Internet State Construction Office Project Environment
(InterScope)

Electronic Change Order Processing

April 27, 2015

Abstract

This manual describes the process of electronic Change Order processing in InterScope Release 7.5



State of North Carolina - State Construction Office — Inferscope Release 7.5 — Electronic Change Order Processing

TABLE OF CONTENTS

(O Y4 T Y 1 3
N = N 3
WV ORKFLOW AUTOMATION. 111ttt ettt ettttsttaeestesatesstase st esaasssa s saa s sba e sas et aassba e s et s ba e sasesaa s s ba e sasssaassba s san s s b sesa s saasssbasesnssssnsssnsenen 3
L T A =1 15T 3
CHANGE ORDER VW ORKFELOW......utittuitttetttetstetttesanesssssesuesssssta e sassssassssssstansssaesssstsssetssesnesstressetsneesttessnetsieeetntetneeneeaer 4

LTI N LR T 17N w1 = 5 T 5
NEW ACCOUNT INSTRUCTIONS FOR DESIGNERS ....uuuiiieuuieiettteeieteessesseesetseeesasaessssasetetaessessaetetaeetataeesesasesereeeertsesrssseeseras 5
NEW ACCOUNT INSTRUCTIONS FOR CONTRACTORS .. .ceuuutiiitteteetetnestsssseesetanseeasaetessasesetaeteestaetstaeereta e teteteeretaresrsneeereres 6
NEW ACCOUNT INSTRUCTIONS FOR OWNER AGENCIES .....ciituueeiietteeeetteesetaeeseataessssasesstasessessnetssaeeretaeasesatesersaeersrseesrssnseeseres 8

ACCESSING INTERSCOPIE ...ttt et e et e e et e e et e st b e ettt e s e s e b e e et e s aa e e aa e eaa e e e b e e aa e san e e st s e aassbaseensanen 9

ENTERING CHANGE ORDERS ... .ottt ettt e e et e et e et ettt et e e et et et e et e eaa e s sba e e ta et aa s s ba e sanssebsetnsssansastnsns 11
STEP 1 — FINDING THE CONSTRUCTION CONTRACT .ttt ttttttttettnetttntettetaasstasesanssasasessetanestaresaetan sttt e ttsteesneranesstsreseesseerrnreres 11
STEP 2 — SELECTING AND OPENING THE CONSTRUCTION CONTRACT ..ttutitttiitnititeettetaneetteesassansstasesansssteesneraeestreseesseeesnseres 12
STEP 3 — ENTERING THE CHANGE ORDER INFORMATION ...uuituutttntetttetsasttsesanssssnsessesanessssesssssnsstasesatssseesneraneestoreneseen 15
STEP 4 — ENTERING CHANGE ORDER PROPOSALS (PCOS).....utiiiiiiiiie ettt ettt ettt ettt e e st e e e 16
STEP 5 — SAVING THE NEW CHANGE ORDER. .. .ctuittuiittiitteitnettteettetaasttaesastsseessetan sttt etan sttt eernreeesneernrere 19
STEP 6 — EDITING THE NEW CHANGE ORDER......uuiituuiittittteitetttntettetsa sttt staseessetanstt s etsn ettt 20
STEP 7 — SUBMITTING THE CHANGE ORDER FOR REVIEW ....cuuiittiittiittettiestetstesstessnessteessesssesstatesaessteeessierseestnresnessieee 21

REVIEWING AND APPROVING CHANGE ORDERS ... oottt et e s e et et e st e et e s e s et s e saneaeaaas 23
CHANGE ORDER SEQUENCING ... cttuittutttttttteettuestetssasssuersessteessetsnesstaressttsstesseraeetreett .. 23
STEP 1 — RECEIVING AND RESPONDING TO THE ALERT .uuituiituiittiettetttetttestetstssstessnessteessessseesttesaetstneesiereestoree 23
STEP 2 — APPROVING OR REJECTING THE CHANGE ORDER ....uiituiittiitiietttiettetiessttiesanessteestesstesstasesanssstsessesaneestresstessneessnnenes 24

Page 2



State of North Carolina - State Construction Office — Inferscope Release 7.5 — Electronic Change Order Processing

Overview

InterScope Release 6.5 contains new features for the processing of electronic project documents.

These features include the ability to enter, edit, submit, accept and store Cost Estimates (OC-25), Designer and Contractor
evaluations, Change Orders (OC-24) and all supporting documentation electronically.

This manual deals only with the processing of electronic Change Orders. Comparable documents are available (or are soon
to be available) for Cost Estimates and Evaluations.

Audience

This manual is intended for use by Designers, Contractors, Owner agencies and State Construction Office Project Monitors.

Since the Designer is the originator of change order requests, the bulk of this manual deals with the entry and edit of detail
Change Order information from the Designer’s viewpoint.

The roles of the Contractor, Owner and Monitor involve receiving and responding to email alerts, reviewing and approving

change orders. These are described in later sections of the manual.

Workflow Automation

The business of processing electronic forms within InterScope is handled through the use of workflow automation.
This involves a sequence of steps which are executed by the various project participants.
In InterScope project roles are defined as: Designer, Contractor, Owner Agency and State Construction Office Monitor.

Workflow steps include such activities as creation, submission and approval of documents. As each step is completed, the
workflow advances to the next step alerting the project participant responsible for the next step.

An audit trail is also kept identifying the user and completion time of each step. If at anytime, a step involves a rejection, the

workflow is designed to return to a prior “restart” step for continued processing.

Email Alerts

A key element of workflow automation is the ability to communicate with workflow participants during workflow execution.
InterScope uses email alert notifications defined for each workflow step.

