: You will get an email
MAVERIK #425 - FRUITLAND [x] fught-cick or b and hekd hare s

donnoad pctares. To help protct from Procore/PM letting
ID Eotiit Goneied f S sicture :
you know that thereis a
PCO ready to go.
Yiewoolne ' \iew POF
From Monica Hurst (Kier Construction Corporation) pay attention to the
Date Tuesday, February 27, 2018 at 02:43 pm MST middle section in case
Sent To Dawn Holt (Kier Construction Corporation) there are specnal
CC Monica Hurst (Kier Construction Corporation) Instructions.

Attachments None

Click the link and it will
take you to Procore.

Hi Dawn

The attachment = the Signed PCO_ It's good to go | will do the commitment change orders

nght now )

Sent From Procore

Click Edit once in Procore
to make changes to the

Name #001: Adding Work to RV and Fuel Island

PCO.
tem # 001
Details

#001: Adding Work to RV and Fuel

CE #0071 - Adding Work To RV and Fuel Island

This is adding work to the pumps at the RV pad and make
changes out at the fuel island.

Created By Monica Hurst
Status Pending - Proceedin
Link I This Potential I
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Carerw S rwed f Vabsts (4

POTENTIAL CHANGE ORDER #2001 ADDING WORK TO RV AND FUEL ISLAND

- E) Click the box to sign with DocuSign

’ o0t

Adcrg Work 13 RV and Fusd e

[.“.;,., v IchangeslalmloApprovcd « Contract Charggs Order ol @ AMibRAing @ Clamites
if owner has already
Owugn Dwssicpment + approved. If not, change it

to Pending-In Review.

TOW™! o
v A tvg Mol btriaed Frove MANERIC DS - FRUNTLAND

B/ VFFIATEERMXCRT rvsen -~ A A~

R e0gd - Acdea Weack To 24 ard Pasl Discg
THE € 83300 work 12 the pumgs B2 1he &0 0ad and maks CAMrges oot ot the Fuel s

NOTE ABOUT THE STATUS:

You will only change the status if the PCO needs to be signed by the Owner. The PM may put it in “Pending/Proceed” status and attach a
signed copy of the PCO — in which case you will NOT send to the owner to sign.

Cancel Save & Email Save Complete with DocuSign

Click Save or Complete with DocuSign and follow usual procedure in DocuSign.

Put a PDF copy of the signed PCO in the H drive as usual and process as Owner Change Order in Sage/Timberline as usual. DO NOT CREATE SCO
IN SAGE BASED ON THIS. See instructions for CCO/SCO’s.
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PA Procedures — Creating a Prime Contract Change Order (PCCO)

GINE AL B ORMATION

:‘mhhwm-h&o

JUse same titie a5 the PCO |

—

B /VEFFI3ITCEENEBEAY " v A A~

This will pudl from the PCO - no need o changs &

l_ - ] Select FCO from

5 R
o Phewi  NLLANON

Attached dgned PCO
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PA Procedures — Creating a Change Request (Sage)

In the Job Folder on the H: drive, go to Changes > Change Request and create a new folder for this approved PCO. Title the folder as follows: PCO
#000 Title From PCO. Ex: PCO #007 North Curb Replacement

In Sage, go to Project Management > Contract Control > Change Requests

- ‘
|P4} Find Change Request 12| ® |
Job: GOLDENWEST CU - FARMINGTON (17-9141 « (V] Open Find window when opening Change Request
Nurnber l e I Description I Status Price [ 0K ]

001 Enter your job number or name, select New. 948
ooz 22
003 3082018 January Material Invoice Credits Approved 8,90¢
007 4-02-2018 North Curb Replacement Approved £ I
W0 01 3-01-2018 Revised Contract Amt Due to Doubl Proceed
< | 11 3

= ey

Enter Job number or name and click on New to create a new Change Request. The job will automatically populate with the last job used, so make
sure to select the job you want before clicking on New.
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b GOUERWTST CU - FarmensTon o Make sure you're in the right job | A Nt

v [ rmeT Use same Utle a5 PLOJPLLC | ETET
- et Qs

Smme [ B Schmdibe gt change automatically to
toose Approved when
processed and saved

JERENY MOORE MG 510 ect M r
Choose File

This is all on the Change Request tab, Nmmnonq:‘mmw

[T, o —

Featy

The first screen that comes up will be the Change Request screen on the Change Request tab. Fill in the applicable information using the
information from the PCO. Tip: Keep the PCO open in Procore on one screen.
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7 Crange Request WO (2 - [Charge Request--007: North Curb Repsacerrert]

