
v SCOPE

() Getting Started

Time Estimate (Consecutive Calendar Days) 0

Scope of Work test

v DATES & WORKFLOW

1

I Submit for Approval l
1 Item(s)

You last logged in Friday, January 21, 2022 at 10:00 AM Eastern Time (US & Canada) 1.9.38.85 - DEVWEEKLY 73] 4k kahua

COU Senior Director Review and Pin Code Sign

Role Preceding Steps Outcome
COU Senior Director review
and PIN sign is completed.
Change Order is routed to next
user in workflow based on
dollar amount:

o Less than absolute value of

Change Order Approval Doc is — $25K - Operations
updated by CM Firm. Manager.

e Greater than absolute
value of $25K and less than
or equal to absolute value
of S100K - CPO.

e Greater than absolute
value of $100K — VP.

COU Senior Director

Steps
1. Go to 'Tasks'> Select task > Click 'Approve' > Enter PIN > Click 'Continue’
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SCA COU Sr Director

e = active ¥ | NEW SHARE HISTORY
Q= View: Default ~ = View Task [0
E Project Finder -
FROM SUBJECT DATE ASSIG i A EHOVAE DEEUMERT) » SECTION
Apps e ’ ! APPROVAL DOCUMEN
External REQMT-CM1  COU Senior Director Review and Signature Task  5/31/2021 %
(A
] Page1/4
Q& se e =TT
g Tasks
@ Messages
(D Getting Started

1.9.24.97 - DEVWEEKLY E

You last logged in today at 10:43 PM Eastern Time (US & Canada)
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Operations Manager Review AMD and Pin Code Sign

Role

Preceding Steps

Outcome

Operations Manager

The Change Order Package has
been reviewed by the COU
Senior Director and the Change
Order is less than absolute
value of $25K.

OR

The Change Order has been
reviewed by the COU Senior
Director and the Change Order
has been DocuSign by the
Approver based on dollar
amount

Change Order Amendment is
reviewed by Operations
Manager.

Change Order is sent for
encumbrance in Oracle.

Once encumbered, the Change
Order is complete, and the
Contractor can request
payment.

*See screenshots in “Review and Pin Code Sign Change Order Package — COU Senior Director”

Steps
1. Goto 'Tasks'and
2. Select the Task
3. Click 'Approve' button
1

Enter PIN and click 'Continue’

Approve and DocuSign Package - CPO

Role

Preceding Steps

Outcome

CPO

The Change Order has been
reviewed by the COU Senior
Director

The Change Order is > absolute
value of $25k and <= absolute
value of $100k.

Change Order is approved by
CPO.

Change Order is sent to
Operations Manager

*See screenshots in “Review and DocuSign Change Order > General Contractor”

Steps

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

2.
3. Click 'Continue' button
4

Click 'Start' button > Click 'Sign' button > Click 'Finish' button
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Approve and DocuSign Package - Vice President

Role

Vice President >

Preceding Steps

Outcome

The Change Order has been
reviewed by the COU Senior
Director.

The Change Order is > absolute
value of $100K and <= absolute
value of $250K.

Change Order is approved by
VP.

Change Order is sent to
Operations Manager.

*See screenshots in “Review and DocuSign Change Order > General Contractor”

Steps

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

2.
3. Click 'Continue' button
4

Click 'Start' button > Click 'Sign' button > Click 'Finish' button

Vice President Review and Pin Code Sign

Role

Vice President —_—

Preceding Steps

Outcome

The Change Order has been
reviewed by the COU Senior
Director.

The Change Order is greater
than absolute value of $250K.

VP reviewed by PIN code
signing the approval.
Change Order is sent to
President for DocuSign
approval.

*See screenshots in “Review and Pin Code Sign Change Order Package — COU Senior Director”

Steps
1. Goto 'Tasks'and
2. Select the Task
3. Click 'Approve' button
4. Enter PIN and click 'Continue’

Approve and DocuSign Package - President

Role

President >

Preceding Steps

Outcome

The Change Order is greater
than absolute value of $250K.

President review and sign off is
completed.

Change Order is sent for
Operations Manager.

*See screenshots in “Review and DocuSign Change Order > General Contractor”

Steps

1. Go to email account (external) > Select email
2. Click 'Review Document' button in email

3. Click 'Continue' button

4. Click 'Start' button > Click 'Sign' button > Click 'Finish' button
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