i NEWFORMA

Commitments Quick Reference Guide

This topic provides a reference for working with Project Center commitments.

Purpose

A “commitment” is a contractual obligation to pay another company, such as a supplier, subcontractor or consultant.
In Project Center you can track the complete commitment workflow in the Contracts, Potential Change Orders, and

Change Orders activity centers.

Audience

Project team members involved in contract management and administration including project managers and

subcontractors.

Key Features

e Create and track contract scope including cost code-level of detail for contract financial commitments.

e Create contract, potential change order (PCO), and change order documents ready for signature using
customizable Word templates.

e Manage PCOs affecting contracts, request and track pricing, and understand the big picture from the PCO
Scoreboard.

e Create change orders from one or multiple PCOs and track the review and approval workflow.

e View summarized information of the contract’s financial status, including all change orders and PCOs, and

quickly drill-down into the related documents that compose the financial forecast.

The following sections are included:

e Initial considerations

e Process overview

e Create a contract

¢ Merge the contract document

e Forward the contract for review and signature
e Record the reviewer response for the contract
e Link the executed contract file

¢ Close (finalize) the contract

e Create a potential change order (PCO)

e Generate a letter to request pricing for the PCO
¢ Record pricing for the PCO

¢ Track and analyze PCOs and commitments
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e Turn PCOs into change orders

¢ Merge the change order document

¢ Forward the change order for review or signature

¢ Record the reviewer response for the change order
¢ Link the change order file

e Close (finalize) a change order

e Close (finalize) a potential change order

Initial Considerations

Before you create a contract record, you should consider doing the following:

1. Create Cost Codes (Required). Cost codes are required when entering a Schedule of Values for a contract. In
the Cost Codes activity center, add codes individually or use the Import Spreadsheet utility to create in bulk.

2. Add Contract Documents in the Document Control activity center (Optional). Drawings, specifications, and
contract exhibits provide the legal description of construction contracts. If you are using Newforma to generate
contracts for signature, the current revisions of these documents should be tracked in the Document Control
activity center so they can be added into the contract record. Optionally, the files can be transmitted along with

the merged contract document, PCOs, and/or change orders.
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Process Overview

Contract

Setup
Cost Codes
Setup
Doc Cntrl

.............. . Change Order

Send Letter Negotiate

To create a contract

1. In the Contracts activity center, click New Contract > Create Contract on the Tasks panel.

CONTRACTS - ALPENGRO

Contracts

@ all (18)
Mew Contract Bl Create Contract

Create Report LogReceived Contract

Y

ImportSpreadsheet

©Newforma 2015 Page 3



Commitments Quick Reference Guide

2. In the Create Contract dialog box, fill in required fields such as Subject, To Company, and From Company.
If you want to create a contract document for signature through Newforma, select the correct Form Template.

Complete any other detail fields.

There are three default Word form templates provided. Each can be customized and/or you can

create your own templates.

o |l@]|®

pected...” to choose who this is expec. Executed Contract

3. Select the Schedule of Values tab to add commitment items to the contract. Click the Add New button to add a
new row, select Cost Code (required), enter the Item Description and Commitment amount. Add more line

items for a detailed breakdown of the contract amount. The Total Commitment is displayed at the top of the

grid.
Schedule of Values Scope Contract Docs (0) Pray i i Erniail Log {0) Supporting Docurments (0) Foslated Tte [ *
Total Original Commitment (USD): $25,000.00 Add Mew

0o1-00001 10820000 Fire Protection Specialties $25,000.00

If you are creating a contract record just to track a log of contract values, then this may be the
only tab that is needed. The remaining steps in this section are primarily used if you are

generating the contract documents for signature from Newforma.

4. Select the Scope tab to describe the work that is included in the contract. Click on the button to the far right of
each section to enlarge the field. This information can be merged into the contract document (except for Internal

Zchedule of Values m —ontract Docs (0) Preview Email Log (0} Supporting Documents (0) Related Ite| 4 |
I ] J.rm-r.all

B [ L % verdana > 10 o+ A= E = = I il WL Q

&

]
]

b Inclusions

k Exclusions

F Internal I\DlE‘bI

Ay Next Action: | Forward Cancel m
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5. Select the Contract Docs tab to add specific revisions of record documents from the Document Control activity

center. These are the drawings, specifications and contract exhibits that form the legal basis of the contract.

