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I. InterscopePlus Overview 

 
Interscope was originally created in 1999 for the State Construction Office for internal use in 

tracking projects as they moved through the office.  In 2012, the decision was made to 

ƛƴŎƻǊǇƻǊŀǘŜ ǘƘŜ ŦǳƴŎǘƛƻƴŀƭƛǘȅ ƻŦ ǘƘŜ ¦ƴƛǾŜǊǎƛǘȅ {ȅǎǘŜƳΩǎ ά/!t{¢!¢έ Capital Project Status 

software into Interscope, and then further to create a state-wide Capital Project System that 

would be used by the University System, Community College System, and all State Agencies.  

InterscopePlus is now that system. 

InterscopePlus is designed to track the life cycle of Capital Projects from the time they are 

authorized until they are closed out, including funding sources and HUB data.  It is not intended 

to be an accounting system. 

 

II. Definitions and Terminology 
 

Allocate:  Designating funds from an authorization to a program.  All funds must be allocated to 

programs before the programs are active so that funds may be used for projects.  

Amendment:  A change to a design contract. 

AP:  Advance Planning 

Assign:  Designating funds from a program for use in a project.  Funds must be assigned to a 

project before they can be committed or obligated for contracts or other expenses. 

Authorization:  Approval by the relevant State governing body(ies) (legislature, OSBM, UNC 

Board of Governors) or County to execute a project.  It includes title, description/scope, amount, 

funding type (general fund, non-general fund, state debt, non-state debt, R&R, R&R debt), 

budget code, item, center, and date.  Community Colleges may have authorizations approved by 

the County.  Authorizations may be allocated to one or more Programs. 

Category:  Project cost estimates are delineated by 4 categories: Design, Construction, 

Contingency, and Other. 

Design represents the estimated cost of the design contract 
Construction represents the estimated cost of all construction contracts 
Contingency represents the estimated cost of construction contingency 
Other represents the estimated cost of project related or owner costs, such as soils 
exploration, advertising, fixed furnishings and equipment (FF&E), etc.  
 

CD:  Construction Documents  
 
Change Order:  A change to a construction contract, either to the dollar amount, duration or 

both. 



InterscopePlus User Manual 

6      [Rev. 8 June 2017] 
 

Code: A 5 digit number that designates the funding authorization assigned by OSBM.  The first 

digit is a 4, which signifies capital project.  The second and third digit represents the fiscal year 

that the project is authorized (14 = 2014).  The last two digits indicate the state agency or UNC 

institution.  For Community Colleges that are authorized funding by the County a 5 digit number 

that does not start with 4 will be used. 

Commitment:  A signed contract or Purchase Order for which the State or County is obligated to 

pay the stated amount. 

COPS:  Certificates Of Participation, Special Indebtedness 

DD:  Design Developer 

Estimated Cost:  Total estimated cost of the project, broken down by category.  Typically, this 

would come from the State Construction Office OC-25 form or, for Community Colleges the 

NCCCS 3-1 Form.  

Expenditure:  A dollar amount that has actually been paid. 

FF&E:  Fixed Furnishings & Equipment 

FD:  Final Documents 

Fund Source:  There are 6 different sources of funds defined: 

General Fund:  Appropriated funds 
Non-General Fund:  Receipts, grants, gifts, cash, County appropriated funds, etc. 
State Debt:  State Bonds, COPS, or Special Indebtedness  
Non-State Debt:  Bonds issued by Institutions, county, or self-liquidating funds 
R&R:  Funding for R&R from appropriations 
R&R Debt:  Funding for R&R from State Debt, such as Special Indebtedness or COPS. 

 
HUB:  Historically Underutilized Businesses, and commonly used to refer to Minority 

Participation or Minority Business Enterprises (MBE). 

Item:  A 3-digit number assigned by OSBM in combination with the code to form a unique 

identifier for an authorized capital project.  Item numbers are assigned sequentially within each 

fiscal year. 