Alert notifications can be based on workflow participation (or Role), User group, or specific Userld. They are sent to the email
address registered to the user account of each project participant.
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Change Order Workflow

The Workflow for the Change Order processing appears in the following diagram. The remainder of this document covers the
details of the workflow processing and interactions with InterScope release 6.5.

State Construction Office - Interscope Change Order Processing

| WORKFLOW STEP | | DESIGNER | | conTRACTOR | | OWNER | | MONITOR || INTERSCOPE |
1 Designer creates Change Order (1) Creates Change Order PCOs
with Supporting documentation
2 Designer submits CO for review (2a) - Submits Change Order (2c) Receives Alert (2c) Receives Alert (2c) Receives Alert (2b) Sends Email Alert to:
Contractor
Owner
Monitor
3 Contractor Reviews and Approves (3c) Receives Alert (3a) Approves CO (3b) Sends Email Alert to:
Designer
4 Designer Reviews and Approves (4a) Approves CO (4c) Receives Alert (4b) Sends Email Alert to:
Owner
5 Owner Reviews and Approves (5a) Approves CO (5¢) Receives Alert (3b) Sends Email Alert to:
Monitor
6 Monitor Reviews and Approves (6¢) Receives Alert (6¢) Receives Alert (6c) Receives Alert (6a) Approves CO (6b) Sends Email Alert to:
Contractor
Owner
Designer
Figure 1
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Getting Started

Each project participant must establish an active user account in InterScope.
This can be accomplished by accessing the following URL and completing the Request Logon sequence (Figure 8 on page 9)

http://www.nc-sco.com/Interscope

New Account Instructions for Designers

Follow these steps for creating a new Designer user account;

1 — Select Designer in the User Type field. This will display the entry form in Figure 2.

2 — Complete the form for the fields indicated.

Note: It is important the that email address entered for the Firm be one that represents the firm directly and is not necessarily
defined for a particular individual since all communication from InterScope for this account will be sent to the email address on

file.

3 — Click Submit. A request will be sent to the InterScope Administrator who will review your request, verify the information
against the data in InterScope, activate your account and send an email notifying you that the account has been activated.

Note: A user account cannot be established for any firm that does not have prior or current approved and active
construction projects setup in InterScope.

InterSCOPE = State Construction Office - Project Environment

Mew User Logon

User Type: O State Employee @ Designer O Contractor

Design Firm: | |

Address: | |
City & State: | |

Phone: [ I Eyample: (800) 565-1212
License # |:|

User Type: QNCBA O NCBELS O NCBOLA O Other

Full Name: | |

Emai:|

Phone: | |Example: (219) 207-4100
Confirm Password: I:I

[ Subrnit H Cancel ][Help] First Time Uisers Please see Help

Enter Firm and User information. All fields are required.
Contsct Administrator
Relezss: 8.5.1-201002 ght ® 2009, 2010

State of Morth Carclins :: Stste Construction Office

Figure 2
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New Account Instructions for Contractors

Note: Any Contractor requesting to use InterScope must first be registered with Vendor Link, the Interactive
Purchasing System. InterScope uses Vendor Link to obtain verifiable name and address information.

To register with Vendor Link, access the following URL and complete the Vendor Registration process:

https://www.ips.state.nc.us/IPS/vendor/vndpubmain.asp

Once you have received notification that your Vendor Link registration has been completed, you may request a logon for
InterScope.

Follow these steps for creating a new Contractor user account:

1 — Select Contractor in the User Type field. This will display the entry form (see Figure 3).

2 — Click on the Search VendorLink button. This will display the search page in (see Figure 4).

3 — Enter the first 3 letters of your company name and press Search. This will display search results (see Figure 5).

4 — Find your company listing in the search results and press Select. This will fill in your company information and return you
to the account request form (see Figure 6).

6 — Complete the remaining fields on the form and press Submit.
Note: It is important the that email address entered for the Firm be one that represents the firm directly and is not necessarily
defined for a particular individual since all communication from InterScope for this account will be sent to the email address on

file.

7 - Arequest will be sent to the InterScope Administrator who will review your request, verify the information against the data
in InterScope, activate your account and send an email notifying you that the account has been activated.

Note: A user account cannot be established for any contractor that does not have prior or current approved and
active construction projects setup in InterScope.

InterSCOPE = State Construction Office - Project Environment

New User Logon

User Type: O State Employee @] Designer & Contractor

HUBVendor | Search vendorLink |

Contact:

Username:
Full Mame:
Email:
Phone: Example: (919} 807-4100
Password:
Confirm Password:

[ Submit ” Cancel ][HEID] First Time Users Please see He

Press 'Search VendorLink' to select your Contractor information.
Only HUE Certified Vendors can request a logon.
To register and become cerified, go to Vendor Link
Contact Administrator
Release: 6.5.1-2010022 yright © 2009, 2010

State of Morth Carclina :: State Construction Cffice

Figure 3
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Inter SCOPE :: State Construction Office - Project Environment

HUB VendorLink Search

Enter the first 3 letters of your company name, then press[3earch] to locate your Vendor Link record.

Cuntrac’mrName:| |
[ Search ][ Cancel ]

All fields are required,

Figure 4

Inter SCOPE = State Construction Office - Project Environment

HUB VendorLink Search

Enter the first 3 letters of your company name, then press[Search] to locate your Vendor Link record.