These files can be sent along with the merged contract document.

Schadule of Valuss Scope [ o) Fraviaw Ernvail Log (D) Supporting Docurnents (0]

Poelated Toe 4"

There are no items to show in this view.

4 m ¥
Review Order:

Keywards:

6. Click OK when done to save the contract record.

To merge the contract document

Once you have created the contract record, you can optionally create the contract document to be sent for signature

using one of the default Word form templates, or using a form template you have customized or created.

1. Before you can create the contract document, the correct form template must be selected in the Form Template

field on the contract record.

stae orat . Susconvac Agrsamen .
Expectad... Expected: 12/31/1978 Executed Contrack:

2. Select the contract from the log view and click View Form from the Tasks panel.
TASKS
Selected Contract

Modify

Forward

Close 3

Link the Executed Contract File

Send

Add Similar Contract

Review Related Action Items

send email about Contract to all
participants

3. The resulting merged contract document appears. You can Print, or use the Save As button to save the file. If

you are ready to take the next step, click the Next Action button and either Forward (for review or signature)
or Send (if no response is required). This creates a PDF of the contract and attaches it to the Forward Contract

workflow step.
" Contract - 2000-1-84. CO - Construction - Shell and Core =3z =}

m s

A Subcontract Agreement
—

Alpengrove Environmental Science
Center
1999009.00

Alpengrove Environmental

V] Next Action:  Forward
Forward
Send |
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To forward the contract for review or signature

If you did not use the Next Action option in the previous step, you can use the separate Forward task to send for

review or signature.

1. Select the contract from the log view and click Forward from the Tasks panel.

Selected Contract
Modify

Close
Link the Executed Contract File
send

2. The Select Files to Forward for Review dialog box opens. Select the contract document(s) and/or other files
to forward, select the forwarding method (Info Exchange or Email), then click OK.
The Forward Contract dialog box opens. Edit any information as needed and click the Forward button.

4. If Info Exchange was chosen as the forward method, fill out the Info Exchange options and click OK to complete

the transfer.

To record the reviewer response for the contract

When the reviewer response is received, it can be recorded as a workflow action for the contract. Reviewer responses

can originate from Info Exchange, email, mail, etc., or from internal staff.

1. If internal staff is recording their review, select the contract and click Record Reviewer Response from the
Tasks panel, then go to step 3 below.

Selected Contract
Modify

Farward

I Record Reviewer Response I

Close
Link the Executed Contract File
Send

2. If the review response is coming from Info Exchange, it will be in the Pending Incoming log. Select the

incoming response and click Receive Pending Review Response to receive it.
CONTRACTS - ALPENGROYE ENYIRONMENTAL SCIENCE CENTER

Selected Contract

@ I Pending Incoming {1} - I

Madify Y Y Y h i
Forward Construc... 2000-1-04-... Open Subcontract

Receive Pending Review
Response |

3. The Record Reviewer Response for Contract dialog box opens. Review the information, and then click

Record Response.
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To link the executed contract file

Once the contract is finalized and signed, you can link the signed, scanned file to the contract record.

1.

Select the contract in the log and click Link the Executed Contract File from the Tasks panel. Browse to find
and select the file.

TASKS
Selected Contract
Modify
Forward
Record Reviewer Response
Close
I Link the Executed Contract Fils I
send
Add Similar Contract

To close (finalize) the contract

After the contract is reviewed and contract documents have been signed and saved, you can take the next workflow

action to close (finalize) the contract to indicate that the contracted work can begin.

1.

2.

Select the contract and click Close > Send and Close from the Tasks panel to send it to the parties involved.
CONTRACTS - ALPENG

Selected Contract
Modify

Forward

ﬂ Under Review (!

4

Record Reviewer Response

Close

Link the Executed ContractFile
Send

Close
Respond and Close
Send and Close

The Select Files to Send dialog box opens. Select the contract document(s) and/or other files to send, select

the method (Info Exchange or Email), then click OK.