‘ o'= 3 |

‘ x?
‘ Ohwge P s
Joe BOLDENWEST CU - FARMING TON 1750 00y 1 A Nnte 007 This will stay the same from the last screen | Alien
Deecrpton  [Jlots Gt Fmpiacanart - Th ] cwe [y 3 o
CPe || hes»
Pacrgmethod Tew 4 ratens __j vew FPrce -
m—— p— - W— . - — | S P
b Cost Code Catmyry T e Cuareey Ut OF Mosmms | Ut Prce Pece Ve ] o
[ [250 | | Comentone Cancrte - P 204 10000 58630 | CORNERSTONE CONCRETE | | 5 e
| 220 -4 ,:U Excavetor PR 208 Rerwes £ 2000 E O] | AUF EXCAVATION | '
-4 _'I ! ] | T
You will fill in the Cost Code, Category, Description, The Commitment number will automatically
Quantity, Price, and Vendor. populate when you enter the vendor. E l
Use the description on the PCO that the PM created. REMOVE THE COMMITMENT NUMBER. Digrd
¥ tracromnts ‘
Cpone
tep
Final Steps: Clhick Next
Action, choose Prefil

Estimates Then click
Next Action again and
cheeae Update Job l
Estimate. Save.

Matop'Addon Tax Descption

o".-n
Pt & Ovetend @ 105
-

Enter the mark up

Toesl cont smmate

Add the Profn, Bonds, and Insurance below ¥ needed. Then click Print and
save to the job folder. |
Pacolime | e, Pece 5 Cont Code Catogn
! Ll
meoe| 3200¢ 8| Add cost code |

Make sure the Total Price matches the approved PCO,

Tats pace @

Shrge Feges / \'n.u-l Froe Cont Exteate ‘

Reaoy

Choose the Price/Cost Estimate tab and fill in the applicable information. MAKE SURE THERE IS NO COMMITMENT NUMBER LISTED. After all the
information is entered and verified for accuracy, choose Next Action and Prefill Estimate. Then choose Next Action again and click on Update Job
Estimate. Click yes to save and change status to Approved. Print to PDF and save in the job folder in the file you created.
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PA Procedures — Create Change Order (Sage)

In Sage, go to Project Management > Contract Control > Change Orders

g I R
|p#| Find Change Orders 7| = |
Jab: GOLDENWEST CU - FARMINGTON (17914 « [¥] Open Find window when opening Change Order
Number Date ] Description [ [ 0K ]
0o 1-26-2018 Credits for Owner Material Purchases Appr
002 2-13-2018 PR #02 Cost Impact Diffusers Appr
003 3-08-2018 January Material Invoice Credits Appr
o7 4-02-2018 Morth Curb Replacement [ ll

Enter Job name or number. Then choose New.

\ —— |

Enter the job name or number. It will automatically populate with the last job used so make sure it is the job you want.

Click New.
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7} Change Onder- PECO 004 - [Charsge OndemabCO 007 Norts Cart Replacemersd 4 L o ® 8
7
|
Charge Onder
ot GOLDENWEST CU - FARMING TON [1 7.9 00y | M Nnte | ! Number same as POO/POCO | -
Oumcgten l‘M‘ Cuts Fegiaimnert  Use same title as POO/POCO I Cue sR2M =) i
To TADENWEST CHELYT UWON DUEN  Enter Ownar > .
From AREMY MOORE $0X) Enter PM | Al —~
Lotaz 179120 - Az Npmwed - E.'pm I
Cotract tem 040007 See Notes _'.I Fibases 1o accourting ) Ravvies cortoact amount [
Prw Ow e RFapes
Dute Owacrguon T @]M
i A02.2010 Mot Cut Seclacoment Sl l
et
§ O v
Contract Hem notes: , ) NedAcwn v
What you enter here Cortract Rers Quick Add v o
will depend on how e
the owner wants to o . Dmcgton:  [[Ohenge Ovder 007 | r—
see change orders on
the pay app. if they o
want to see change
orders on their own e Troe Progrem Bing =
e at the bottom of Lnt Prce
the pay app then you
will enter CO-20M040.
Make this mumber U:._
match the PCO/PCCO -
number. Ex: CO-40007,
1t will ask if you want
10 ereate & new tem,
3y yes. Title It the Bern il be besed on e O 40021 E Covie He
same every time. Ex: L J
Change Order 007.
Totsd pece e
R eacy art job ure LDEM e FAPMBVGTOM (1791 & X AP NUM e

Enter applicable information from the PCO. Change the status to Approved and make sure boxes are checked. Choose Select Change Requests
and find the one you’re working on. It will then show up in the box. Click Save. Print to PDF and save in the job folder under Changes > Change
Orders. Title it PCCO #000 Description. Ex: PCCO #007 North Curb Replacement
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