Contractor Name ‘Gene |

Search || Cancel
;[Firstfﬁrev] 1,2, 3 [Next/Last]
:| Company ¢| Contact
Hame:  Jordan, Gene
Gene Jordan Appraisal Services Phone:  (818)231-3212x
P.0. Box 14108 Fax: (91912314077
Raleigh, NC 27620 TolFres:
Email: genejord@belzouth.net
Mams:  Westman, Keith
General ASP : AppliTrack Phons: (B47)475-2283x 108
8001 Lincoln Avenue : Suite T04 Fax:
Skokie, IL 50077 TolFres:
Email: keith@generalasp.com
Mams:  Ortega, Ana
General Biemedical Servics, Inc. Phone:  (504)458-B557 x
1900 25th Street Fax:  (300)558-5448
Kenner, LA 70062 TolFree:

Email: info@generalbiomsdical.com

Figure 5

Inter SCOPE = State Construction Office - Project Environment

New User Logon

User Type: O State Emplovee O Designer & Contractar

IUsername: |gsystems

Full Mame: |Genera| Systems |

Email:|inf0@genesystems.com

Phone: |(219) 555-1212 |Example: (919} 807-4100

Fassword:

Confirm Passwaoard:

[ submit ] [ Cancel | (Help | First Time Users Please see Helg

Contact Administrator
Release: 8.5.1-20100228 Copyright @ 2008, 2010
State of Worth Carclina :: State Construction Cffice

Figure 6
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New Account Instructions for Owner Agencies

Follow these steps for creating a new Agency user account:
1 — Select State Employee in the User Type field. This will display the entry form in Figure 7.
2 — Select your Department and Agency from the drop down lists and complete the remaining fields as indicated.

3 — Click Submit. A request will be sent to the InterScope Administrator who will review your request, verify the information
against the data in InterScope, activate your account and send an email notifying you that the account has been activated.

InterSCOPE = State Construction Office - Project Environment

New User Logon

User Type: () State Employee O Designer O Contractor
Departrnent / Agency: | administration V|

St Construction b |

Username: [newuser

Full Name: |SCO General Account |

Email: |scn@dna.nc.guv

Phone: |l9193 807-4100 | Example: (919) 807-4100
Password:

Confirm Password:

[ Submity | Cancel |[Help | =<

First Time Users Please see Help

Contact Administrator
Release: 6.5.1-20100228 Copyright ® 20038, 2010

State of Morth Carclins :: State Construction Cffice

Figure 7
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Accessing InterScope

Once your account has been established, you may access InterScope to work on Change Orders.

Access the following URL to logon to InterScope: http://www.nc-sco.com/Interscope

The following screen will appear.

InterSCOPE
State Construction Office - Project Environment

Welcome to InterScope
Version: 7.5.1_20150424

Please Logon
User NﬂmE‘ilmgiDielli

Password: I .......

Logon

et

Please enter your Username and Password.

CONTACT ADMINISTRATOR
Copyright @ 2015
State of North Carolina :: State Construction Office

Figure 8

Enter the username and password that has been established for your account.
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The following screen will appear depending on the Role that has been established for your user account.
InterScope Roles are: Designer, Contractor, Owner (Agency) and Monitor (State Construction).

The Menu options shown on the page header are dependant on the type of logon, so different options will appear for each
role.

InterScope always displays the Home Page immediately after logon. To view your Alerts, click on Alerts! on the Menu Bar.
Each Alert is intended as a shortcut to actions that required your attention. These may be, but are not limited to: Change
Orders that need your approval, Notice of final Change Order Acceptance by State Construction, Notice of Change Order

submission. Alerts are also provided for Evaluations and Cost Estimates.

The following is a typical screen display after a Designer logon.

9’, InterSCOPE :: State Of North Carolina - State Construction Office USER: scodesigner VIEW: 5CO Designer

@ Home ‘SJ New

My Favorites | Active Design Contracts [ Acfive Construction Contracts -~ Change Orders In Process | My Frojects

SoD= STATUS LAST UPDATE WORKFLOW STEP AWAITING (0 AMOUNT DAYS | PROJECT AGENCY DECIGNER
1 110800401816 Created 3/15/2015 2 5C0 Designer §76,04400 28 SCO Change Order Test Project Miscellaneous SCO Designer
2 141197401814 Submitted 3/152015 3 SCO Contractor §100.00 0 Change Order Test Project - ** NOT A VALID Miscellaneous 5CO Designer
1 b
2 found Export
Figure 9
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Entering Change Orders

Only Designers (or any InterScope user given the appropriate permission) are allowed to create and submit change orders for
review, processing and approval.

Note: Each Change Order proposal (PCO) requires supporting documentation to be uploaded for review and
acceptance. A PCO cannot be added without supporting documentation. It is recommended that all
supporting documentation be gathered prior to change order entry.

To enter a Change Order for a given Construction Contract, perform the following navigational steps:

Step 1 - Finding the Construction Contract

Click on the “Active Construction Contracts” clipboard to view construction contracts that are active.
(Note: to see all Construction contracts, use the search menu: Projects-> Construction Contracts)

>, InterSCOPE :: State Of North Carolina - State Construction Office USER: scodesigner
{2t Home “J) New 4, Projects 8 My Account o] My Company '@ Help
Wy Favorites Active Design Cantraﬂ@onstruction @ Change Orders In Process My Projects
CONTRACT DEPARTMENT AGENCY DESIGHER
1 14-11274-01A-1 MISCELLANEQUS Miscellansous SCO Designer
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Step 2 — Selecting and opening the Construction Contract

Click on the Contract# to open the Construction Contract.