To create a potential change order

Use the Potential Change Order activity center to track issues that could possibly change the signed and finalized

contract.

1.

To create a new potential change order (PCO) record, go to the Potential Change Orders activity center and

click Create Potential Change Order from the Tasks panel.

Potential Change Orders

I Create Potential Change Order I

Create Report

Open Scoreboard
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any other details.

A Create Potential Change Order =S
sz e promwesion
Type: Cost | ID:
Due Date: do Due Date [Pl Actual Completion Dats B~

Rermind days before due I Reasons
Status: Draft -

Description  Contract Docs (0)  Email Log (0)  Supporting Documents (0) Relats) ¢ [ »
Estimated (USD): $0.00  Proposed (USD): $0.00 T
Approved (USD): $0.00  Forecast (USD): $0.00

i ;

In the Create Potential Change Order dialog box, fill in any required fields such as Subject, and then fill in

Click on the Pricing tab to add pricing data for the PCO. Click the Add New button to add a new row, and fill in

an Item Description, Contract, Cost Code, and Estimated Amount. Repeat the process for each line you
want to add. Use the Create Similar button to save data entry time for new rows added.

If a contract is selected, only cost codes assigned to that contract are available. If no contract has

been selected for internal cost items, click the button in the cost code field to browse and select
the appropriate cost code.

& Create Potential Change Order
Subject Fire Protection
Type: Cost

Cue Date: [7]

Status:  Draft

Description  Contract Docs (0)

Email Log (0)

days before due i)

Supporting Documents (0}

« ID:
Actual Completion: [F] o Date
easons:

Related Items (0)

Estimated (USD): $123,000.00  Propesed (USD): $0.00  Approved (USD): $0.00

Forecast (USD):$123,000.00

Change Log

O : = = I
T hd h 4 T hd A 4
BGT-003-00001 Poles and metal roofin.,, 2000-1-04- CO 1202500
BGT-003-00002 Redesigned sidewalks 2000-1-04- CO 2450060
' .
Ke ords:

4,

R Create Potential Change Order

= || B8
Subject:  Fire Protection
Type Cost -
Due Date: [ No Due Date @~ Actual Completion: [ no Date o-
Remind days before due { Reasons
Status Coraft -
Fricing M Contract Docs (0)  Email Leg (0} Supporting Docurnents {0) G 4 [
B I LU & verdana 1w - A-fF g 3E S

Internal Notes:

A Next Action:

E=ExIgTe

Click on the Description tab to enter any general information about the PCO. Use the Internal Notes section to
record any notes you do not want to be seen by external parties.
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5. Click on the Contract Docs tab to add specific revisions of record documents from the Document Control
activity center. These are the drawings, specifications, or contract exhibits that relate to the PCO. Background
information that the subcontractors need in order to prepare their estimates can also be attached to the

Supporting Documents tab.

Pricing Drescription Contract Docs (0) Ernail Log (0} Supporting Documents (0) Reliti)*

| 1 l_ll |

6. Click OK when done to save the PCO.

To generate a letter to request pricing for the PCO

Once you have created the PCO record with all applicable information, you can optionally create a letter to request

pricing using one of the default Word form templates, or using a form template you have customized or created.

1. Select the PCO from the log view and click Generate Letter from the Tasks panel.

Selected Potential Change Order
Modify
Create Change Order Proposal
Add Sirnilar Potential Change Order

Generate Letter

Send email about Potential Change
Order

2. The Generate Letter dialog box opens. Select the Pricing Items you want to include. Then select the Form
Template you want to use and the Format. Put in an Output Filename only if you want it to be called
something other than the default name. Indicate a location in the Save In field for the letter only if you want it

saved in a different place than the default location.

Click the Preview button to see the information merged before sending. If you are ready to send it, select the

Next Action checkbox and select Send from the drop-down. Click OK.

B Generate Letter = =2 |3
Select Potential Change Order Pricing Ttems for: “Fire Protection™{114)
T 4 v : 4 4
BGT-003-00001 Poles and metsl roafing for ¢, 2000-1-04- CO
#| BGT-003-00002 Redesigned sidewalles 2000-1-04- CO
n 3
-
-
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3. In the Send Options dialog box, indicate how you want to send the document (Info Exchange or Email) and
whether you want to create a project transmittal.

