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Unifier - Change Order (PR Review)

1 Use your Task List (or the Change Order BP) to find the CO in your review.
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2 Double-click the record you are reviewing.

3 Click "Accept" - this is accepting the task, not approving the record. You cannot
make any changes until the task has been accepted.
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4 Review Title, Change Order No., and Change Order Date. Update as needed
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5 Review "Change Order Information" and update as needed.
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6 Review "FHWA Information" and update if necessary. If you do not know if FHWA
Approval is required, you can leave this blank for the Area Engineer to complete
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7 Click "Line Items"
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8 Review details of each item.

Note: Items with a "Pay Item Name" listed are new items on the Contract.

9 To view the Pay Item Name for existing items, use the Custom Print option
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10 Click "Print" - this will allow you to view the Change Order document.
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11 Review Change Order
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12 Review all information including "Item Unit Cost", "Quantity", and "Reason Code"

13 Review "Change Reason" and "Scope of Work"
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14 Review Cost Codes by clicking the "Cost Breakdown" section

15 Ensure the "Not Costed Quantity" field is zero and that there is only 1 cost code
associated with the item
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16 Review details and cost codes for each item on the Change Order
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17 Now click "Change Order"

18 Change Orders should have attachments or linked records to justify/support the
changes. Review attachments in this section (or they may be attached to the
specific items in the Line Items tab)
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19 Click "Linked Records" and review records by double-clicking

20 Click "Comments" to view or add comments

Note: Comments can be seen or added on this record at anytime by anyone with
access to this BP.
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21 Type comments and click "Post"

22 If your review is complete, click "Send"
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23 Click "Send"