MBE:  Minority Business Enterprises 

Milestone:  Key date that is used to measure progress of a contract or project.  

NCAS Center: A unique data item of up to 8 alphanumeric characters that identifies the financial 

account in the North Carolina Accounting System (NCAS) related to a capital code-item.  

Non-Code-Item Project:  A project that does not have, nor require, a capital code-item 

(<$300,000).  These are typically small informal projects that are accomplished with local or 

operating funds, but recording HUB participation is required. 

Non-General Fund:  Receipts, grants, gifts, cash, County appropriated funds, etc. 
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Non-State Debt: Bonds issued by Institutions, county, or self-liquidating funds 

Package:  A άǇǊƻŎŜǎǎ ŎƻƴǘŀƛƴŜǊέ for a construction project within the InterscopePlus system 

which provides a place to record detailed information captured during design review, bidding, 

award, and the construction administration phases of a construction project.  

Primavera (P6): Statewide project scheduling system. Schedules are required for projects with 

estimated costs over $500,000, based on Project Type. 

Program:  A collection of one or more projects closely related by initial authorization, by the 

related nature of their execution, and/or having multiple funding sources for a single project.  

The program serves as a άbucketέ for funds from different authorizations that can then be 

assigned to projects as needed.  Program IDs are generated and assigned by the system. 

Project: A project is typically any work requiring a design and construction contract, and may 

involve construction or renovation of a single building or repairs to numerous buildings as 

authorized ƛƴ άwϧwέ ŦǳƴŘƛƴƎΦ  Project IDs are generated and assigned by the system.  Projects 

must be created in the Program from which they will be funded. 

Project Type:  A designation based on agency/institution, dollar amount of project, funding 

type, and other factors that determines what oversight role SCO will exercise, such as managing 

design and construction contracts, reviews, etc. and the P6 schedule requirements. There are 

different project types based on the department/agency, authorization, and dollar amount of 

the project. 

R & R:  Repairs and Renovations Funding for R&R from appropriations 

R&R Debt:  Funding for R&R from State Debt, such as Special Indebtedness or COPS. 

Special Project Designation:  Classification of certain projects that are not given an OSBM code-

item and do not follow the typical financial controls.  These include Guaranteed Energy Savings 

Performance Contracts, Foundation Projects, Non-Code-Item Projects, and HUB only.  

State Debt:  State Bonds, COPS, or Special Indebtedness 
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III. Users, Roles and Permissions 

 
Every user must have a username and password.  If you do not have one, refer to the State 

Construction Office Website http://www.interscope.nc.gov/Interscope/Logon.aspx  Download 

the appropriate form ς Agencies; Universities; Designer/Contractors, for requesting a logon. 

 

 

  

http://www.interscope.nc.gov/Interscope/Logon.aspx


InterscopePlus User Manual 

9      [Rev. 8 June 2017] 
 

A. New Account Instructions for Designers 
 

Follow these steps for creating a new Designer user account: 

1 ï Select Designer in the User Type field. This will display the entry form.  

2 ïComplete the form for the fields indicated.  

 

2 ï Click Submit. A request will be sent to the InterscopePlus Administrator who will review your 

request, verify the information against the data in InterscopePlus, 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 InterscopePlus. 

 

 

Note: It is important that the 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 InterscopePlus for this account will be sent to the email address 

on file. 
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B. New Account Instructions for Contractors 
 

Note:  Any Contractor requesting to use InterscopePlus must first be registered with Vendor 

Link, the Interactive Purchasing System.  InterscopePlus uses Vendor Link to obtain verifiable 

name and address information. 

 

To register with Vendor Link through the eVP Electronic Vendor Portal, access the following URL 

and complete the Vendor Registration process: 

https://vendor.ncgov.com/vendor/login Once you have received notification that your Vendor 

Link registration has been completed, you may request a logon for InterscopePlus. 

Follow these steps for creating a new Contractor user account: 

1 ï Select Contractor in the User Type field. This will display the entry form. 

2 ï Click on the Search VendorLink button. This will display the search page.  

