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About Contract Authorization 
 
Centrally Let and many Division Purchase Order Contracts are created with the 
Contract Standards and Development Unit's Trns*port System. Trns*port is used to 
track the creation, bidding, and execution of a contract. 
 
When the contract is set to Executed in Trns*port, transactions are created and 
imported into HiCAMS using a nightly batch job. 
 
Once the contracts have been imported into HiCAMS, users with the appropriate 
security compare the contract data to the HiCAMS records and ensure that the imported 
data matches the actual contract documents. 
 
If errors or discrepancies are identified, they may be corrected by the user performing 
the authorization, or the data may be resent from Trns*port after the first set of contract 
data is Voided in HiCAMS. 
 
When a Contract is Authorized, the Contract becomes available to other users in 
HiCAMS. Authorizing the contract also creates the Contract Times and the Contract Bill 
of Materials (CBOM). This is why the name of the person who Authorized the Contract 
appears on the history record for the CBOM and Contract Times. 
 
All users have Inquiry rights to the Authorize Contracts window. This is the function to 
monitor to determine if a contract has been executed. 
 
Questions about this window should be addressed to the Construction Unit at 919-707-
2400. 
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Contract Authorization Process 
Authorizing a contract requires access to both the HiCAMS Authorize Contracts window 
and the PS Custom Reports -> ZCNS41-ALV GRID accessed using transaction 
ZPSR04A in SAP. 
 
It is also necessary to have a copy of the Executed Contract and the Execution Letter.  
 
Contract documents may be mailed to the Construction Unit by staff at the Contract 
Standards and Development Unit (Centrally Let Contracts), or emailed by Division Staff 
(Division Let Contracts). 
 
As part of the NCDOT Electronic Content Management initiative, documents for many 
Central and Division Let contracts will now be stored on the NCDOT CONNECT website 
in the Construction Projects Team Sites page 
(https://connect.ncdot.gov/site/Construction/Pages/default.aspx). 
 
Authorizing the contract consists of the following tasks: 
1. Validating the WBS element in SAP 
2. Reviewing, and if necessary, correcting, the information in HiCAMS 
3. Authorizing the Contract in HiCAMS 
4. Updating Contract Times (if necessary) in HiCAMS 
 
Instructions for the steps necessary for each of these tasks begin on the next page. 
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Validating the WBS element in SAP 
 
Here are examples of the WBS element information from the Contract Cover sheets of 
two contracts. Full Contract Cover sheets appear in Appendix A. 
 

 
 

 
 
Validating the WBS element in SAP requires the user to confirm the following 
information: 

1. All the WBS elements listed on the contract cover exist in SAP. 
2. All WBS elements are in the correct status. 
3. If the contract has a TIP number, that the number matches what is assigned 

to the WBS element in the TIP or TIP Sub Number fields. 
4. If the contract has a Federal Aid Number, that the number matches what is in 

the FA Project Number field. 
 

Authorizing a Contract with incorrect WBS element information will 
cause the transactions sent to SAP to Fail. Resending them involves 
several manual transactions that cannot be performed by Field 
Users. The importance of this step cannot be over-emphasized. 
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To validate a WBS element in SAP use transaction ZPSR04A.  
Step 1:  Enter the WBS element and hit F8 or the execute button. 

 
The ZCNS41 grid opens.  
 
Step 2:  Find the WBS element on the list and click once. 

NOTE: Your display may not be the same as the one below. 
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The Basic Data window opens. This is the window that shows the WBS Element Status. 
The status shown below is referred to as REL // R100 as these are the critical parts of 
the System and User statuses. Confirm that the WBS element is in a valid status to 
accept payments.  
 

 
 
Step 3:  Click on the list icon to the far right of the tabs and select NCDOT Data. 
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The NCDOT Data tab is displayed. 
 

 
 
Step 4:  Note the phase ID as well as the System and User Statuses on the front 

cover of the contract near the associated WBS element. Phase ID impacts 
what function codes work in SAP. 