InterSCOPE :: State Of North Carolina - State Construction Office

ﬁ Home ?Jhlew C&Pm}ects HMY Account |3=_;]M1,r Company @)

My Favarites Active Design Contracts Active Construction Contracts Change Or

DEPARTMENT BGENCY
ISCELLANEQUS Miscellansous
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[} ConstructionContractDet= % Y& %

€ - C A [ interscope2.doa.state.nc.us:88/Detail.aspx?p=ConstructionContractDetail &x=X0gS8AMFaHGfno7bwU1h7TP2aN0' 1¢ | =

‘,_ InterSCOPE :: State Of North Carolina - State

USER: scodesi VIEW: 5CO Desi
Construction Office scodesiner signer

ﬁ Home ?J New Cx Projects My Account E My Company @ Help

_ Design#: 14-11274-01 - SCO Designer
___Package: 14-11274-01A - Change Order Test Project - ** NOT AVALID PROJECT **

Construction Contract #: A-1-SCO Contractor

Construction Contract Change Orders ] Bid ltems ] HUB Participation ]

e

Contract Summary Contractor [ ] Schedule Summary

Contract #: 14-11274-01A-1 Name: SCO Contractor T3 Approved For Bid: 2015-03-11

Award Type: Other/Mone of the above Address: 301 N. Wilmington Street Actual Bid: 2015-03-12

Formal Contract: ¥ Suite 450 Approved for 2015-03-13

Status: Valid Contract Raleigh, NC 27601 Award:
Contract Type: General Confract License#: Construction Start 2015-03-16
Negotiation? N (NTP):
Bid Number: SCO-14-11274-01A Contact: Projected 2016-01-20
Completion:

Owner Contact
Contract Details

Contract 2015-03-13
Surety Date:
Contracts 2015-03-13
Safety Officer Firm: Approved by

Agency:
Address: Contracts 2015-03-13
Approved by
Atty Genl:
Agent:

Address: Amount

Original $310,000
Committment:

Change $0.00
Order:

Current $310,000
Committment:

Comments Uploads ]/F'rojectManagers ]

DATE - NOTE USER_ID AUTHOR

2015-03-15 18:27:30 Change Order #1 created on Mar 15 2015 6:27PM by scodesigner scodesigner  SCO Designer

2015-03-15 18:25:50 Chanae Order #1 created on Mar 15 2015 6:25PM by scodesianer scodesianer  SCO Desianer
4

| Tip: From this screen you may view additional information by clicking on any tab (Package, Design)

Then click on the “Change Orders” tab to see the list of change orders.
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Click on the Action menu and select Add Change Order to create a new change order.

0 =

[ ConstructionContractDet= %

€« > C#

[ interscope2.doa.state.nc.us:88/Detail.aspx? p=ConstructionContractDetail &x=X0gS8AMFaHGfno7bwU1h7TP2aN0 .7 | =

9_ InterSCOPE :: State Of North Carolina - State

Construction Office USER: scodesigner VIEW: SCO Designer

fit Home =) New &4, projects My Account =] My Company @ Help

__Design #: 14-11274-01 - SCO Designer
__ Package: 14-11274-01A - Change Order Test Project- ** NOT AVALID PROJECT **
Construction Contract #: 14-11274-01A-1 - SCO Contractor

Construction Contract |~ Change Orders Bid ftems |~ HUB Parficipation |

2] Action ﬁCIose

CHANGE ORDER # DAYS  AMOUNT RECEVED LAST STATUS

1 1
STATUS (CONTRACTOR & Add Change Order l:' )
1 ] $100.00 03/15/2015 18:29 Submitted SCO Contractor
i |

| 3

Comments | Uploads ! Project Managers

DATE - ROTE

USER_ID AUTHOR

2015-03-15 18:27:30 Change Order #1 created on Mar 15 2015 6:27PM by scodesigner scodesianer  SCO Designer
2015-03-15 18:25:50 Change Order #1 created on Mar 15 2015 6:25PM by scodesigner scodesigner  SCO Designer
2015-03-15 18:15:47 Change Order #1 created on Mar 15 2015 6:15PM by scodesigner scodesigner  SCO Designer -

1] | 3
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Step 3 — Entering the Change Order information

The following screen is displayed after pressing the Add Change Order button.
/ [ ChangeOrderDetail x 0 |

« C A [ interscope2.doa.state.nc.us:88/Detail.aspx?p=ChangeOrderDetail&x=y3]bXymaQ1zGpYzlrkn6y) 3Nxjn6tPhNzz)4u6%2fbIlGVzV0IQbUkyQSDIRDNFEXFLAU 7 | =

9’, InterSCOPE :: State Of North Carolina - State Construction Office USER: scodesigner VIEW: SCO Designer

m Home 'SJ New (m Projects = My Account .El My Company @ Help

__Design#: 14-11274.01 - SCO Designer
___Package: 14-11274-01A - Change Order Test Project- ** NOT AVALID PROJECT **
___ Construction Contract #: 14-11274-01A-1 - 3CO Contractor

NEW CHANGE ORDER:

Detail
ﬁhctiun | @cClose
i
Status | save
Package Status: Under Construction Status: Creating Date Received: Total Days: ﬁ Add PCO
Contract Status: Valid Contract Status Date: Last Update: Total Amount: wB.ou

Designer Summary

1. ftems by this | |
2. Can Contractor mitigate the change without requiring a contract time extentsion: I:l

3. Select the Contractors that will need a contract time extension due to this change: |
4. Are additional costs incurred by reason of the time extension? (if so, include in items 5&6 below): E

Contractor Designer
5, Estimated Cost of Change: [ [ |
6. Estimated time extension field cost ($), if any: | [ |

Cost Summary - Note: "Revised Contract” days and amounts are pending final approval.

