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1 What is a Construction Contract PO?

MSU issues a Purchase Order (PO) to a Contractor based on a
Contract to provide specified services on a construction project.  This
type of Purchase Order is issued on minor and major projects. 
Construction contract purchase orders are dedicated to one project and
cannot be used across multiple projects.

In the Project Management System, the Construction Contract Purchase
Order is found at the Project Level.  It authorizes a scope of work and
commits funds on a specific project.

To create a commitment, a record of the project level purchase order is
created with line items identified by Work Breakdown Structure (WBS)
Code.

The line items are based on the Schedule of Values provided by the
Contractor.

The total of all the line items should amount to the approved purchase
order for the Contractor.

1.1 Flowchart
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1.2 Role Definitions

Project Administrator

The Project Administrator creates a record of the Construction Contract
Purchase Order for the minor or major construction project based on
the Contract.

1.3 Terminology

Creation by Project Administrator
The Project Administrator (CPA) begins the process by creating a
record of the Construction Contract PO at the Project level.

Create Purchase Order
This is the only action the Project Administrator can take after they enter
the cost data for the Construction Contract PO at the Project level.

WBS Code
WBS Code means Work Breakdown Structure and refers to the
categorization of project funds within a budget.  A WBS Code is an
individual line item in the project budget consisting of a number and a
description.
The number in the WBS code matches the Budget Code number in the
University FAMIS system.

Schedule of Values
The Schedule of Values provided by the Contractor is used to create
the line items for the Purchase Order.

End
The process ends when the Project Administrator selects the action of
"Create Purchase Order".

Cost Sheet
Once the process ends, the Purchase Order amounts appear in the
project Cost Sheet under the column named Original PO Amount.



PO- Construction Contract4

© 2008 Michigan State University

2 Creating a Construction Contract PO

2.1 Accessing the Project

Step 1:  Logon to the Project Management System

Step 2:  Open the Project
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Step 3:  Open the Project Log for PO-Construction Contract
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Step 4:  Create a new PO-Construction Contract record
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This form will appear:
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2.2 Entering the Data

Shaded Fields - Automatically populated with project
information, or contains data previously entered by others.

White Fields - EAS Front Office fills in this information.  Fields
with a red asterisk (*) are required fields.

Step 1: Fill in the Title and the FAMIS PO Number.
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Step 2: Fill in the Vendor Information.
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Step 2:  Add line items to create the Purchase Order
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Select the line item to assign funds:
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Step 3:  Insert the Description and Amount:
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Step 4: Repeat adding Line Items to create the total commitment
to the Vendor for the project.

The line items will be shown in the lower portion of the main form.

Step 5:  Select an Action

In the upper right-hand corner of the form, click on the drop-
down menu

Step 6: Finalize the PO

In the Upper left-hand corner of the form, click "Send"
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An alert will describe any missing information.

A message will indicate the PO - Project Specific PO has been
submitted successfully.  The information will appear in the Cost
Sheet for the project.

2.3 Effect on the Cost Sheet

Step 1:  Open the Project Cost Sheet
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Cost Sheet Tips and Tricks:
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After Scrolling to the right, the columns are now visible...

Step 2: View the Construction Contract PO data in the Cost Sheet
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Step 3: Click on the Hyper-link in the Cost Sheet to view the Line
Items:
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2.4 Schedule of Values

Step 1:  Open the Schedule of Values (SOV) for the Project
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Open the Construction Contract to view the Schedule of Values:
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