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1- For PAEA, PCCEA, PDCA, PPCO and PGMP, complete the appropriate worksheet template per
the instructions provided on the first tab of the worksheet. Templates available at the UH
FPC Vendor Resources page.

2- Click on Cost Management
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PORTFOLIO

TOOLBOX

3- Click on Online Change Requests.
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Online Change Requests

INVOICES

Progress Invoices

4- Clickonthe+Add -~ button.



https://uh.edu/facilities-planning-construction/vendor-resources/

5- Company field — Your Company will auto select based on your user id.
6- Project field - Select the project from the Project drop down menu.

7- Commitment field - On the Commitment drop down menu, select the contract for your

company.

8- Description field - Enter a summary of the proposed change.
9- Record # field — Enter an appropriate reference that serves as a tracking number, i.e. PCCEA

3, PCO 6, PDCA 2.

10- Category field — From the drop-down menu, select the appropriate category for the

request.

11- Post As field — Leave as ‘Revised Scope’.
12- Scope of Work field — Enter scope of the work to be performed in this change.

13- Justification of Expense field — Enter sufficiently detailed information to clearly justify the

request.

14- From the top bar, click on the Save icon.
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15- A new tab at the bottom will appear.

16- Important: Ensure that the ‘Use Units’ box on the grey bar is not selected.
a. If ‘Use Units’ is selected (box has a checkmark), click on the box to deselect.
b. To make your default layout, hover over ‘Layouts’ then select ‘Save’ from the drop down.

17- Click on Paste From Excel. Do not click the OK pop up button until after data is copied from the
excel file.

18- Go to your worksheet template then select and copy the data in the ‘Paste Copy’ tab. Do not copy
column headers.

19- Click the OK pop up button.

20- Hold down the Ctrl button on your keyboard and press V to paste.
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21- From the top bar, click on the Save icon.

22-Select the Attachments tab to add attachments.

23- Add files by drag/dropping or clicking the Add button.
24- Click on List View to show attachment details

25- Click on Details to show the details for attachments.
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Review attachment details. Click on the ‘Edit’ icon to make edits

27- In the description field, provide a brief description of the attachment.
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Attach the data worksheet as a pdf or as an .xls file.
Repeat the process for additional back up files.
Click the Save Icon.
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31- Review the data in the Change Request Recap data for accuracy. For PAEAs and PCCEAs
you should see no change since they are net zero to the contract.
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32- If you identify data errors, select rows with errors and click on the ‘Delete’ button. Review
data in worksheet then reimport.
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33- Once data is validated, select the Workflow tab.
34- Click on the Submit button. Review information then click on the Save button.
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Actions for Returned Online Change Request

1- Select the Workflow tab at the top navigation bar.
2- Scroll down to the Workflow Log section and review comments in the Comments column.
3- Select the ‘Attachments’ tab to review any attachments from the Reviewer.
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4- |If the decision is made to withdraw the request. Under the ‘Workflow’ tab, in the Actions
box select ‘Withdraw’ then click on the Save button.

5- If the decision is to resubmit - make correction to data and other fields and update
attachments as necessary.

6- Under the ‘Workflow’ tab, in the Actions box select ‘Resubmit’ then click on the Save
button.
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