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Attach a Change Order to a Draw 

This quick guide provides a straightforward process for attaching a Change Order to a 
Draw in Spectrum, ensuring users can efficiently manage and update their project 
documentation. By following the clear, step-by-step instructions, users can save time and 
reduce errors in their workflow. It is especially beneficial for professionals in construction 
and project management seeking to streamline their operations. Viewing this guide will 
enhance your familiarity with the Spectrum software and improve your project 
management efficiency. 

1. Select the Job that you are processing.   In this example I'm doing a quick access via the Spectrum
My Jobs App
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2. Click the Contract hyperlink.

3. Click the Entry section of the Contract Info-bar
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4. Click "Draw Request"

5. Click "Transfer Changes"
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6. Either enter the job or click the pull down for advance search

7. Click Go.
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8. Double-click the job you are processing

9. Hit the enter key
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10. Click the Transfer? check box

11. Click "Continue"
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12. Congratulations!  You have successfully attached the Change Order to the Draw
13.
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