1 Phase 52 CR

Select the Phase 52 radio button to create a Phase 52 change request. In the Phase 52 CR
window users must select a Phase 52 workflow as well as a WPA workflow. The current Phase
52 amount as well as the fiscal year is displayed as a reference. Enter a proposed Phase 52
amount and fiscal year. When the proposed funding amount is entered the system will calculate
the difference and display the change amount. Vice versa, the change amount can be entered

and the funding amount will be updated.

1.1.1.1.1 Phase 52 Workflows

There are 3 types of workflows associated with a Phase 52 change request. There is a front
review, a back review and a normal review. When a front review workflow is used, the system
requires a back review. In order to only conduct one review, administrators can create a workflow
using the “normal” type. This type does not require a back review. It is best practice to name the

workflows so they are easily identified.

1.1.1.1.2 WPA Workflows

In the same way, the system allows for multiple WPA
Completion workflows. This is to allow the districts the
flexibility of creating multiple WPA Completion

workflows in order to identify state vs. federal projects.



Figure 1 Phase 52 CR

Click the “Add Document” button to add supporting documentation for the Phase 52 estimate. A
window will appear, allowing the user to browse for the document to be uploaded. Once it is
selected, enter the file name, if different than what is listed, and a short description and click “OK”

to save it.

@7 Note: The change request must be saved prior to uploading a document.
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