3 ï Enter the first 3 letters of your company name and press Search. This will display search 

results.  

https://vendor.ncgov.com/vendor/login
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4 ï 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.  

 

5 ï Complete the remaining fields on the form and press Submit.  
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Note: It is important that the 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 

InterscopePlus for this account will be sent to the email address on file. 

6 -  A request will be sent to the InterscopePlus Administrator who will review your request, verify 

the information against the data in InterscopePlus, activate your account and send an email 

notifying you that the account has been activated. 

Note: user account cannot be established for any contractor that does not have 

prior or current approved and active construction projects setup in InterscopePlus. 

 

C. New Account Instructions for Owner Agencies 
 

Follow these steps for creating a new Agency, Community College or University user account: 

1 ï At the logon screen, download the appropriate request form and completely fill it out. 

2 ï Each Agency and/or Department should have one person designated to review and approve 

the requested roles/permissions.    
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When the InterscopePlus system administrator creates an SCO or Owner-Agency user, the user 

is assigned one or more roles such as Project Manager, or Capital Project Coordinator (CPC), or 

Financial Manager.  Each role allows the user to access specific information and perform specific 

actions within the system.  The Menu options shown on the page header may vary based on the 

Role or Roles assigned to the user.  As an example, a Project Manager may be able to view 

information only for projects within their agency or institution.   

Permissions are part of roles, and determine whether the Role can add, change, delete, or only 

view the data on a given screen.  The Project Manager role can allow the user to view the 

funding sources for a project but not be able to change them, but the user can change Milestone 

dates. 

A user can have more than one Role, depending on their job requirements, and Roles can be 

added or deleted as job requirements change.  The System Administrator must make those 

changes, based on requests from the appropriate management level. 

This manual does not attempt to identify role requirements for each type of interaction.  

3 ï Once the completed form has been approved, submit to the System Administrator at 

Interscope@doa.nc.gov. 

4 ï The administrator will notify the requestor when the user has been set up.  

mailto:Interscope@doa.nc.gov
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IV. Navigation 

 

A. Home 
Each user has a home screen and will have ǘŀōǎ ŦƻǊ Ψ{ȅǎǘŜƳ bƻǘƛŎŜǎΩ ŀƴŘ ΨMy FavoritesΩ that will 

allow them to go directly to a program, project, or contract they want to work on.  Depending 

on your position or role, you may have additional clipbƻŀǊŘǎ ǎǳŎƘ ŀǎ Ψaȅ tǊƻƧŜŎǘǎΩΣ Ψ/ƘŀƴƎŜ 

hǊŘŜǊǎ ƛƴ tǊƻƎǊŜǎǎΩ ƻǊ ΨCǳƴŘǎ ¢ǊŀƴǎŦŜǊǎΩΦ     

B. Searches 
Much of the navigation in InterscopePlus is accomplished using Searches. You can enter as few 

or as many criteria as you wish.  The more criteria that are entered, the more specific the results 

and so the shorter the list of returned data.  It is possible to put in so many criteria that the 

search will return 0 results.  If this happens, try broadening the search criteria by removing 

some.  If changing search criteria, be sure to clear any unneeded items, or .  Scroll to the 

bottom of the results list and on the left side it will show how many pages of results there are.  

Search results can be exported to Excel using the  button in the lower right hand corner of 

the screen. 

C. Hyperlinks 
Examples shown in this manual are basic navigation.  Throughout the software there are 
alternate ways of navigating, many of which utilize hyperlinks.  These are shown in blue and are 
intended to be short cuts to speed up navigation. 
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V. Entering Information 

 

A. Hierarchy of Data 
The data in Interscope follows the typical life cycle of a capital project.  It starts with the authorization 

and funding to do the project.  The funding is allocated to a program, and the project is created in the 

program.   The project is designed and then constructed, and HUB is reported on the construction 

contract.  Data must be entered in order, i.e. a project must exist before you can enter a design contract 

for it, etc.  

