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Create Change Orders 
 

Once you have established Contracts in ProjectTeam, you can start creating Change Orders against those 
Contracts. You can initiate a Change Order from the Change Order log or you can create from existing 
Potential Change Orders. Either way, the fields of the form are the same. 

 
Creating a new Change Order 

 

1. Navigate to the Change Order log within a project. 
 

2. Click the New button on the top of the Change Order log. 
 

 
3. The User will be prompted to choose a contract. Use the Search box at the top of the form to 

easily locate the contract and select the contract by using the radio buttons to the left of the 
contract subject. Once selected click the Choose Contract button at the bottom of the form. 
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4. Enter data into the required field Subject. The Contract Reference, Change Order Type, Change 
Order #, From Business and Contact, and To Business and Contact will automatically populate 
with information contained in the Contract selected. 

 

 

5. Enter the This Change Orders (Days) approved to complete the Scope of Work. Days entered in 
this field will be added to the contract completion date of the base contract. Click the Save 
button periodically to save changes. 
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6. Click the Change Detail tab and the Edit button to add the details of this Change Order. 
 
 

 
 

7. Click the Add PCO button if the details information is contained in a Potential Change Order or 
the Create New button to manually add details for the Change Order. 
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8. Depending on your choice in Step 7, 
 

a. Add PCO: Add Change Details which takes you to the PCO records that are not 
contained in an existing change order will appear. Use the Search box to easily location 
your record and use the radio button to select the appropriate change detail. Click the 
Add button to save the selection. 

 
 

b. Create New: The Add Change Details modal window will open. Complete the details for 
this change and click the Add button to save the entry. 

 

 
9. The information will populate the Change Details. 
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10. Use the dropdown menu should you need to Insert above, Insert below or Remove items from 
the Change Details. 

 

 
11. Click the Save button to save the entry. 
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