Step 5:  If applicable, confirm that the TIP Sub Number and FA Project No. are 
correct. 

 
Below is an example of the NCDOT Data tab showing where the Federal Aid Number 
and TIP number are positioned on the tab. 
 

 
 

NOTE: See Appendix B for more information about working with WBS 
elements. 
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Reviewing the HiCAMS Data 
To review the HiCAMS data for a new Contract, go to Functions > Contract 
Maintenance > Authorize Contracts. The Authorize Contracts window opens. 
 
Below is an example of the Authorize Contracts window. Notice that some contracts do 
not display a WBS in the WBS column of the grid. 

 
Step 1:  Highlight the row containing the Contract Number to be Authorized. 

Note: You must have both the Contract and its Execution Letter 
before the Contract can be Authorized. This refers only to the 
HiCAMS process - Work can begin on the project with the 
permission of the Engineer as soon as the Contract is executed 

Step 2:  Right click in the Verify WBS box and select Verify WBS. The Verify WBS 
window opens. 
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A portion of the Verify WBS window is displayed below. 

 
Step 3:  Review the WBS element data, making sure all WBS elements on the 

Contract cover are listed with the true FA Number and TIP number(s). Update 
any errors found and confirmed by clicking in the field and entering the correct 
information. Save the updated record. See appendix B for more on confirming 
WBS element information. 

Note: The Resurfacing checkbox should be checked for any WBS 
element containing CR, for example, 7CR.10291.37. The indicator 
may default checked when it should not be based on rules that are 
no longer in effect. If a WBS element does not contain CR, the 
indicator should be unchecked. Save the record, and then Verify it. 

Step 4:  Click the Verify button. The message "Successfully Verified" should appear. 
Step 5:  Close the Verify WBS window. The Verify WBS checkbox should now be 

checked.  
Continue in the main Authorize Contracts window. A portion of this window is displayed 
below. 
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Step 6:  If authorizing a Division Contract, and it is clearly marked as an SBE contract, 
check the box next to SBE. Checking this box creates a special contract type 
in SAP and cannot be undone! 

Step 7:  Using the Execution Letter, confirm that the Letting Date and Execution Date 
are correct. If the Dates in HiCAMS on a Centrally Let (C) Contract do not 
match the information on the Execution Letter, contact the Contract 
Standards and Development Unit. Enter corrections as necessary and Save 
the record. If the Dates in HiCAMS on a Division (D) Contract do not match 
the information on the Execution Letter, enter corrections as necessary and 
Save the record. 

NOTE: Because Divisions may not be using Trns*port to manage 
the entire contract process, the dates are more frequently incorrect, 
and can be corrected to match the execution letter without 
contacting the Division.  

Step 8:  Using the Execution Letter, confirm that the Resident Engineer matches what 
is in HiCAMS. If it does not, click on the Staff icon to select the correct RE. 
This also updates the Office Location. 

Step 9:  Write the Administrative Division on the top of the Contract Cover Sheet for 
filing purposes. (Centrally Let Contracts only) 

Step 10:  Set the Contract Type using the drop down list. Most Contracts are set to 
Other. Contracts whose WBS elements contain CR, and some Maintenance 
contracts are set to Surfacing/Resurfacing. Contracts let by the 
Transportation Program Management Unit are classified as Design Build. 
Although most Turnpike contracts are Design Build, they are classified as 
Turnpike since they are not paid through HiCAMS. 

 
Step 11:  If the contract does not have an AC line item, uncheck the checkbox next to 

AC Adjustment. This is also done for Design Build Contracts. 
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Step 12:  If the Contract contains the Project Special Provision "Permanent Vegetation 
Establishment" (SP01G016) and has a contract time referring to it, check the 
Vegetation ICT indicator.  

Step 13:  Select the Contract's Primary WBS element.  
When the contract has only one WBS element, this WBS will default into the 
field. It also displays in the WBS column of the Authorize Contracts window.  
 