 

B. Authorization 
Authorizations will typically be entered by a senior level person within a State Agency/  

Department, by the System Office for Community Colleges or by UNC General Administration for 

Universities.  Your user profile, based on your login information, should autofill the Department.   

Note:   University:  The General Administration office will create all authorizations and 

programs.  Campuses can then create projects once the authorization and program have 

been created. 

Community Colleges:  The System Office will create all authorizations, programs and 

projects. 

From the Home screen, select Authorizations>Authorization. 
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¢Ƙƛǎ ǿƛƭƭ ōǊƛƴƎ ǳǇ ǘƘŜ !ǳǘƘƻǊƛȊŀǘƛƻƴ {ŜŀǊŎƘ ǎŎǊŜŜƴΦ  {ŜƭŜŎǘ ǘƘŜ ά!ŘŘ ŀ bŜǿ !ǳǘƘƻǊƛȊŀǘƛƻƴέ 

button. 

  

Fill in the appropriate information.  Required fields are marked with asterisks and have a red 

border.  Budget Item OR NCAS Center is required, but not both, however all three may be 

entered.  Click on .  Note that the Status is άAllocation in Progressέ.  This will not change 

until all funds are allocated to programs.  

Once saved, the Authorization detail tabs show up on the lower part of the screen.  There is also 

a system assigned Authorization #.  Select the Ψ!ǳǘƘƻǊƛȊŀǘƛƻƴ LǘŜƳ 5ŜǘŀƛƭΩ ǘŀō and enter the 
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amount of the authorization in the proper fund source(s).  When all fund sources have been 

entered, .   

 

You will need to create a program and allocate funds before the authorization will become 

ά!ŎǘƛǾŜέ ŦƻǊ ǳǎŜΦ 

C. Creating a Program 

 
At the top of your home page, select Programs>Program to bring up the Program Search Screen. 

 

If you are not sure if a Program already exists, perform a search for it by entering any search 

criteria that might be applicable.  If the Program does not exist, click  
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The New Capital Program screen comes up.   Enter the appropriate information.  Required fields 

are marked with asterisks and have a red border.  The Program Name should be the same as the 

Authorization Title.  The Alternate Name is not required but it is for the local Agency/Institution 

to use if they refer to the Program by a different name. Then . 

 

You should now see the Program Screen with the new Program # and tabs below it.  The 

Program # is generated by the system and cannot be changed. 

 

 

D. Allocating Funds 

 
Funds are allocated from an Authorization to one or more Programs.   If there are multiple fund 

sources for an authorization, make sure that you select the one you want to allocate.  You must 

perform a separate allocation for each fund source to each Program. 

NOTE:  All funds must be allocated to change the Authorization ǎǘŀǘǳǎ ŦǊƻƳ Ψ!ƭƭƻŎŀǘƛƻƴ ƛƴ  
tǊƻƎǊŜǎǎΩ ǘƻ Ψ!ŎǘƛǾŜΩ 
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Start by selecting Authorizations>Authorization. 

 

This will bring you to the Search screen.  Enter appropriate data and  for the 

authorization. 

 

The search will return a list, below, of all Authorizations that meet the criteria.  Select the 

appropriate one by clicking on the Ψ{9[9/¢Ω, Auth ID or Code-Item-Center for that Authorization. 

 

That will bring you to the Authorization Information screen.  Select the ΨProgram AllocationΩ tab, 

then the ΨAdd AllocŀǘƛƻƴΩ. 
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This will bring up a Program Search.  Enter the appropriate information and . 

 

From the search rŜǎǳƭǘǎΣ Ψ{ŜƭŜŎǘΩ ǘƘŜ desired Program.   
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This returns you to the Authorization Program Allocation screen with the selected program 

displayed, ready for you to enter the appropriate dollar amount to be allocated. 

