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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. 

 

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) 
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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 

 

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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 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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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 

 

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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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 