4. In the Select Files to Send dialog box, you can optionally include the contract documents and/or supporting
documents in the transfer along with the merged letter. Click OK to transfer the letter.

5. Select the PCO in the log and click Modify from the Tasks panel. On the Pricing tab, indicate the date you

requested pricing in the Pricing_IRequested Iﬁeld, the Pricling Due Datcla, and Rem?nder Days.
I I I

T T

/162004 214014 7z

6. You can also change the Status on the main PCO record to indicate that pricing has been requested.

g
| pricing el
Pricing Requested

Estimate Pricing Comnpleted

Forecast - :aq
I| = void

To record pricing for the PCO

Once you have created the PCO record with all applicable information and requested pricing, as proposed pricing

comes in you need to record it and track the status of all your PCOs.

1. If the subcontractor responds via the Info Exchange website, the Pricing Received date, Proposed Amount,

and Proposed Days will flow into the PCO line items automatically. If you receive pricing via email, verbally, or

in person, you will need to fill in the information yourself.

| pricing Receives ount (U5D) ]
Y Y Y

8/17/2014 $75,000,00 15

2. Once all pricing has been received, you can change the Status of the PCO to Pricing Completed.

Pricing Completed -
Ciescription Contract Docs (0) Email Log

3. Once final amounts have been negotiated and agreed upon, fill in the Approved Amounts (and if needed,

Approved Days) in order to create a change order.

4. Note: If any line on a PCO is not approved, enter zero in the Approved Amount field.

w

$75,000.00 155
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To track and analyze PCOs and commitments

1. To see an instant on-screen analysis of potential change orders for tracking purposes, go to the Potential
Change Order activity center and click Open Scoreboard from the Tasks panel. The scoreboard helps identify

which pricing items need to be expedited. To print information from the scoreboard, click Generate Report.

B Searshored o= [=
Fler B - & Ouwby 0 - Indormsbion cusenk &t of BAT/2004 10415888 Y
o 901 00z 003 904 oos
Dus Date & 12172013 - & 12502013 o 142872013 o af6/2013
Total $1,000 $15,000 0 0 480,345
00.2:0
1995009.00
2000:1:04: €O +1,000 ¥, $15,000
m] B 480,345
'
ey
Estimated () Proposed Muktiple Currency: USD
¥ fpproved ":,\ Change Order Written [T Pricing Mot Available
L Help

2. To see an instant on-screen analysis of commitments for a contract with a pie chart and summarized view of
change orders and potential change orders, go to the Contract activity center, select the contract, and click the

Summary tab.

Supporting Documents (0)  Email Log (4)  Relsted Items (42) _ Change Log

Contract Status Contract Changes
Sowiog sl Canweat changes
[ url:t‘v:t:‘l‘-(:mmnmrnl u,)sn,uu:z: g s e T, 1
ook Comaltmont | $4,35000000 ChangeOrder  CO-001 Pending C0P-009, COP-015
c Change Order €0-004 Pending Changs Order for G
| 13724909 Change Order 2000-1-04-C... Pending Testing New Scope T
- o Change Order 2000-1-04-C.. Pending test
a Change Order 2000-1-04-C. Pending eene
™) $51.000.00 Change Order 40 Pending 0 for door alignmen
v $4,848,499.01 Changs Order 2000-1-04-C..  Pending Testing xmi
Potential Change. 001-001 Estimated Construction - Shell st
Potentisl Change BGT-003-00001 Estmated Fire Protection
Potantial Change. BGT-003-00002 Approved Fire Protection
I

To turn PCOs into change orders
To finalize the agreement with a change order to the subcontractor, go to the Change Order activity center to create
it.

1. In the Change Order activity center click New Change Order > Create Change Order on the Tasks panel.

CHANGE ORDERS - ALPENGRO

Change Orders

Mew Change Order

Create Report

i All {19)
Create Change Crder
Change Crder

4

Import Spreadsheet

2. In the Create a Change Order dialog box, fill in any required fields such as Subject, Contract, To Company
and From Company. Select the correct Form Template, and then fill in any other details.
3. The Contract field is required if you are adding a Schedule of Values.
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4. There are two default form templates provided. Each can be customized and/or you can create your own

8.