 

Enter the amount to allocate to the Program and click on .  You will then see that the 

funds are allocated, they are available to assign, and because all funds are now allocated, that 

the Authorization Status is άActiveέ. 
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E. Creating a Project 

 

Projects will be created by the Agency, Community /ƻƭƭŜƎŜ ƻǊ ¦ƴƛǾŜǊǎƛǘȅ άhǿƴŜǊΦέ 
At the top of your home page, select Programs>Program to bring up the Program Search Screen. 

 

Enter the appropriate information and .   

NOTE:  The Project must be created under the Program that will provide the funding for it. 
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The search results will show all Programs that meet your criteria.  ΨSelectΩ the Program you 

want. 

 

You will now be in the Program.  Select the ΨProjectsΩ tab, then the ΨAdd ProjectΩ button. 
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Now you are on the New Capital Project screen. 

 

Enter the Project Information ς Basic, and Advanced as appropriate.  Required fields are marked 

with asterisks and have a red border. The Agency Project Code is optional.   

Determining the Special Project Designation 

In the Advanced block, select the appropriate type of project under Special Project 

Description.   

¶ Standard Project:  The default type that will apply to most Capital projects.  

¶ Performance Contract:  This applies to Guaranteed Energy Savings Performance 

Contracts 

¶ Foundation Projects:  This applies primarily to UNC System projects that are 

designed/constructed by a foundation but must be reviewed by SCO 

¶ Non-Code-Item Projects:  This is for projects that do not go through the normal 

State authorization process, such as county funded projects at Community 

Colleges, or projects completed with operating funds.  This will also be used for 

reporting small project HUB information.  An Estimated Project Completion 

date, Funding Source, Estimated Cost and Fiscal Year Funded must be entered.  

These fields appear for entry only when the Non-Code-Item type is selected. 

 

Disregarding Performance Contracts and Foundation Projects, the proper sequence for 

determining what the project designation should be is: 

 

¶ Does it have a capital code-item funding source?  If so, it will be a 

standard project, regardless of cost estimate. 

 

¶ LŦ ƛǘ ŘƻŜǎƴΩǘ ƘŀǾŜ ŀ ŎŀǇƛǘŀƭ code-item funding source, then it belongs in a 

Non-Code-Item Program. 
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¶ If it will have a design contract or require any review by SCO (including 

code only), regardless of cost estimate, it will be a Non-Code-Item 

project. 

 

¶ If there will be no SCO review and no design contract, and it is being 

entered only to meet the requirements for reporting HUB data, it is a 

HUB only project.  

 

Standard Projects have financial controls, which require funds be assigned to the project 

and commitments cannot exceed funds assigned.  Non-Code-Item Projects do not have 

financial controls and funds cannot be assigned to them. 
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Then  . 

 

After saving, the system assigns a project number and displays all the respective Project tabs. 

 

NOTE:  Once you have selected the project designation and saved, it cannot be 
changed.  If it is the wrong designation, it will have to be deleted and re-entered 
with the proper designation. 
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F. Entering Cost Estimate 

 
Cost Estimate, in terms of InterscopePlus, refers to the OC-25 for capital projects, or Form 3-1 

for Community Colleges.  If the OC-25 for the project has been certified by SCO, it will show on 

ǘƘŜ ǎŜǇŀǊŀǘŜ ǘŀō ŦƻǊ ǘƘŜ Ψ/ƻǎǘ 9ǎǘƛƳŀǘŜΩΦ  LŦ ǘƘŜ ǇǊƻƧŜŎǘ ƴŀƳŜ Ƙŀǎ ōŜŜƴ ŎƘŀƴƎŜŘΣ ǘhe system may 

not find the OC-нр ŀƴŘ ǘƘŜ Ψ{ŜŀǊŎƘΩ ŦŜŀǘǳǊŜ Ŏŀƴ ōŜ ǳǎŜŘ ǘƻ ŦƛƴŘ ƛǘΦ  LŦ ŀƴ h/-25 does not exist, 

there is an option to create one.  While an OC-25/Form 3-1 is required for the authorization of 

particular types of projects, with some exceptions cited elsewhere in this manual, some type of 

general cost estimate information is necessary to establish a project.   General estimate 

information is entered as part of the process of establishing the project type described in detail 

in the next section. 

