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Contract CM-R Job Aide 

Contract SOV 
 
Once the Contract has been approved in OAKS CI.  The CMR will create their Contract SOV.  This SOV will 
consist of Preconstruction line items. 
 
Complete all of the necessary information in the upper form. 
 
 

 
 
 

 
 

Click 
Details 

Tab 

Click 
Add 
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Click the arrow next to WBS Code: 

 

 
 
 
 
 

Click 
Collapse 



3 
 

  
 

  

Click + next to 
CMR-PSC 

Choose 
appropriate 

code 

Ensure that all 
* areas are 
completed 

Repeat steps 
from pages 1-3 

until all 
necessary lines 

have been 
added 
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Sample of completed lower form 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



5 
 

Once all lines have been added choose the Workflow action Submit in the upper right hand corner of the 
record, then Click Send in the upper left hand corner of the record. 
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GMP Amendment (usually created during design documentation by the Construction Manager)  
GMP Amendment represents the total maximum amount to be paid by the owner. It 
includes the cost of all the work, general conditions, contingency, and the fee 
payable to the CM at Risk or Design Build team.  
Go to Logs 
Click Change Order 
Click New at the top of your screen. 
Choose the GMP Amendment SAO Workflow and click OK 
 

 

 

 
 

A.  Select the Contract. 

 

A 
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B. Once Contract is selected, many fields will auto populate. Complete all asterisked fields 
remaining. Then Click the Line Item List tab.

 

 

B 

Click 
Add 
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C. Click Arrow next to WBS Code 

 

 
 

D. Collapse Screen, choose appropriate codes.

 
 
 
 
 
 
 
 

D 

C 
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E. Choose the appropriate code for your project. 

 

E 
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Complete 
all * FIELDS 

Repeat pages 
7-10 until all 

lines have been 
added 
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F. Once the record is complete, go to the upper right hand corner of your form and click the 
arrow next to Workflow Action, choose Submit. 

 
G. Click Send. 
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