CONTRACT START + CHANGE CRDERS [APPROVED) E CURRENT CONTRACT [+/-) THIS CRDER E Revised Contract (PENDING)
Construction Days 310 + o = o (+-) 0 = 310
Cost (3) $310,000 + $0.00 = $310,000 (+-} $0.00 = $310,000.00
Schedule Summary - Note: "Revised Completion” date is pending final approval,
CONTRACT START +  ORIGINALDAYS = ORIGINAL COMPLETION DATE +  PRICRAPPROVED CODAYS =  PRIOR APPROVED COMPLETION DATE = THIS ORDER = Revised Completion (PENDING)
D3M&2015 + 310 = 01/20/20186 + 1} = 01/20/2016 + 0 = 01/20/2016
PCO Breakdowns
Elpco#
DESCRIPTION OF PCO REASON(S) FOR CHANGE(S) PCOCOST #DAYS
(Provide adequate detail to enable SCC to properly assign the cause codes) (Provide adequate detail to properly justify cause codes)

Upload Files

The Status, Cost and Schedule Summary sections display information about the Change Order. No data entry is
allowed in these sections.

The red highlighted fields in the Cost and Schedule Summary section will change as change order proposals are
added or removed.

The first Change Order PCO (Breakdown) is displayed. To add additional breakdowns, select Add PCO from the
Action menu.

The Designer must complete the Designer Summary section to provide more detailed background information on the
Change Order.
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Step 4 — Entering Change Order Proposals (PCOs).

Designer Summary

1. Schedule items affected by this change: ‘Ngne |
2. Can Contractor mitigate the change without requiring a contract time extentsion:

3. Select the Contractors that will need a contract time extension due to this change: |sco Contractor

4, Are additional costs incurred by reason of the time extension? (if so, include in items 5&6 below): E
Contractor
5. Estimated Cost of Change: [

Designer
1000]| [
1000]| 0

6. Estimated time extension field cost (%), if any: |

Cost Summary - Note: "Revised Contract” days and amounts are pending final approval.

CONTRACT START +  CHANGE ORDERS (APPROVED) = CURRENT CONTRACT
Construction Days 310 + ] = 310
Cost (5) $310,000 + §0.00 = §310,000

Schedule Summary - Note: "Revised Completion” date is pending final approval.

(+/-) THIS ORDER
[+-} ]
(+-) 50.00

Revised Contract (PENDING)
310
$310,000.00

CONTRACT START + ORIGINAL DAYS =  ORIGINAL COMPLETION DATE  + PRIOR APPROVED CO DAYS =  PRIOR APPROVED COMPLETION DATE  + THIS ORDER = Revised Completion (PENDING)
03/16/2015 + 310 = 01/20/2016 + 0 = 01/20/2016 + o = 01/20/2016
PCO Breakdowns
=Ipco#
DESCRIPTION OF PCO REASON(S) FOR CHANGE(S) PCOCOST #DAYS
(Provide adequate detail to enable SCO to properly assign the cause codes) (Provide adequate detail to properly justify cause codes)

This is an example of a description This is an example of a reason. 2000 Ijl
DESCRIPTION FILE NAME UPLOADED BY DATE
Supporting documentation for PCOEL CO 11-08024-014-2 1 130730640422375736.doox Delete

Figure 14

—
Upload Files

For each change order proposal, the following fields must be entered: Description Of PCO, Reason(s) for Change,
PCO Cost, #Days. In addition, supporting document must be attached for each PCO.

As this information is provided, the figures in the COST AND SCHEDULE SUMMARY section will be updated under
the This Order and Revised Contract columns. These columns reflect the summary of all items for the Change
Order. These amounts will be applied to the Construction Contract once final approval is made by the Project Monitor

(SCO).

To attach supporting documentation, click on the Upload Files button and the following window will appear:

File Uploader

(S

Choose File | Nofile chosen

Add File to List

(

]

To Upload Files:
1 - [Browse] and select file

2 - [Add File to Lisf]
3 - [Upload File(s)] when ready to transmit files

Description

Upload File(s)

Cancel
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Click on the Choose File button to browse and select a file to upload.

Once you select the file, it will appear in the list of files to upload:

File Uploader (xN

Choose File | No file chosen
Add File to List

[ )
Cancel

CO_11-08024-01A-2_1_1307306404223757 36 docx -
el miformats-offi
Remove file(s) from List

gml.document (29919bytes)

To Upload Files:
1 - [Browse] and select file

2 - [Add File to List]
3 - [Upload File(s)] when ready to transmit files

Description

Upload File(s)

Enter a Description and click on the Upload File(s) button to complete the upload and attach the files to the PCO.

File Uploader 23—

Choose File | Mo file chosen
Add File to List

( ]

Cancel

CO_11-08024-01A-2_1_130730640422375736 docx -
applicationivnd.openxmiformats-oficedocument wardprocessingml document (29919bytes)
Remove file(s) from List

To Upload Files:
1 - [Browse] and select file

2 - [Add File to Lisf]
3 - [Upload File(s)] when ready to transmit files

Description
<— Supporting documentation for PCO#1
[ T———

Upload File(s) | Cise
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Once the file is successfully uploaded, it will appear in the list.

PCO Breakdowns

= pco#
DESCRIPTION OF PCO REASON(S) FOR CHANGE(S) PCOCOST #DAYS

(Provide adequate detail to properly justify cause codes)

(Provide adequate detail to enable SCO to properly assign the cause codes)
This is an example of a description This is an example of a reason. 2000 Ijl
DESCRIPTION FILE NAME UPLOADED BY DATE
Supporting documentation for PCO21 CO 11-08024-014-2 1 130730640422375736.docx Delste

Upload Files

Figure 14

Attach as many files are necessary to complete the supporting documentation for the PCO. Each file provided will be
accessible online by reviewers.

