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Autodesk Construction Cloud (ACC) Guide-Change Order Process

Facilities Management
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This guide only covers the basic process for Change Orders that may or may not have a
schedule extension. For less common workflows, see the advanced guide for more detail on
the following topics:

e During PCO review with Contractor, the contractor will not sign and you need to redo
PCO

e After PCO signoff by Contractor, you need to change account numbers but not item Qtys
or bid prices

e During CO internal review, reviewer selects Revise because more justification is needed

e During CO internal review, reviewer selects Revise due to issue with Cost or Schedule.
This includes situations such as the Board of Public Works rejecting a CO.
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1. Build-Contractor Completes GC by COR form

Select the correct project from the drop down near the upper left. Go to Build > Forms. Click blue “+ Create form”
button, select COR by GC

2 AUTODESK Construction Cloud
ﬂ Build = Public Health Remodel v5.6 @& 1
@) Docs S
——
2 Build
Q) - 3
(& Cost Management ome tO FOrmS
|II| Insight 2 your team to securely fill out, review, and manage any paperwork your
3 Take the tour Learn more Register for course
® Forms
@J Photos
Forms  Templates
[0 RFIs
All Forms + Create form 4 Archive
J=l, Submittals —_—
@ My current Forms Search your templates % &
ﬁ._ Meetings
(O Forms by Template l rc T |
— schedule
E] (Sample) Daily Report Yarsars
ego Assets
&) corby6C
Reports (Sample) Daily Report

2Q Members

Fill out form per instructions on form, copied
below. Steps 1-4 of Form

Forms

COR by GC

Instructions to General Contractor:

1. Open new browser tab or window to Files tab. Upload
PDFs documenting COR costs to folder 0-FileRefUpload This draft is only visible to you.

2. In References section, to the left of form window > Add
Reference drop down > Files. Navigate to file from step 1.

3. Input name, and check box below as needed.

4. Input values in fields highlighted in light blue, all other

fields self-calculate.
5. Submit when complete.

Form Details

Form date

M 5/27/2022

Add file reference X

Q_ search

NOTE: Not all file types can be referenced,
but PDF, DOCX, XLSX, PNG, JPG are among
supported file types. Other references
(Photos, Issues, Forms, and Assets) are not
supported at this time.

~ [ Project Files

~ [ o-Filerefupload
Descripjon

[ D 6inchweldedsprinklerRemoval.pdf ] 8

Assigned to [ zzAsset_asset.pdf

ZEXIGC EXtNC_Last M
[ zzcoR-001_Form7_Form1.pdf

TIP: You can open the Files tab of Build in a
new window or tab. This will allow you to
drag and drop a file to the 0-FileRefUpload @ Currenty VP
folder without navigating away from the

22 Editable only by zExtGC ExtGC_Last
[ zzc0R-001_Form7_Form1_Reflpdf

e to 4 contributors and 5
[ zzcor-001_Form7_Forma.pdf

6 D zzCOR-001_Form7_Form2_Refl.pdf
form. The file must be upload'ed prior to pererences ; T
open the Add File Reference dialog box. Q
. . Photos ‘
Files attached to forms are automatically pasrerel d G
¢ Issues

renamed to keep any new uploads to 0- 7 it far e 9

FileRefUpload at the top of the list.
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At any time (regardless of whether the form is editable to user) a contributor or reviewer can add comments on the
form (indicated by 1 & 2). Use @ and autocomplete individual or role name to send them a direct email notification. All
other contributors and reviewers are notified with each comment.

Public Health Remodel v5.6 @ ~ ZL ZEXtGC EXtGC_Last ~

COR by GC | oraft | O copy & Export

Comments 2
This draft is visible to reviewers.
Form date - O\ O\ ' . [l [/ @ Download PDF [T] Replace PDF Discard changes Save
5 8/4/2022 -
1D
®179
Change Order Request
Description Project Number: 17047 Date: Aug 4, 2022  Created by: ZExtGC ExtGC_Last

Once complete, hit submit in the lower right. This will submit the form to the Construction Manager for Review.

2. Build-Construction Manager Reviews GC by COR form

Construction Manager will receive an email that a form has been assigned to them for review. Follow link to get to the
form. The Construction Manager can review the form and its referenced files. Use the comments feature shown on the
previous page (indicated by 1 & 2) to interact with Contractor and other contributors or reviewers. Use @ and
autocomplete individual or role name to send them a direct email notification. All other contributors and reviewers are
notified with each comment.

