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SUBJECT: CONSTRUCTION PROJECT ADMINISTRATION MANUAL (CPAM) CHANGES FOR
CHAPTER 7 SECTION 4

This Bulletin revises Construction Bulletin 01-08. The following changes to the CPAM are effective the date of this
Bulletin and will be incorporated into the next CPAM revision.

Section 7.4.9.4 Funds Used for Credits on Projects

Work Order form (700-010-80) may be used for the purpose of documenting the deletion of work for lump sum
projects (receiving credits from the contractor for deleted work). This will be accomplished by selecting the proper
type “Adj. for deleted work-LS jobs only” in site manager while doing the Line Item Adjustment. This ensures
that funding is credited back to the proper function (usually 200 or 203), and not to the contingency funds (202).
When the Work Order form is used for this purpose, no numbering of the form will occur and it will not be entered
in the Contract Change Tracking System. '

In addition, the following instructions are to be used for processing a credit on a lump sum project using a Work
Order in Site Manager via line item adjustment. The following steps will be incorporated into the Site Manager
Manual.

The credit to a lump sum project should be documented using form 700-010-80
The estimate will need to be generated in Site Manager.

From the Main Panel select “Contract Administration”

Next select “Contractor Payments”

Next select “Contract Adjustments”

Next select “Line Item Adjustments”

Next select the Contract

Next select the Estimate No. to be adjusted
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9. Next complete the bottom portion of the screen using drop downs

- Select the project number

- Right click on Line Item Number and select the line item number for Lump Sum Contract (should be
line item number 0005)

- Next select the “Type” of adjustment. For a credit you ALWAYS select “Adj. for deleted work- LS
jobs only”. This will ensure the funds are credited back to function 200 or 203 instead of the function
202 (contingency).

- Fill in Quantity of 1.000 and your Unit Price (negative dollar amount) (the Amount field will
automatically populate)

- Click on the “remarks” field and enter a description of the credit.

Work Order form (700-010-80) may be used for the purpose of documenting the deletion of work for bid item
projects (receiving credits from the contractor for deleted work). This will be accomplished by selecting the proper
type “Credit for contract change” in site manager while doing the Line Item Adjustment. This ensures that
funding is credited back to the proper function (usually 200 or 203), and not to the contingency funds (202). When
the Work Order form is used for this purpose, no numbering of the form will occur and it will not be entered in the
Contract Change Tracking System.

In addition, the following instructions are to be used for processing a credit on a lump sum project using a Work
Order in Site Manager via line item adjustment. The following steps will be incorporated into the Site Manager
Manual.

The credit to a lump sum project should be documented using form 700-010-80

The estimate will need to be generated in Site Manager.

From the Main Panel select “Contract Administration”

Next select “Contractor Payments”

Next select “Contract Adjustments”

Next select “Line Item Adjustments”

Next select the Contract

Next select the Estimate No. to be adjusted

Next complete the bottom portion of the screen using drop downs

- Select the project number

- Right click on Line Item Number and select the line item number you wish to receive the credit

- Next select the “Type” of adjustment. For a credit you ALWAYS select  Credit for contract
change”. This will ensure the funds are credited back to function 200 or 203 instead of the function
202 (contingency).

- Fill in Quantity of 1.000 and your Unit Price (negative dollar amount) (the Amount field will
automatically populate)

- Click on the “remarks” field and enter a description of the credit.
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This will be a new section in CPAM and the existing numbering for sections that follow will change when this
section is incorporated.

If you have any questions, please contact Derek Fusco at (850) 414-4167.
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CREDITS FOR DELETED WORK ON LUMP SUM CONTRACTS VIA WORK ORDER
Steps for processing a credit on a lump sum project in site manager via line item adjustment.
Credit will be documented using form 700-010-80 (no numbering on the form and this will not be entered
in Contract Change Tracking System)
Steps below occur after the estlmate is generated in site manager:
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From Main Panel — select “Contract Administration”

Select “Contractor Payments”
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Select “Line Item Adjustments”
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Select Contract
FAASHTO SiteManager
File Edit Services Window Help
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Select Estimate No. to be adjusted (you can only select the latest estimate — once an estimate has been
approved, you can not make adjustments to it)
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This is the next screen that appears — you will complete the bottom portion of the screen using drop

downs.
T ASHTO SiteManager
Flo Edt Services Window Help
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Select the Project Number that the credit applies to.
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‘search”

Right click on the Line Item Number blank and select ¢
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The Items for the project number you selected will appeaf. You will select the appropriate Line Item
(which is Lump Sum Contract)
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THIS PART IS VERY IMPORTANT - for a credit on lump sum projects — you will ALWAYS

SELECT “Adj. for deleted work — LS jobs only”_(this ensures that the funds are credited back to the
proper function which is 200 or 203 for regular funds)
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automatically populate)

Fill in Quantity of 1.000 and your Unit Price (negative dollar amount) (the Amount field will

E AASHTO SiteManager
File Edit Services Window Help
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Click on “Remarks” Icon at top of screen
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Unit Price:

Enter a description of the credit (this will print on the estimate); then click on the Remarks Icon again.
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You have completed the adjustment.



CREDITS FOR CONTRACT CHANGE VIA WORK ORDER
Steps for processing a credit for contract change on pay item contracts in SiteManager via line item

adjustment.
Credit will be documented using form 700-010-80 (The form may be numbered but this will not be

entered in Contract Change Tracking System).
Steps below occur after the estimate is generated in SiteManager:
From Main Panel — select “Contractor Payments”

E SneManager Panel
-

‘Main Panel Contractor Papments{s) ]

g@l@&ﬁog

ontrack Dailp Worle - . Pipsfinef+} arige Accessoiigs(+) Systam
Adnmutyetm(fl Reportaf+) Drdzsrs{vr) Administration{+]

Select “Contract
Adjustments”
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Select “Line Item Adjustments”
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Select Estimate No. to be adjusted (you can only select the latest estimate — once an estimate has been
approved, you cannot make adjustments to it)
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Select the Project Number that the credit applies to.
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THIS PART IS VERY IMPORTANT - for a credit on line item projects — you will ALWAYS SELECT
the Adjustment Type: “Credit for Contract Change” (this ensures that the funds are credited back to
the proper function which is 200 or 203 for regular funds)
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). The Amount will automatically populate.

Click on the “Remarks” icon at top of the screen:
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description of the credit (this will print on the estimate); then click on the Remarks Icon a

gain.
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FYAASHTO SiteManager
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Save and you have completed the adjustment.
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