 

From the Programs tab, select Cost Estimate 

 

Enter your Department and Agency and click the Search button
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From your search results you can select a Cost Estimate or Add 

 

You can add selected cost estimates as well as export this data. 

To add a Cost Estimate, you must complete the fields in red. 
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Click on this link to open the OC-25 

 

The screen will open to the OC-25 Template 
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Sample of the OC-25 Worksheet 
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.ŀŎƪ ƛƴ LƴǘŜǊǎŎƻǇŜΣ ȅƻǳ ǿƛƭƭ ŦƛƴŘ ƛƴ ǘƘŜ ƳƛŘŘƭŜ ƻŦ ǇŀƎŜ ά¦ǇƭƻŀŘ {ǳǇǇƻǊǘƛƴƎ 5ƻŎǳƳŜƴǘǎέΦ  IŜǊŜ 

you will upload your OC-25 Excel Spreadsheet 
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Click on Choose File 

 

You now have a workflow button 
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G. Determining Project Type 

 
 

 

 

The Project Type is set when a project is added to a Program.   
 

{ŜƭŜŎǘ ǘƘŜ ΨtǊƻƧŜŎǘ ¢ȅǇŜΩ ǘŀōΦ 

 

Here you will enter information about the project which will be used to determine a Project 

¢ȅǇŜΣ ǿƘƛŎƘ ƛƴ ǘǳǊƴ ŘŜǘŜǊƳƛƴŜǎ {/hΩǎ ƻǾŜǊǎƛƎƘǘ ǊƻƭŜΣ ǿƘŀǘ ǘȅǇŜ ƻŦ tс ǎŎƘŜŘǳƭŜ ǿƛƭƭ ōŜ ǊŜǉǳƛǊŜŘΣ 

ƛŦ ŀƴȅΣ ŀƴŘ ǿƘƛŎƘ ƳƛƭŜǎǘƻƴŜǎ ǿƛƭƭ ōŜ ǊŜǉǳƛǊŜŘΦ  /ƭƛŎƪ ƻƴ ǘƘŜ άLƴǎǘƛǘǳǘƛƻƴ ŀƴŘ /ƻǎǘέ ǎŜŎǘƛƻƴ ǘƻ ǎǘŀǊǘ 

the process.   

bh¢9Υ  hb/9 ¸h¦w twhW9/¢ ¢¸t9 L{ {9[9/¢95 !b5 {!±95 L¢ /!bbh¢ .9 /I!bD95Φ 

 twhW9/¢ ¢¸t9 a¦{¢ .9 /hat[9¢95 twLhw ¢h !{{LDbLbD C¦b5{Φ 
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For State Agencies and Community Colleges, the Estimated Cost must be subdivided into 4 

categories: Design Fee, Construction, Contingency, and Other. 

For UNC Institutions, the Estimated Costs must be subdivided into the 4 categories for projects 

estimated at more than $2M and so subject to SCO oversight.  For projects estimated at less 

than $2M, the estimate may be entered in the 4 categories, or as a lump sum cost by selecting 

the appropriate radio button.  

 

 

Enter the cost estimate for the entire project, regardless of the amount of funding that is 

available.  For example, you may only have been authorized funding for advanced planning, but 

you will enter the estimated cost for the entire project here. 
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Click on ŜŀŎƘ ǎǳŎŎŜǎǎƛǾŜ ǎŜŎǘƛƻƴ ǳƴŘŜǊ Ψ!ǘǘǊƛōǳǘŜǎ 5ŜǘŜǊƳƛƴƛƴƎ tǊƻƧŜŎǘ ¢ȅǇŜΩ ŀƴŘ ŎƻƳǇƭŜǘŜ ǘƘŜ 

required information: 

State Debt would only be applicable if the funding was provided through State Debt (Bonds, 

Certificates Of Participation (COPS), Special Indebtedness, or R&R-Debt). 