9.

templates.

& Create a Change Order [Eers)

Contract Information

Duscipline
Company: | Requred
Change Order Dates
Due Date: Do Due Date B~ ~ | Change Order Date: O
Remind 21+ days before due pDate Executed: B
Reasons.
Draft v [Form Tempiate; Architect Change Order -
Click "Expected...” to choose who this.. Executed Change Order
Scope  Contract Docs (0) _ Praview  Daseription of Contents (0)  Email Log (L4} >

Approved Amount (USD): 0.00 Add

There are no iterns to show in this view,

Click on the Schedule of Values tab and click the Add button to add rows.

Schedule of Values Scope Contract Docs (0) Preview Descrption of Contents (0) Email Log (€ * | *

Approved Days: 0.00 Approved Amount (USD): 0.00 Add

There are no itamns to show in this view.

The Select Potential Change Order Pricing Items dialog box allows you to select any pricing item that is

tagged to the selected contract and has an approved amount entered.
[ b Zelect Potential Change Order Pricieg Rems =E@ =]

Sedect pricing items to include i this Change Grder

Potential Change Order Prcing Iams

ter all Columins q
o et L s et oo v o)
z

T
02001 s Add 8 stove 1o the kitchen Minkn kitchan Bigger #15,000.
fl|mcT-003-00002 - Fire: Protection Redesignad sidewalks 15 478,000

Click on the Scope tab to enter detailed information about what is included and not included in the change order,

as well as other general information. Click the button to the far right of each section to enlarge the field. Use
buttons on the toolbar of each section for formatting text. This information will merge into the change order

document (except for Internal Notes).
Schedule of Valuss m Contract Docs (03 Praview Description of Contents (0) Ernail Log {f ‘@

| 4 General |

B I L & wverdana 10 v A f f

wee
n

T EE=ada =aelfh g

Inclusions

Internal Motes

Optionally, you can click on the Contract Docs tab to transmit record documents related to the change order.

Schedule of Values Ecope Contract )]

Praview Description of Contents (0) File Summa * | L4

Humber  Type Tithe:

There are no items to show in this view.

Fill information on other tabs as needed. Click OK when done to save the change order record.
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To merge the change order document

Once you have created the change order record with all applicable information, optionally you can create the change
order document for signature using one of the default Word form templates, or using a form template you have

customized or created.

1. Before you can create the change order document, the correct form template must be indicated in the Form
Template field on the change order record.
| Status! Draft - Subcontract Change Order -

2. Select the change order from the log and click View Form from the Tasks panel. Or, open the change order

record, check the Next Action box and select View Form.
TASKS
Selected Change Order
Modify

Forward

Link Change Order file

Close

send

Add Sirnilar Change Order

Wiew Form

Send email sbout Change Order
Delete

3. The merged change order document appears. You can Print or use the Save As button to save the PDF file. If
you want to create the PDF and take the next step at the same time, click the Next Action button and either
Forward (for review or signature), or Send and Close. Either of those actions creates a PDF of the change order

document and attaches it to the Forward Change Order workflow step.
% Change Order - 114-1 - sidewalks [E=R[E=E

ml s

Subcontract
Change Order

Z000-1-04- CO

AlpeEngrowe Environmiental
Science Center
1750 elm sireet
rnanchester. NH

oo ] [ acons ] rorwars Bl o |
Farward
Send and Close

To forward the change order for review or signature

Once the actual change order document is created, saved in your project files, and linked to the change order record,
if needed you can use the Forward workflow action to send the document to someone for review or signature before
finalizing.

