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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
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2. Click the Contract hyperlink.
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3. Click the Entry section of the Contract Info-bar

act

$2,622,562.00

PROPERTIES

FINANCIALS
Summary

Billing Items

Open Items
Payment History
Change Request Log
Change Order Log

DOCUMENTATION
ENTRY
REPORTS

CUSTOMER

L ET

Cardinals Investment Group
Address

6702 Boston Avenue

St Louis, MO 98002

Gross profit % 12.5% Net cash flow 1,117,180
Committed cost 146,527 |w|
Earned revenue 1,272,729 Job info
Over/under billed 695,011 Contract #
Cost to complete 1,181,197 Job create date  12/01/22
% complete 48.53% Last cost date 10/09/24
Cost and hours
Job-to-date Projected || Estimate || Variance Var %
Cost 1,113,546 2,294,743 2,278,282 16,461 0.7%
Labor hours 5,957 11,118 9,451 1,667 17.6%
Contract
Customer CARINV Cardinals Investment Group
Original contract 2,409,562 Billed-to-date 1,967,740 EI
Executed changes 200,500 [+ Sales tax
Approved changes 12,500 E Applied 1,380,423
Revised contract 2,622,562 A/R balance 587,317
Proposed changes 39,000 Retention due 196,819
Current due 390,498
Price type Fixed price Last billed date  10/20/24
Contract date Last paid date ~ 07/25/24
Job code FP1 Talbot Professional Ctr
Contract Outstanding
Original contract 2,409,562.00 Current
Executed changes 200,500.00 B 1-30 days past due
Approved changes 12,500.00 E 31-60 days past due
61-90 days past due
Revised contract 2,622,562.00 91+ days past due
Proposed changes 39,000.00 [+
Total current due
Retention balance
Total balance due
Contract info
Contract date
Last bill date 10/20/24
Last payment date 07/25/24
Salesperson
Architect
History totals
Billed 1,967,740.00 E 196,819.00
Sales tax
Invoice total 1,967,740.00 196,819.00
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4. Click "Draw Request"
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v CONTRACT

‘ Switch

Customer code

CARINV Cardinals Investment Group
act Job code FP1 Talbot Professional Ctr
$2,622,562.00
Contract
»ERQRER S Original contract 2,409,562.00
» FINANCIALS Executed changes 200,500.00 EI
» DOCUMENTATION Approved changes 12,500.00 E
¥ ENTRY .
InvoldRRR Revised contract 2,622,562.00
Draw, Request Proposed changes e~
New Change Request
New Change Order
Cash Receipts
Contract info
» REPORTS Contract date
Last bill date 10/20/24
CUSTOMER Last payment date 07/25/24
Na " Salesperson
Cardinals Investment Group Architect
Address
6702 Boston Avenue History totals
Job-to-date
_ . P e
5. Click "Transfer Changes"
W Viewpoint Spectrum.
® MP1 _ N1 _ MP1 X -~ MP1 X e
Dashboard ~ Contract Financial Summary Contract

MP1 =

Outstanding
Current
1-30 days past due
31-60 days past due
61-90 days past due
91+ days past due

Total current due
Retention balance
Total balance du

Preferences Help

“ Form H_Tra-nsfer Changes H Summary Entry H Update Draws _H Reverse Draw |

v CONTRACT
Job Talbot Professional Ctr
Revised contrac Customer CARINV w| Cardinals Investment Group
$2,622,562.00 Application # 10 |

» PROPERTIES Gt cara

» FINANCIALS
» DOCUMENTATION

~ ENTRY
Invoice Entry
Draw Request
New Change Request
New Change Order
Cash Receipts

» REPORTS

+ CUSTOMER

Name
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6. Either enter the job or click the pull down for advance search

. . 7
‘, VIEWpOInt Spectrum, MP1 v Preferences Help About.
MP1 _ N1 MP1 X e mP1 X
® Dashboard = = Contract Financial Summary  Transfer Change Orders to Draw Request +

‘ Cancel || Reverse

Job [ALL Q
Customer  [ALL et

7. Click Go.
N 7
W Viewpoint Spectrum. R
@ Ih;:;hboard = L i ME1 X MR - N

~ Contract Financial Summary  Transfer Change Orders to Draw Request
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8. Double-click the job you are processing
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|~ Newsearcn

Statu:

s display: Active only

Customer Jaob address “1*
c2 CARDIG (Cardinals Digging Company) MH
FP1 CARINV (Cardinals Investment Group) 14801 1
FP2 COXHOS (Cox Hospital) 1127 Rainie
TAX Tax Example COXHOS (Cox Hospital)
T™1 Lynnwood Conv Center STLUNI (St Louis University) 19100 44th
™2 Customer TM Rates Job STLUNI (St Louis University) 19100 44th
UP1 15TH Widening/Repave CARINV (Cardinals Investment Group) 41128 SW
i CONV conv CARDIG (Cardinals Digging Company)
REC1 Rec Job CARDIG (Cardinals Digging Company) 123 Equesti —
TAX2 Tax example CITDAL (City of Dallas) 600 4th Ave
TEST test tax CARDIG (Cardinals Digging Company)
WOJ1 Work Order Job 1 DALLIB (Dallas Library System) 335 Ferdina
24015 test job CARINV (Cardinals Investment Group)
39838 Loader CARDIG (Cardinals Digging Company)
9. Hit the enter key
Job FP1 *
Customer  [CARINV *
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10. Click the Transfer? check box

W Viewpoint Spectrum. MP1 v Preferences Help aour
e _ NE _ MP X MP1 X o
Dashboard ~ Contract Financial Summary ~ Transfer Change Orders to Draw Request
T e
Job [FP1 -] *
Customer  [CARINV | *
wner
Job Job description Owner CO # Description Transfer?  Status Issued Approved  Unbilled revenue Cus
FP1 Talbot Professiona... CR 1013 even more stuff & Executed 09/19/24 10,000.00 CAl

11. Click "Continue"

W Viewpoint Spectrum. MP1 v Preferences Help soul
e _ N1 _ MP1 X e MP X b
Dashboard = ~ Contract Financial Summary Transfer Change Orders to Draw Request
[ coninue (RN
Job [FP1 | %
Customer  [CARINV v|*
Owner CO
Job Job description Owner CO # Description Transfer?  Status Issued Approved  Unbilled revenue Cus
FP1 Talbot Professiona... CR 1013 even more stuff vl Executed 09/19/24 10,000.00 CAl
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12. Congratulations! You have successfully attached the Change Order to the Draw
13.

= M XN e
Transfer Change Orders to Draw Request U

Completed successtully - 10/28/24 (06:28)
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