State Land ς This will be applicable to most projects except for Community Colleges and some 

Foundation projects. 
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Special Project Designation ς you already selected this when you created the project. 
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Special Oversight ς This applies to a very limited number of projects, mainly DOT projects, that 

have a requirement for concurrent Federal oversight. 

 

Oversight Request ς If the project would not require SCO oversight, but the Agency/Institution 

would prefer SCO to have oversight, it can be requested here.  An example is if the estimated 

cost for a Community College project normally not subject to SCO oversight is $490,000, they 

could request SCO treat it as if it were over $500,000. 

 

 

When all the entries have been made, then .  The Project Type is determined and displayed 

along with the P6 Schedule Requirement, the SCO Role, and Milestones Required.  
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H. Assigning Funds 

 

If there are multiple funding sources in a program, funds can be assigned to the project from 

any available source.  If multiple funding sources are to be used in a project, each respective 

source to be used must be assigned to the project.   

At the top of your home page, click on Programs>Program to bring up the Program Search 

Screen. 

 

 

Note:  Before assigning funds to a project, the project type must exist and there must be 

funds allocated to the program and available for assignment. 
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This will bring up a Program Search.  Enter the appropriate information and click .   

  

The search results will show all Programs that meet your criteria.  ΨSelectΩ to choose the Program 

you want. 

 

 

This will bring you to the Program screen.  Select the ΨAssign Amounts to ProjectsΩ tab and click 

on ΨAdd AssignmentΩ. 

 

 

A new window will appear with a list of Projects in the Program.  Click on the desired project and 

then . 
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Enter the amount of funds you want to assign and then . 

 

 

To Change an Assignment Amount, type in the new desired amount and .  

To review the outcome of your action, you may click on the Project ID or Project Name and it 

will take you to the ProjectΦ  {ŜƭŜŎǘ ǘƘŜ ΨFunds AssignedΩ tab and you can see the funds have 

been assigned. 
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I. Financial Worksheet 

 
The financial worksheet provides information on the financial aspects of the project, including 

such things as funds assigned, contractual commitments to design and construction.  To access 

this information, navigate to the Project, select the ΨFinancial WorksheetΩ tab and it will display 

the ΨEstimated vs CommittedΩ tab. 
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The Assigned Funds are automatically displayed, based on the total amount of funds assigned 

from the Program, regardless of funding source.  Details can be viewed on the ΨFunds AssignedΩ 

tab. 

The Estimated Cost data is automatically displayed from the data entered in the ΨProject TypeΩ> 

ΨEstimated CostsΩ tab.  These costs can be changed by selecting the appropriate cost category and 

entering a new number in the field.  If the project type has not been established, Estimated Cost 

information may be entered here. 

 

The Total Committed is the sum of all commitments (design contracts, construction contracts and 

any Purchase Orders).   The amounts of the design contract and construction contract are 

automatically shown when the respective contract is executed.  Changes to those contracts are 

shown in the Revised Contracts column and the total of the Revised Contracts will become the 

total committed.   

 

Refer to sections on creating design contracts, creating construction contracts, and change orders 

for details. 
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The system will allow the Estimated Cost to be greater or less than the Assigned Funds, but it will 

not allow Total Committed funds to be greater than Assigned Funds for Standard Projects.  Simply 

put, you cannot contract for any work without having sufficient funds available. 

Other $ would be other owner related costs that would appropriately be charged to the project 

such as advertising, soils exploration, fixed furnishings and equipment (FF&E), etc.   

 

Refer to the section on entering Other Commitments for detailed instructions.  

Contingency $ are assumed to be the construction contingency.  For projects with design contracts 

under negotiation, the amount listed as the estimated contingency will automatically be shown 

as construction contingency when the design contract is established. This may be modified in the 

design contract negotiation process and revised as appropriate.  
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J. Creating a Design Contract 
 

For projects that have full SCO oversight, SCO will enter the design contract.  This section is 

intended for non-SCO users to enter ¦ƴƛǾŜǊǎƛǘȅ άdownload,έ Community College, or any 

informal project design contracts. 