When there is more than one WBS element assigned to a contract, most 
frequently on resurfacing contracts, the arbitrary decision has been made to 
use the first (lowest) number on the list. However, if the first number does 
NOT contain a CR, and there are others on the list that DO contain CR, select 
the first WBS element containing a CR. 

 
Below is an example of the Authorize Contracts window showing the WBS element drop 
down and the Date Fields used when validating Contract Time 00, the Overall Contract 
Time. 

 
Step 14:  Verify the Overall Contract Time. The HiCAMS dates should match the 

information in the contract.  
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There are three possible kinds of Availability Dates. The type of Availability 
Date selected determines what other data is required.  
 
HiCAMS requires two of the following fields be entered and then calculates 
the third field. The three fields are: 

1. Availability Date 
2. Completion Date 
3. Calendar Days 

 
When the Availability Date is set to Actual, the Availability Date and 
Completion Date are known, and the calendar days are calculated. 
 
When the Availability Date is set to Execution, the Availability Date is set to 
the Execution Date, and either the Completion Date or the Calendar Days are 
entered. The remaining field is then calculated.  
 
When the Availability Date is set to Range, the Availability Date has a Begin 
Date and an End Date, and either the Completion Date or the Calendar Days 
are entered. The remaining field is then calculated.  
 
An example of the Availability Date group box showing the Range Date fields 
is below: 

Note: When a Division contract has the wrong type of Availability 
Date selected in Trns*port, the dates sent to HiCAMS may be 
incorrect. If the Dates do not match the Contract Document, update 
them as necessary to match the contract. 

Step 15:  For Division Contracts, confirm that the Contractor is an Active Firm. Firms 
that were Prequalified Bidders, Prequalified Purchase Order Bidders, or 
Subcontractors on the date the Contract was Advertised are eligible to bid. 

Step 16:  For Division Contracts, confirm that the Contractor's Bid Total matches the 
Bid Total in HiCAMS. 

Step 17:  If the Contract contains the Project Special Provision "Twelve Month 
Guarantee" (SP1G145), check the Project Guarantee indicator. The duration 
of the guarantee defaults to 12, but can be modified if necessary. This 
generally only happens on Design Build contracts when a longer guarantee is 
provided by the Design Build firm. 
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Step 18:  Confirm that the Office Location assigned to the Resident Engineer has a 
Cost Center. Cost Centers are assigned to Office Location with an Office 
Location Type of Contract Administrator. If the Office Location is not set up 
correctly, a cost center will need to be assigned before the Contract can be 
assigned. 

Step 19:  When satisfied that all the data is correct, click the Authorize Button at the 
bottom of the window. HiCAMS generates a notification to the Resident 
Engineer and others for all contracts. Click the Send button.  
 
Additional staff can be added to the Notification by clicking on the Add Staff 
button of the Notification. 
 
The Notification Comment can be modified to include additional information if 
desired. 
 

Step 20:  For Contracts with Federal Aid numbers, a second notification is generated.  
 
An example of the notification is displayed below: 
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Updating Contract Times in HiCAMS 
Several Contract Time provisions are passed from Trns*port with a Rate Unit of 
Measure (RUOM) set to "Per Day" when it is not appropriate. An example of this is the 
provision for Inductive Loop Installations that reads in part:  

The Contractor shall complete the work required of installing each new 
inductive loop after the removal of each existing loop. 

The completion date for this intermediate contract time for each inductive 
loop installation will be the date which is seven (7) consecutive calendar 
days after the date of availability. 

Since there will be multiple instances of this time period, these Contract Times need to 
have the RUOM in HiCAMS updated to "Daily Suspension" in order for penalties to be 
assessed correctly. 
 
After the Contract has been Authorized, go to Contract Maintenance > Review 
Contract Times and make the change for the appropriate ICT. 



