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For more information contact System Office e-Builder Support in the Facilities 

website https://www.minnstate.edu/system/finance/facilities/design-construction/index.html. 
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Change Order (CO) Process 
Process for review and approval of Construction Change Orders. The CO process is used in conjunction with a 
Proposal Request (PR) and/or Construction Change Directive (CCD). The A/E, Consultant – Hazmat, Owner’s 
Rep, and MinnState Project Manager can start this process. The CO process will integrate into Workday in the 
ISRS Hold Step. 
 

 
 

Starts the CO process (Actor: A/E, PM, or Consultant Hazmat) 

1. Click Projects from the Top Navigation tabs. 

 

 

2. Select a project from the drop-down list. 
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3. Select Processes from the Project Menu on the left-hand side. 

 

4. Click on Start Process 

  

5. Select the Change Order (CO) process from the list, click “Start CO.” 
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6. Fill out the Change Order Details page. Read the instructions in the BLUE section. 
a) Fill out the Subject (include the PR and/or CCD) process that will be part of this CO. 
b) Attach the PR and/or CCD using the “PR” or “CCD” tab. Note that the PR and/or CCD will be in the Finish 

step.  
 

 
 

c) Attach PR process.  
a. Click the PR tab. 
b. Click Attached Existing. 

 

c. Filter the PR by selecting the Status “Open” and “Finish.”  This will show all existing PRs in 
the project. 

d. Select the Finish PR to include in this CO process.  
e. Click Attach Existing. 
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d) Attach CCD process.  
a. Click the CCD tab. 
b. Click Attached Existing. 

 

c. Filter the CCD by selecting the Status “Open” and “Finish.”  This will show all existing CCDs in the 
project. 

d. Select the Finish CCD to include in this CO process.  
e. Click Attach Existing. 
  

7. Select the Commitment and enter the Contract Change Amount. See instructions in the blue area. 

 

8. Complete the remaining Fields with all know information. 

9. Select “Submit” to forward it to the next step. 
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Initiator Prepares CO Document (Actor: Initiator.  The Initiator is the person that 

starts the CO process.) 
The initiator reviews the information including the attached PRs and/or CCDs. Download the Change Order 
form from e-Manual, fill out the form, upload it for signature.  
 

1. Initiators download the “DRAFT Change Oder Form for Editing” from eManual. Follow the 
instructions in the blue section to download the Change Order form. Made update to the Excel 
document. 

2. Save the final version as a PDF and upload it to the “Change Order for Signature” field by clicking 
“Browse Computer.” 

 
 

3. Review the rest of the information on the page. Select the action “Submit,” click Take Action to 

forward it to the next step. 

 

4. The Choose Users to add to the next steps screen will appear. 
a. Select the name of the user from the list and move it to the Selected Users box by clicking on the arrow 

between the two boxes. 
b. Click on Submit. 
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A/E Review and Signature (Actor: AE) 
The AE reviews the included CO document and AE signs the change order. 

1. A/E select “Certified” action and Click Take Action. 

 
 
 

2. Click on the link “Click here to review and sign the document(s)” 

 
 
3. The PDF document screen will appear. Click on “Continue” to open the document. 
4. Scroll down to the signature section on the page. 
5. Drag and drop the Signature, Date, and Title from the FIELDS pallet on the left into the appropriate 

signature block. 
 

 
 
 
6. Click Finish to complete the DocuSign. 
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7. Select a user from the Available Users and move it to the Selected Users box. 
8. Click on Certified to move it to the next step. 
 

 
 

CM or Contractor Signature (Actor: Contractor) 
Contractor DocuSign the Changer Order document 
 

1. Contractor selects “Accept;” Click Take Action. 

 
 
2. Click the link “Click here to review and sign the document(s)” 

 
3. Follow Step 5 above under the A/E Review and Signature section on how to drag and drop the signature, 

date, title fields to the PDF document. 
 

4. Click Continue to forward it to the next step. 
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PM Review CO Doc (Actor: PM) 
The Project Manager reviews all the information and verifies the funding source then approves and forwards it to the 
ISRS Hold step which will integrate into Workday to be encumbered by the MinnState Business office. 
  

1. The Project Manager reviews the contract change amount in the table. Verify that the right funding source is 

selected by clicking on “Custom” under the Funding Rule column. 

 

2. If the funding source is incorrect but there is no pencil next to Custom, to change the funding source, the Project 

Manager will need to add a new line item for the change order amount. DO NOT enter an amount into the 

existing line(s) or if there’s an amount in the line, replace it with a zero. To add a new line item: 

a) Scroll to the section “Add Additional Scope Commitment Item.” 

b) Click the link “Please Select a Line Item.” 

 

c) The Budget Line Items screen will appear. Select the right Account Code by double clicking on the 

number.  
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d) After the above is done, the selected account code will show up in the “Add Additional Scope 

Commitment Item” screen. 

e) Enter the retainage Percent.  

f) Enter the Change Amount. 

 

g) Click the green  sign. The Funding Source Distribution screen will pop up. Enter the percentage of the 

amount to each funding source listed. Note: once this new line is added to the table, the funding source 

can be split by the amount instead of percentage. 

h) Click Save. 

 

i) Click “Add” to add the new line into the Commitment Change Items table. 
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j) The new line is now added to the Commitment Change Items table.  

 

k) Double check your funding source in the new line by clicking on the pencil next to Custom. The Funding 

source distribution will appear. You can split the change amount between different funding sources 

using the amount instead of percentage. 

 

l) Scroll to the Funding Source section, select “Yes” to the question “Is Funding Source verified?” 

 

m) Select the “Forward,” click Take Action to forward to the next step. 

 

ISRS Hold Step. 
DO NOT TAKE ACTION! The CO process is in the ISRS Hold step in e-Builder and has integration into Workday. Once it 

receives a success respond from Workday, it will automatically move out of this step and move to the next. 
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CU Signature step (Actor: Project Manager or CU Authorized Approver) 
The Project Manager or CU Authorized Approver signs the change order. 

 
1. PM select “Submit,” click Take Action. 

 
 

2. Click the link “Click here to review and sign the document(s)” 
 

 
3. Follow Step 5 above under the A/E Review and Signature section on how to drag and drop the signature, 

date, title fields to the PDF document. 
4. Click Continue. Once the document is successfully signed  

 

Form & Execution Legal Review (Actor: Form& Execution Legal Reviewer) 
The Form & Execution Legal Review reviews the information including all attachments and signs the change order. 

 
1. PM select “Approve,” click Take Action. 

  
 

2. Click the link “Click here to review and sign the document(s)” 
 

 
3. Follow Step 5 above under the A/E Review and Signature section on how to drag and drop the signature, 

date, title fields to the PDF document. 
4. Click Continue. Once the document is successfully signed. 
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Initiator forwards Change Order to Contractor (Actor: Initiator) 
1. Initiator review the signed Change Order and select “To Contractor,” click Take Action. 

 

 
2. A/E Choose Contractor to add to next step, Click on “To Contractor.” 
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Contractor Receives Signed Change Order (Actor: Contractor) 
Contractor review fully executed Change Order and acknowledge received of Change Order. 
 

1. Contract select “Acknowledged,” Take Action 

 
2.  Change Order process is completed and move to the “Finish” step. The change amount is now reflected in the 

Contractor’s contract. 