Forms in the Review state can proceed one of two ways. Send back to editors if any changes are needed by the
Contractor. Or, once everything has been reviewed and is ready to process as a Change Order, click the blue Sign and
submit button.

NOTE: Submitted forms cannot be removed. The process to hide the form and undo the Change Order Request is
involved and should be avoided.
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3. Cost Management-Construction Manager processes Change Order Request

NOTE: Every 5 minutes, an automated Recipe (a program that runs on the ACC Connect platform through Workato)
scans for submitted forms. Once a COR by GC is submitted within that time window, an email is automatically sent to
the Construction Manager notifying them of the Change Order Request.

Click the link in the email from Workato.

Change to Default View if not already set. Click Budget Code column to assign either a specific Account or the main
Contingency budget. Budgets must already be setup.

Enter data for: N/B (Negotiated/Bid) and CO Just. Comments-CPM/CCM (Change Order Justification Comments by City
Project Manager and City Construction Manager)

Change Orders

Change Order Request Processing Change Order Change Order

@ Export v Y [ pefaultview v
Numb Cost Budget B Processi  Change N ~
er Name b iatus Code Committed ng... arder Type B CO Just. Comments-CPM/CCM ©

111,892.78

Executed

1,025.6: C 0-00! No N Stake! ed a change is ’ﬂli\l\’l[n-l“ ayout.
« raft 92652 Cont Ext Requi. B[ Unforseen stakeholder needs that were uncovered during constru... l

ADL_12348-45-151 - Paving

BID_11111-1414-11 - Chip Sealing East
BID_12345-67-890 - Base Construction Contract
BID_12346-15-484-00012 - Solar

BID_12347-54-45 - Signage

BID_12348-15-154 - Landscaping

Creat:

w budget

Group by budget code segment
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Click the blue text for the Name of the Change Order Request to bring up the fly out.

COR-032-Add power & data outlets in 3 conference rooms
Change Order Request

~ Details

Number COR-032
Name | COR-032-Add power & data outlets in 3 conference rooms

Description | COR-032_Submit-20221201(1510+04)_FormID-389

Budget BID12345-67-890 - Base Construction Contract R

Main Contract Main Contract

Contract With GC 8152 - Public Health Remodel ~
Supplier Ext-GC1
Cost Status Draft Scope Assigned
Schedule Change | 0 Days
Type | Cont Ext Required v
Location Select a location ~

~ Documents

@ Stored in Autodesk Docs

Attachments

72COR-032_Form389_Costs.pdf

7zCOR-032_Form389_Refl_CBFloorBoxDutlets.pdf

Add document

NOTE: Many of the attributes
visible in the flyout can also be
turned on by clicking the gear icon
and then inputted in the table view.
However, there are some attributes
that can only be edited or viewed
via the flyout.

<“Description” has auto-populated
text for tracking purposes. For
example, this was COR-032,

Submitted December 1%t 2022 at
3:10:04 AM and Form ID #389

Open the attachments to confirm
they are correct.

<PDF of form as submitted.
< File(s) attached to COR by GC by

way of file reference

See next page
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» Related Change Orders
> Cost Summary

» Markups

» Scope of Work

» Approval

» Dates

v Custom Attributes

N/B | N

CO Just.

ACC Guide-Regular Change Order process October 25, 2024

Continued...

<Previously entered

Comments- | Unforseen stakeholder needs that were uncovered during

CPM/CCM

(" Actual vs Estimated
1 Quantities differ —

Missing Bid Item or
Additional Bid Item | |
needed

Field Decision
(Expanded Scope) "

Differing site
conditions

Design did not
adequately

anticipate field
conditions

Underground
conflicts (utility | |
revision)

Design Changes | |

&

<Previously entered

<Select checkboxes to indicate
justification for the Change Order

Click the 3 vertical dots next to name of the COR. Assign > Prelim Change Order. Type a name for the Prelim Change
Order, be sure to click Create option... or else nothing will be created or assigned.

Change Orders

Change Order Request Processing Change Order Change Order

COR-030
COR-031

COR-032

Name tg Define hierarchy

E)2

Ly Delete

COR-031-All

COR-032-Add power & data outlets in 3 conference rooms ¢ B 1]'aft

ft wall layout to expand office 501

926.52

cessi  Change
Order

> Processing Change Order 3

-006 C0-006 No Cont Ext

Type

Cont Ext Requi.