TIP: It is strongly recommended to Save the Change Order (See Step 6) after each PCO has been
completed. This will store the updated Change Order in InterScope for later retrieval and edits and

prevent loss of data due to internet connection problems.

To add more PCOs, click the Add PCO button on the Action menu.

Repeat the preceding steps for each PCO.
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Step 5 — Saving the new Change Order

To save the new Change Order information, select Save from the Action menu.

[ ChangeOrderDetail

€& - C A [}149.168.1.150:88/Detail.aspx?p=ChangeOrderDetail&x=y3JbXymaQlzGpYzIrkn6y) 3Nxjn6tPhNzzJ4u6%2fblIGVZVC .7 | =

Construction Office USER: scodesigner VIEW: SCO Designer

@ Home '_E.J New Cx Projects My Account E My Company @ Help

_ Design#: 14-11274-01 - SCO Designer
___Package: 14-11274-01A - Change Crder Test Project-** NOT AVALID PROJECT **
__ Construction Contract #: 14-11274-01A-1 - SCO Contractor
NEW CHANGE ORDER:
Detail
LA action | EClose
= =

Package Status: Under Construction Status: Creating Date Received: TotaBay
Contract Status: “Valid Contract Status Date: Last Update: Total Amoun,..

Status

Designer Summary

1. Schedule Items affected by this change: [None

2. Can Contractor mitigate the change without requiring a contract time extentsion:

3. Select the Contractors that will need a contract time extension due to this change: |sco COntractor

4, Are additional costs incurred by reason of the time extension? (if so, include in items 5&6 below):
Contractor Designer

5. Estimated Cost of Change: [ 1000]| |

6. Estimated time extension field cost (3}, if any: | 1000]| [

Cost Summary - Note: "Revised Contract” days and amounts are pending final approval.

CHANGE ORDERS -
CONTRACT START  + e = CURRENT CONTRACT  (+/-} THIS ORDER Revised Contract (PENDING)

Construction Days 310 + 0 = 310 {+-) 0 310
Cost (3) $310,000 + 000 = $310,000 (+-) $0.00 $310,000.00

Schedule Summary - Note: "Revised Completion” date is pending final approval.

ORIGINAL COMPLETION PRIOR. APPROVED CO PRICR APPROVED ] )
CONTRACT START  + ORIGINALDAYS = + = + THISORDER = Revised Completion (PENDING)
DATE DAYS COMPLETION DATE

D3M16/2015 + 310 01/20/2016 0 01/20/2016 + 0 01/20/2016

PCO Breakdowns
=lPCco#
DESCRIPTION OF PCO REASON(S) FOR CHANGE(S) PCO COST #DAYS

(Provide adequate detail to enable SCO to properly assign the cause (Provide adequate detail to properly justify cause codes)
codes)

This is an example of a description | |This is an example of a reasan 2000 1

< |
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Step 6 — Editing the new Change Order

The change order will be created and now the Workflow Activity section will appear.

Notice that the Workflow has advanced to the next step (2) and information for the preceding step has been
generated.

A Workflow menu now appears on the page next to the Action menu.

[ ChangeOrderDetail

€ = C A [)149.168.1.150:88/Detail.aspx?p=ChangeOrderDetail 8&x=K6ct04KMcEEXtigqpGVrj%2fTA4I3vXLXrWpgGxeFCbt2Ny (Y7 | =

InterSCOP tate Of North Carolina - State

P — USER: scodesigner VIEW: 5CO Designer
fit Home =) New L, projects My Account =] My Company @ Help
Change Order added successfully
__Design #: 14-11274-01 - SCO Designer
_ Package: 14-11274-01A - Change Crder Test Project-** NOT AVALID PROJECT **
Construction Contract #: 14-11274-01A-1 - SCO Contractor
Change Order #: 1
Detail
o ¥ Workfiow L2 Action &) Close
Status
Package Status: Under Construction Status: Created Date Received: Total Days: 0
Contract Status: “Valid Contract Status Date: 4/27/2015 11:00:00 AM Last Update: 4/27/2015 11:00:00 AM Total Amount: 52,000
Workflow Activity
USER
COMPLETED ~ ALERTED
STEP ACTION  ACTIVE? ROLE FIRM/AGENCY COMPLETING o - RESULT COMMENTS
STEP
SCO . 042712015
1 CREATE M DESIGHER Designer scodesigner 11.00 Created
2 suBMIT Y DESIGNER SFO |
Designer
3  APPROVE M CONTRACTOR SE0
Contractor
4 APPROVE M DESIGMER S(.:O -
Diesigner
5 APPROVE M OWHER Miscellzneous
&  APPROVE M SCO St

Construction

Designer Summary

1. Schedule ltems affected by this change: |ND |

2. Can Contractor mitigate the change without requiring a contract time extentsion:

3. Select the Contractors that will need a contract time extension due to this change: [SCC COntractor

4. Are additional costs incurred by reason of the time extension? (if so, include in items 5&6 below):

Contractor Designer
5. Estimated Cost of Change: [ 1,000]| 0
6. Estimated time extension field cost ($), if any: | 1,000.00]| 0.00]

Cost Summary - Note: "Revised Contract” days and amounts are pending final approval.