Navigate to the Project for which the contract will be created.  Select the ΨContractsΩ tab, then 

the ΨAdd Design ContractΦΩ 

 

 

This brings up a Select Designer window.  Enter the appropriate information to retrieve the 

desired designer, then .  Select the designer. 
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This will bring up the ΨDetailΩ tab, ŀǳǘƻŦƛƭƭΩǎ the designer information, fills in the Financial 

Worksheet Summary and the Target Contract amounts from the Project, as shown below. 

 

  

For the SCO Plan Review, there are two options ς Limited Oversight or Code Only.  The Limited 

Oversight option requires that you show the Oversight requirements in the box.  If there will 

only be review of plans, select Code Only. 
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Select the appropriate Contract Type. 

 

There are several Contract Types to choose from and it is important to pick the correct one.   

Standard Design Contract (Fully Funded):  Typical design contract where all funds are 
available at the time of execution and contract is the full State standard design 
agreement. 
Standard Design Contract (Advanced Planning Only):  This would apply where the 
design contract amount is negotiated but only a portion is funded.  Examples include 
funding through DD development or through full design but without construction 
administration (CA) funding availability.  Contract is the full State standard design 
agreement. 
Letter Agreement (General Use): A design agreement using the letter agreement format 
with the work as described in the agreement.  Examples include feasibility studies or 
work under an open-end design arrangement using a letter agreement.  
Letter Agreement (Programming): Contract for programming using the letter 
agreement format and as described in the agreement. 
Letter Agreement (Commissioning):  Contract for commissioning using the letter 
agreement format and as described in the agreement. 
Letter Agreement (Sustainable Energy Programming): Contract for energy modeling 
using the letter agreement format and as described in the agreement.  
Not Applicable:  This would apply to projects where there is no design contract or code 
review, such as HUB Only. 
 

Change the Construction Target $, Contingency Reserve Target $, and/or the Original Design Fee 

$ as necessary.  Note that the target construction amount is assumed to be the construction 

budget estimate.  If the design agreement should reflect a different amount, for example if you 

want to design to 85 or 90% of the construction budget during periods of rapidly escalating 

prices, change the target amount.   
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If the project is funded for Advanced Planning Only and Standard Design Contract (Advanced 

Planning Only) is selected as the Contract Type, and funds are limited, check the box for Limit 

Design Fee Commitment to the following amount and insert the proper dollar amount.  
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The financial controls will not allow a commitment greater than the funds Available to Commit.  

You can  at any time. 

 

Enter the Selection Date, RFP Letter Date if applicable, Agreement date if agreement has been 

reached and  .   This will automatically update the Contract Status ǘƻ ά/ǊŜŀǘŜŘ ς Not 

{ƛƎƴŜŘέ and show the proposed commitment.   

 

 

When the Signed by Designer and Signed by Agency dates are entered and saved, the Contract 

Status ǿƛƭƭ ōŜ ŎƘŀƴƎŜŘ ǘƻ ά!ŎǘƛǾŜ.έ  Once the Contract Status ƛǎ ά!ŎǘƛǾŜέΣ ǘƘŜ ǎŎǊŜŜƴ ǿƛƭƭ ǎƘƻǿ 

the CURRENT DESIGN CONTRACT information and the updated commitment in the Financial 

Worksheet Summary.   
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Corrections or edits may be made, but require that the contract status be changŜŘ ǘƻ ά/ǊŜŀǘƛƴƎέ 

in order to open fields for editing, then ŎƘŀƴƎŜŘ ōŀŎƪ ǘƻ ά!ŎǘƛǾŜέ ŀƴŘ . 

If this is an in-house design, a design contract is still requiredΦ  {ŜƭŜŎǘ ΨLƴ-IƻǳǎŜ 5ŜǎƛƎƴ ōȅΩ ŦƻǊ 

your agency from the Designer selection list. 

 

 

 

 
























































































































































































