N
/B

N

N

€O Just.

cati
Stakehold

Unforseerf

Assign to Processing Change Order X

Name *

COR-032| ~ ‘

vl

Create option COR-032

[t | Create and Assign 6
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4. Cost Management - Construction Manager prepares Change Order for Contractor Signoff

Clicking the PCO number in the column Creating a PCO switches tabs to PCO. Click arrow next to PCO to see COR(s).
Input New End Date if needed at the PCO level. This is the new contract end date as a result of this change order.

#2 AUTODESK Construction Cloud

(&) Cost Management - TEST-Olin Park Facility Improvements - CO.. & ~
@ Home
Change Orders
&3 Budget
. Change Order Request Processing Change Order Change Order
=) Cost
(&) change Orders ~+ Add
4% Forecast Mew End C
Number Name Cost Status Committed Budget Name
T Date by PCO 9 0
) Files Expand | 026.52
Reports Dco-cca COR-032 & 1 eDaft 926.52
01 COR-032-Add power & data out.. H Open 926.52 Base Construction Contract
L0 Members < June ~ 2023 ~ >
£} settings Su Mo Tu We Th F Sa
1 2 3
& 5 6 7 8 9 10
11 12 13 14 15 16 17
18 19 20 21 22 23 24
|«

25 26 27 28 29 30
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Click the name of the PCO to bring up the flyout. Under Documents, click Add document and then select Generate from
document template. Select the only option.

COR-032 %

Processing Change Order

Draft: Prepare potential change

Set as Open

v Details
Number | PCO-006
Name | COR-032
Description
Main Contract | Olin Park Facility Improvements ~
Cost Status Draft Scope Assigned v
Schedule Change Days

Type v

> Scope of Work

“ Documents
@ Stored in Autodesk Docs

@ Document Package

Add document A

Add from Change Order Request

COM-ENG-FM PCO S Contracto...
[ Generate from document template] > I : B e ]

Upload from your computer

Attach from Autodesk Docs

Click Add document again. This time, select Add from Change Order Request

v Documents
@ Stored in Autodesk Docs

Document Package

=x3)

Recently generated >

[ Add from Change Order Request ]

Generate from document template >
Upload from your computer

Attach from Autodesk Docs
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TIP: Documents can be reordered by clicking to left of file icon and dragging. Will need to reopen to merge into new
document package and new file version.

Open the document package to open the file that the contractor will review:

Document Package
g

Merged to PCO-006-COR-32.pdf B
MSN-FM-PCO Summary_Contractor.xlsx

2 Download

22C0R-032_Form389_Costs.pdf = send by email

zzCOR-032_Form389_Refl_CBFloorBoxOutlets.pdf

IMPORTANT: This file is a legally binding change to the contract. Ensuring the file is correct is critical so
that the contractor can agree to the contract changes.

Changes to data in the system aren’t immediately populated—you must regenerate document template if anything is
changed.

IMPORTANT: Setting a PCO to open with an up-to-date merged document package PDF will trigger an
automation that performs several steps. An up-to-date merged document package means that the
document package has been opened since the latest change to one of the documents composing it was
changed. Be sure document package PDF is correct before setting PCO to open because setting PCO to
Open send the agreement to the contractor for signature.

Click the 3 vertical dots next to the PCO Name. Click Set As Open.

@ Home
Change Orders
q@ﬁ Budget
Change Order Request Processing Change Order Change Order
= Cost 9 rreq g g ange Orde
E Change Orders
M\ Forecast New End
Numb N Cost Stat C itted
umber P ame ost Status ommitted by PCO
() Friles Expand | 926.52
Reports > PCO-006 COR-032 E] s Draft 926.52 Sep 20, 2023
Set as Open
28 Members
@ Settings -+ Add Change Order Request
-+ Batch create Change Order Request
%% Add markup >
T Delete

The automation will create a CO Signoff by GC form and send you an email to notify you.

If the document package PDF was not opened after its XLSX file composing it was changed, the form will
not be created upon setting to Open. In that case, you will have to Set the PCO as Void, remerge the files

P 9
and then Reopen the PCO. age
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5. Build-Contractor approves CO Signoff by GC form

Contractor will receive an Action Required... email with a link to a form CO Signoff by GC. Follow the link. View the file
reference. Click Show More to read entirety of statements.