CNMTRACT CTART = IRl e = CUDRCNT COMTRACT {+/-1 _ TUTC NANED = Reovieod Coantract (DEMDIRG) h |
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The Designer may continue to make changes to the Change Order using the Save option on the Action menu up
until the time that the Change Order is submitted.

The Designer may choose to abandon or delete the Change Order using the Delete option from the Action menu.
However, once it is submitted, no changes or deletions are allowed
Step 7 — Submitting the Change Order for review

To complete this workflow step, the Designer must submit the Change Order to initiate review and approval by other
Project participants. Up to this point, no other Project participant has been involved in the Change Order processing.

Submit the Change Order by selecting the Submit option from the Workflow menu. A Confirmation window wiill
appear to confirm this action. Select Yes to continue or No to return.

[ ChangeOrderDetail x4 ¥

L G A | [) 149.168.1.150:88/Detail.aspx?p=ChangeOrderDetail8&x=K6ct04KMCcEEXtigqpGV %2 TA4I3vX LXrWpgGx6FChi2Ny( ¢ | =

; InterSCOPE :: State Of North Carolina - State i
& 41 . Ot USER: scodesigner VIEW: SCO Designer

far Home = New 4, projects 8 My Account =My Company @ Help
Change Order added successfully
__Design #: 14-11274.01 - SCO Designer
___Package: 14-11274.01A - Change Order Test Project - ** NOT A VALID PROJECT **
____Construction Contract #: 14-11274-01A-1 - SCO Contractor
__ Change Order #: 1

Detail
- # warklow |42l Action B Close
Status =) submit
Package Status: Under Gonstruction Status: Created Date Received: S roprove s
Contract Status: Valid Contract Status Date: 4/27/2015 11:00:00 AM Last Update: 4/27/2015 11:00:007 it 52,000
QY Reject
Workflow Activity
USER
COMPLETED ALERTED
STEP  ACTION  ACTIVE? ROLE FIRM/AGENCY COMPLETING on on RESULT COMMENTS
sCO 0412712015

1 CREATE N DESIGNER Designer scodesigner 100 Created
2 SuBMIT Y DESIGNER EED

Designer
3 APPROVE N CONTRACTOR c

Contractor
4 APPROVE N DESIGNER sco

Designer
S APPROVE N OWNER Miscellaneous

St.
N

& APPROVE N SCo Construction

Designer Summary

[ ChangeCrderDetail x

€« C A [} 149.168.1.150:88/Detail.aspx?p=ChangeOrderDetail8x=K6ct04K McEEXtigqpGV 1) %2fTA4I3vXLXrWpgGx6FCht2NyC

’, InterSCOPE :: State Of North Carolina - State USER: scodesigner VIEW: SCO Designer

Construction Office

i Home = New 4, Projects B My Account  [EElMy Company @ Help
Change Order added successfully
__Design#: 14-11274-01 - SCO Designer
___Package: 14-11274-01A - Change Order Test Project - ** NOT A VALID PROJECT **
___Construction Contract #: 14-11274-01A-1 - SCO Contractor
___Change Order #: 1

Detail
- CONFIRMATION! == F workilow  [Zl Action & Close
Status Submitting this change order will start
Package Status: Under Construetion Status: Create|| the reviewand approval process. You Total Days: 0
i i cannot make anymore changes. Do you :
Contract Status: Valid Contract Status Date: 42720 | yant to Submit this Change Orger ? | [15 110000 A Total Amount: ~ $2,000
Workflow Activity
user
STEP  ACTION  ACTIVE? ROLE FIRM/AGENCY COMPLETING COMMENTS
STEP
sco
1 CREATE N DESIGNER Designer scodesigner 1100 Created
2 susmIT Y DESIGNER EeY
Designer
3 | APPROVE N CONTRACTOR e
Contractor
4 APPROVE N DESIGNER S‘.:O
Designer
5 | APPROVE N OWNER Miscellaneous
& APPROVE N sco .
Construction

Designer Summary
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InterScope updates the Change Order workflow and processes any Alerts that are defined for this step.

The system is configured to send Alerts to the Owner, Contractor and Project Monitor. An Alert is sent for each logon
associated with each project role.

InterScope then displays the Change Order screen and alert information. The Submit step has been updated with
workflow information and the Workflow advances to the next step — Contractor Approval.

(=] © |

[ ChangeOrderDetail x
€ - C A | [J149.168.1.150:88/Detail aspx?p=ChangeOrderDetail &x=K6ct04KMcEEXtigqpGVrj%2fTA4I3vXLXrWpgGx6FChi2Ny( T7 | =
Construction Office USER: scodesigner VIEW: S5CO Designer
@ Home fJNew CkProjects Hh‘ly Account Eh‘ly Company @ Help
l
1 alerts created for users: scocontract
Change order has been submitted by scodesigner
__ Design #: 141127401 - SCO Designer
__ Package: 14-11274-01A - Change Order Test Project- ** NOT AVALID PROJECT **
Construction Contract #: 14-11274-01A-1 - SCO Contractor
Change Order #: 1
Detail
w & Workflow [Zl Action @
Status o
Package Status: Under Construction Status: Submitted Date Received: Total Days: o
Contract Status: “alid Contract Status Date: 4/27/2015 11:00:00 AM Last Update: 4/27/2015 11:00:00 AM Total Amount: 52,000
Workflow Activity
USER
STEP  ACTION  ACTIVE? ROLE FIRM/AGENCY COMPLETING COMPLETED ON ALERTED ON  RESULT COMMENTS
STEP
SCO . 042712015
1 CREATE M DESIGMER Designer scodesigner 11:00 Created
. SCO . 042712015 .
2 SUBMIT M DESIGMER Designer scodesigner 1107 Submitted
3  APPROVE Y CONTRACTOR =Y
Contractor
4  APPROVE M DESIGMER S(.:O
Diesigner
5  APPROVE M OWHER Miscellaneous
St
i
&  APPROVE M SCO Construction .
4| 3
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Reviewing and Approving Change Orders

The following steps are completed for each Project participant in reviewing and approving a submitted Change Order.