1. Select the change order from the log and click Forward from the Tasks panel.

Selected Change Order

Modif:
Link Change Order file

Close

Send
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2. The Forward Change Order dialog box opens. Edit any information as needed, include any files on the Files to

Send tab, and

click the Forward button.

o Foreard Change Order [a= =]
To: - . «  Transenattal 1D Auto Humbar
T Change Order ID: 114-1
[
Froen:
Subject: sidewalls
Purposs: For Signaturs - Hide racipisnt kst 0
Date: Tuesdsy , Juns 17, 2014 [B= Due back: [[]to Due Date B |1
Sand Wia: Erneail - Remind 25 days befors dus o
Log In Document Control 0
Remarks Praview [rascription of Cantents (1) d (1) | Email Log (i) Poalated Tkaens (0) Clt | i
Files to Forward Wiews = Add Files... Add Folder.. Include Files From =
Harna Typn Siew Date Modified Path
L sa05a23-Marked up pdf Adobe ArrobatDoc.. S99 KB 4/30/2014 24132 PN WA - Accouhbing -~
‘ m 0
External Referances:  Incduds all externally referenced draveng, image, and support files -
Earve record cogy i -
Revigw complets kit of files befors cresting transmittal
Kaywords
Ay ] Print or email fosm after filing m m “

To record the reviewer response for the change order

When the reviewer response is received, it can be recorded as a workflow action for the change order. Review

responses can originate from Info Exchange, email, mail, etc., or from internal staff.

1. If internal staff is recording their review, select the change order, click Record Reviewer Response from the

Tasks panel, then go to step 3 below.

Selected Change Order

Modify

Forward

I Record Reviewer Response I

Link Change Order file

2. If the review response is coming from Info Exchange, it will be in the Pending Incoming log. Select the

incoming response and click Receive Pending

Selected Change Order

Review Res
CHAMGE ORDERS - ALPEMGROYE ENYIROMMENTAL SCIEMCE CE

vI

‘ I Pending Incoming (1)

Response

Receive Pending Review |

D & Subject Approved A...  Approved D...

Modify

Forward

Record Reviewer Response

T hd A4 hd
114-1 sidewalks $75,000.00 15

onse to receive it.
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3. The Record Reviewer Response for Change Order dialog box opens. Review the information and click

Record Response.

Email Farmarder
Respand and Close

To link the change order file

% Recard Reviewer Response for Change Order (=) -@
To: Transerattal 10:
T Change Order ID: 114-1
Fram:
Subject: R sadewalks
ction: Reviewed
Date: Tuesday , June 17,2014 ]
Recaived Via: Irfo Exchange
m Description of Conkents (0) Associabed Files (0 Ernail Log {0} Foelated [terns (0) Change Log
FUTEAY: Crmated by o — -
Farwarded to: & — - -
Remarks: L
E
Farwarded ta: - - -
Redmiarks:
B I U & vVerdsns =10 v A g tE EE=ddmel !
Responss
Kaywi
Ay J] Next action: | Close Record Respaons “
Close
Farward

Once the change order is finalized and signed, you can link the signed, scanned file to the change order record.

1. Select the change order in the log and click Link Change Order File from the Tasks panel. Browse to find and

select the file. Or, instead of using this task, you can modify the change order and click the button to the right of

the Executed Change Order field to browse and find the file. It will then display on the Preview tab for quick

reference.
TASKS
Selected Change Order

Receive Pending Review
Response

Modify

Forward

Record Reviewer Respanse
Close

Send

Status: apen

Executed Change Order:

Form Tamplate:

Subcontract Change Order -

]
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To close (finalize) a change order

After the change order is reviewed, and documents have been signed, you can take the next workflow action to close

(finalize) the change order, which may involve sending the finalized change order to the parties affected.

1.

If you are sending the change order, select the change order from the log and click Close > Send and Close on
the Tasks panel.

CHANGE ORDERS -
Selected Change Order ﬂ all (z0)
Modify

Forward

Y

Record Reviewer Response
Link Change Crder file

Close

Close
Zend and Close

If files are attached to the change order, the Select Files to Send dialog box opens. Select the change order

Send

document(s) and/or other files to send, select the method (Info Exchange or email), then click OK.

To close (finalize) a potential change order

After the PCO is created, pricing has been requested and then recorded, and any needed change orders are created,

you can take the next workflow action to close (finalize) the PCO to indicate that the issue has been resolved.

1.

Modify the PCO and change the Status field to Closed, then click OK.
lSt:-‘.u:::I Closed J;]
Draft
. Pricing Requested
Estimate Pricing Completed
Approve ggzed
=l Void
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