If you approve, add select Sign and Submit. If you have any questions or are not ready to sign, use the comments. The
methodology to add comments by clicking the dialog bubble icon as shown is the same as it was for the COR by GC form.

If through comments it is determined that the document needs changes, select Send back to editors.

Only Sign and Submit the form if you approve the Change Order and your signature looks good. The form cannot be
edited after you submit.

CO Signoff by GC In review © Export

Last synced today at 03:23 PM

Form Details Form is in review
1reviewer needs to sign

Form date Send back to editors Sign and submit

Jun 29, 2023
i

D 1. CO Acceptance by GC
#12

This contract change order agreement has been submitted under
Location Sec. 104.3 of the Standard Specifications for Public Works
_ construction...
Description
FLo-008 11 BYSIGNING AND SUBMITTING FORM, GENERAL
CONTRACTOR AGREES THAT.

Created by

1 have reviewed all pages of the file in R
Accept the Change Order to the contract as
Last updated file. My signature affirms I am using my ow

\
Jun 29, 2023

© Visible to 7 members

zzz COM-ENG-ADSK Automation

References

Files

== po-006.pdf
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6. Cost Management-Construction Manager prepares Change Order for staff review

After the contractor has signed the CO Signoff by GC form, the Construction Inspector will receive an Autodesk email
immediately. It contains a link to the Form, which alone isn’t of much use.

You will also receive a Workato email within 5 minutes that contains a link to the corresponding PCO and Form. Next,
we need to attach documentation to the PCO to show that contractor has signed off.

In Workato Email, open link to PCO. In flyout, scroll to Documents section. Under Attachments click Add Document.
Select Add from linked references.

53 “ Scope of Work

v Documents
@ Stored in Autodesk Docs

Document Package
& Merged to PCO-003.pdf

COM-ENG-CI PCO Summary.xlsx

Add document w

Attachments
O

Add document A

Generate from document template >
Upload from your computer
Attach from Autodesk Docs

Add from linked references Add references v

Forms

CO Signoff by GC #30

Sep 6, 2024 Closed
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6 possible types of references show up in the list but only 1 actually is present under Forms. Expand Forms

Select linked references

~ Assets (0)
> Files ()
> Forms (1)
» Issues (0)
> RFIs(0)

> Submittals (0)

Select the only option:

Select linked references X

Vv Assets (0)
> Files (0)
v Forms (1)
€O Signoff by GC #30
Sep 6,2024 | closed
> Issues (0)
> RFIs(0)

> Submittals (0)

1 reference selected Clear [ELIEN  Add to Attachments

Important: wait for blue wheel next to filename to finish spinning before proceeding.

Add document

D Attachments
1 document

) Forms - CO Signoff by GC - #30-202409062050.pdf
Add document v

The appearance of the PDF icon indicates successful upload of the attachment.
D Attachments

1 document

Forms - CO Signoff by GC - #30-202409062030.pdf
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Scroll up to the top of the flyout. Select Generate > Change Order

extend sanitary

Processing Change Order

Open: Prepare cost change

v Details

Number

Generate A

Change Order

PCO-003

ACC Guide-Regular Change Order process

October 25, 2024

IMPORTANT: Failure to correctly attach the 1 exported file and only the 1 exported file will result in an
error message. The error message is communicated by the name of the generated Change Order. Any
erroneous Change Orders must be deleted and recreated, the next time following the instructions.

Upon Creation of the Change Order, ACC will switch to the Change Order Tab. Click Set as Open. A Workato Recipe will
automatically analyze and then set all Open COs as BPW or non-BPW. Never manually input data into the Type column.

Before setting to Open

After setting to open and Workato setting the type

Number ~
Expand |
> C0-004
> CD-005

> C0-006

Change Order Request

Change Orders

Processing Change Order Change Order

Name Status Committed Type

89,778.17

Executed 25,001.29 BPW
Executed 4,22309  Non-BPW
COR-32 i Joraft 926.52

Change Orders

Change Order Request

Number ~

Expand |

> C0-00%

> C0-005

> C0-006

Processing Change Order Change Order

Name Status

hrough COR-30 H Executed

COR-32 H Open

Committed Type
89,778.17

25,001.29 BPW
4,223.09  Non-BPW

926.52 Non-BPW

Page 13



City of Madison Engineering-Facilities Management ACC Guide-Regular Change Order process October 25, 2024

Click blue text for name of CO to bring up flyout.

