
How to Complete & Submit a Change Order 
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1. Under Status Options, click “Begin New Change Order”. 

 

2. Under Forms, click “MSR Change Orders”. 

 

This box will pop up. Click “Ok”. 
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3. Provide a justification for the change and enter budget and timeline information. 

NOTE: If the work completion date will not change, leave that field blank. 

 

 

4. Answer the questions in the dropdown table. 

NOTE: If new line items are added, an additional box will appear below the table for a justification and 
price statement for the new items. 
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5. Upload the Change Order document prepared by the engineer. 

 

 

NOTE: These sections are for TDA use. 

 

 

6. Once all information has been entered, click “Save” in the upper right corner. 

 

 

 

 

 

 

 



Page 4 of 4 

7. Under Status Options, click “Submit Change Order”. 

 

This box will appear. Click “Ok”. 

 

NOTE: In the Financial Interest Disclosure table of the MSR Main Form, there is now a column for 
“Cumulative Change Orders”. 

 