Change Order Sequencing

Change orders must be entered, submitted and approved in sequence. There are safeguards in place to check for
any outstanding prior change orders before a newer change order can be approved.

Change orders may also be deleted at any time before submission. The system will review the current sequence of
change orders and re-sequence them as appropriate to maintain a consistent ordering.

Step 1 — Receiving and responding to the Alert

Each participant will receive an alert via email concerning actions for each Change Order.

%] T 4 = Alert 0C-24 CHANGE ORDER # 8 for SCO #: 11-08024-01A-01 is Submitted. Step: 2 - Message (HTML) ? H - O X
MESSAGE McAfee E-mail Scan
~ /:-\, ~ _ L2 £ Mark Unread LT | ]
S X | €2 €2 € muwe [S0s ]| wue (Z00 B B Q
ag.Junk' BaEm || Ly P‘}e:f”"" oot E@MUFE' E1 Team Email - MS\"E DaACtlUnE' ™ Follow Up = Tfﬂnv'-'-|ﬁte Ik~ Zoom
Delete Respond Quick Steps "] Move Tags ] Editing Zoom -

Thu 2/18/2015 4:22 PM

StateConstructionOffice@doa.nc.gov

Alert: OC-24 CHANGE ORDER # 8 for SCO #: 11-08024-01A-01 is Submitted. Step: 2
To  Gioiell, Mike

ﬁh‘ there are problems with how this message is displayed, click here to view it in a web browser.

North Carolina State Construction Office - InterScope System Alert
Date: ThuFeb 10 16:21:34 EST 2015

To: mike gicielli@doa.nc.gov
SCO Contractor
SCO Contractor

From: Morth Carolina State Construction Office
310 N. Willmington 5t Suite 450
Raleigh, Morth Carolina 27501
Telephone: (919) 807-4100 Fax: (318) 807-4110 Web: www nc-sco.com

You are receiving an alert concerning the following document in Inter Scope :

0OC-24 CHANGE ORDER # 8 for SCO #: 11-08024-01A-01

Deparment: MISCELLANECUS

Agency: Miscellaneous

Package Title SCO Change Order Test Project
Workflow Step: 20of6

Disposition: Submitted

Action: DESIGNER- SUBMIT
User; it

Click here to logon to InterScope and view it

T —

To access the Change Order, simply click on the link at the bottom of the Alert Email.

You will prompted to Logon and are the directed immediately to the Change Order page.
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Step 2 — Approving or Rejecting the Change Order

At this workflow step there are only 2 options that can be performed — Approve or Reject. They are available from

the Workflow menu.

Approving the Change Order moves the process along to the next step in the Workflow.

Rejecting the Change Order at any step in the Workflow causes the Change Order to be returned to Step 2 where the
originator (Designer) can change and resubmit. The workflow is then reset and the audit trail (found at the bottom of

the page) maintains a record of the prior workflow events.

This process continues until the final Workflow Step is completed and the Change Order is marked as Approved (See

Status field).

Alerts are sent to all Project participants as a notification that the Change Order has been officially approved.

/ [ ChangeCrderDetail x % %

InterSCOPE :: State Of North Carolina - State Construction
Office

USER: scocontract

VIEW: 5CO Contractor

@ Home fJ New C‘g Projects S My Account E My Company @ Help

Construction Contract#: 14-11274-01A-1 - SCO Confractor
Change Order #: 1
Detail

Status

Package Status: Under Construction
Contract Status: Valid Contract

Status: Submitted
Status Date: 4/27/2015 11:00:00 AM

Date Received:
Last Update: 4/27/2015 11:00:00 AM

« C A | [) 149.168.1.150:88/Detail.aspx?p=ChangeOrderDetail &x=X0gS8AMFaHEEtBQzZESHMAUN3DCBN3wlNIxMgrnnXYOO WIKacfmd: iy =

Workflow Activity
USER
STEP  ACTION  ACTIVE? ROLE FIRM/AGENCY COMPLETING COMPLETED ON  ALERTED ON RESULT COMMENTS
STEP
1 CREATE M DESIGNER sco scodesigner  04/27/2015 11:00 Created
Designer
SCO )
2 SUBMIT M DESIGNER . scodesigner  04/27/2015 11.07 Submitted
Designer
3 APPROVE Y  CONTRACTOR _ °<©
Contractor
4 APPROVE N DESIGNER sco
Designer
5 APPROVE M CWHER Miscellaneous
St.
i,
&  APPROVE N 5C0 Construction
Designer Summary
1. ftems by this ge: No
2. Can Contractor mitigate the change without requiring a contract time extentsion: v
3. Select the Contractors that will need a contract time extension due to this change: SCO COntractor
4, Are additional costs incurred by reason of the time extension? (if so, include in items 586 below):
Contractor Designer
5. Estimated Cost of Change: $1,000 50
6. Estimated time extension field cost ($), fany: $1,000.00 $0.00
Cost Summary - Note: "Revised Contract” days and amounts are pending final approval.
CONTRACT START + SianEoaee E CURRENT CONTRACT (+/-)  THIS ORDER = Revised Contract (PENDING)
(APPROVED)
e - - = s s - = s— -
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