2024 09-16 Update: Do not input anything for BPW Meeting

Do not change New End Date by CO. It is automatically filled by an automation based off PCO value.

COR-032 v,

Change Order

References Add references v =

Forms

€O Signoff by GC #12
Jun 29, 2023 | Closed

> Markup Summary
> Approval

» Tax

» Dates

v Custom Attributes

BPW Meeting @ | ™

Schedule Change

e Supply chain deLayi

TY_Street
TY_Sewer-Sanitary
TY_Sewer-Storm
TY_Water
TY_TE-Electrical
TY_Parks

TY_Facilities

New End Date ® | M sep3o, 2023

\_ by CO )

v Notes
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After entering in Custom Attributes Data, scroll back up to Documents Package. Create Document package as shown
below. Very similar to the process for the PCO. Note that the document package will not reflect any data modifications
after its creation. Always create 1-COM-ENG-FM_CO Internal.xlsx template. For BPW type COs, also create 2-COM-

ENG-FM_CO BPW.xlIsx. Do not edit these files-instead, change custom attributes and then regenerate to update XLSX
files.

Click 3 dots at top level next to document package to open to PDF

“ Documents
@ Stored in Autodesk Docs

Document Package

(2 open
1-COM-ENG-CI_CO Internal.xlsx
] open in browser
2-COM-ENG-CI_CO BPW.xlsx 4 Download
C Remerge
Add document v
B9 send by email

Attachments
]

Forms - CO Signoff by GC - #5-202409241735.pdf

Add document Vv

% Linked References

TIP: If you need to change custom attributes or COR justification data or anything else, need to also update the
Document Package. Click the triple vertical dot icon next to the Justification file and select Regenerate. You will also

need to reopen the Document Package for the changes to be reflected on the document reviewed by staff. A new
version will also be created.
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7. Cost Management-City Staff review Change Order
Click blue Send button in the upper right of the flyout. A pop up to Send email to reviewers will appear. Hit Send to start
the review process.

Send email to reviewers

Subject *

‘ Change Order - CO-004 - COR-006 requires your review and response.

Remind reviewers *

‘ zConstMgr zConstMgr_L.. x  ZProjMgr ProjMgr_Last x v ‘

Email notifications are only sent to reviewers list above. Any reviewers for this task
can take action during the review task.

Email message *

Please review the associated scope and information and respond accordingly. ‘

Due date

Aug 8, 2022

Now the Change order will work through the Change Order Approval Workflow. It is a series of 3 (Non-BPW COs) or 5
(BPW COs) steps, some of which have multiple reviewers able to complete the review on a first come first serve basis.
The Change Order will be listed as Await Internal review: Step name where Step name is the custom name given on the
Change order approval workflow. The next reviewer in line is also listed.
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The process is nearly identical for each step, so just one Approval step is shown in this guide.

Action Required: Public Health Remodel v5.6 - =]
Change Order - CO-004 - COR-006 requires
your review and response. Inboxx

Autodesk Construction Cloud <no-reply@a... 1113 AM (0 minutesage)  ¥¥ €

to cadbimmgr-constmgré

<Sample of Email. Review staff would follow link via blue
Open in Cost Management button

City of Madison - Engineering - Public Health Remodel v5.6

Your action is required

John Sapp sent Change Order CO-004 - COR-006 to you

"Please review the associated scope and information and respond accordingly.”

Qverview
Number C0-004
Name COR-006

Open in Cost Management

Sender's Email: jsapp@cityofmadison com

Clicking review in ACC will bring up this window

Review Change Order Cancel 4- Submit after selecting Response
Documents
Pocument Package : 1- Select Open to view Document Package

- PDF in the system

. MSN-FM-CO DocTempl.xlsx

=

Attachments
O . orent

Ec_o_f,mfmﬁm_élpldf, p e a0oe ¢ 2- Select Open to view Attachments PDF in
the system
Response *

Proceed v | 3-Select Proceed or Revise

Comments
ZD) | add a comment 3R-If Revise is selected as the Response, then a comment must be provided prior to Submit. Note
that this will reset entire review process. It is best to first use @functionality in the flyout similar

to forms to resolve any issues

After completion of staff review, an email is generated and sent to contractor with a link to the document package and

the change order in ACC.

Do not execute the change order after you receive the notice that it is sent. Only City Engineering’s
accountant should set the Change Order as executed only after it has been executed in MUNIS
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