Page 16 

Voiding a Contract 
Contracts are rarely Voided. However, if an error is made to the Contractor assigned to 
the Contract, or a WBS element is missing from the Contract, the original data can be 
deleted from HiCAMS by Voiding the contract in the Authorize window. This allows the 
corrected contract create transactions to be resent through Trns*port and entered into 
HiCAMS a second time. 
 
To Void a Contract create, access Functions > Contract Maintenance > Authorize 
Contracts. The Authorize Contracts window opens. 
 
Step 1:  Highlight the row containing the Contract that needs to be Voided. 
Step 2:  At the bottom of the window, click the Void button. The Contract History 

window opens. 

 
Step 3:  Enter your HiCAMS password in the Password field, and a brief explanation 

of why the contract is being Voided in the Comment box. 
Step 4:  Click OK. The "Contract has been Voided" message appears. 

 
Step 5:  Click OK. The Contract is deleted from the Authorize Contracts upper grid. 
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Non-Standard Phase IDs and Function Codes 
When Division Purchase Order Contracts (DPOCs) were added to the HiCAMS system 
in 2009, several phase IDs not used for Centrally Let Contracts were introduced. 
 
Consequently, it may be necessary to manually change the function code assigned to a 
line item on a contract in order for payments to process.  
 
See Appendix B for more information.  
 
For assistance with this process, please contact the Construction Unit.  
 
 

Correcting Mistakes Discovered after 
Authorization 
Most mistakes that occur during Authorization can be corrected either by the user, or by 
someone at the Construction Unit. Some errors must be corrected by the HiCAMS 
development team. 
 
Examples of user or CU correctable mistakes include: 

Wrong Resident Engineer 
Wrong Office Location 
Wrong WBS element 
Wrong TIP 
Wrong Federal Aid Number 
Wrong Physical Division 
Wrong Dates 

 
The SBE indicator being set in error CANNOT be corrected. 
 
If other errors are encountered, please contact the Construction Unit for assistance. 
 
 

Remember 
1. The goal of Contract Authorization is to send the correct Contract information to SAP 

so that the Contract Create is accomplished without errors. 
2. Most errors in the Contract can be corrected before the transactions are sent to 

SAP. 
3. For assistance with this process, please contact the Construction Unit. 
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Appendix A: Example Contract Covers and 
Execution Letter 
 
Example 1 - State Funded Contract Cover 
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Example 2 - Federally Funded Contract Cover 
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Appendix B: WBS Element Information 
Valid System and User Statuses 
Acceptable statuses are: 
REL // R100 
REL // R50 
REL // R70 (Status means that it is released for expenditures) 
REL // M80 (M stands for Modify) 
 
The WBS may contain additional text in the User and System Status fields that does not 
impact the status with regard to HiCAMS transactions. If the WBS element is not in one 
of these statuses, the Authorize transaction will fail when it gets to SAP. Do not 
Authorize a contract until the status is correct. 
 
If the WBS element is not in the correct status and is Federally funded, contact Angie 
Ayscue <aayscue@ncdot.gov>. 
 
If the WBS element is not in the correct status and is a State funded Project, contact  
Melissa Dorman <msdorman@ncdot.gov>. 

Valid Phase IDs 
This list indicates the Phase IDs that can be assigned to WBS elements and whether or 
not they can be used on a WBS element assigned to a HiCAMS Contract's WBS. 
 
Phase ID Description Allowed in HiCAMS? 
0100 Preliminary Engineering For Design Build Contracts only. 

Function Codes 7610 and 7620 only 
0200 Right of Way Function Codes 7610 and 7640 only 
0300 Construction Yes - all HiCAMS Function Codes  
0400 SRP/PL No 
0500 Grants to Local Governments No 
0600 Maintenance Function Codes 2812, 5086, 7610, 

and 7640 only 
0700 Field Overhead No 
9998 N/A - Miscellaneous Yes - No function code validation 

performed 
 

Problems with TIP and Federal Aid Numbers 
Centrally Let Contracts: When a TIP or Federal Aid number does not match the SAP 
data for the WBS element submitted for a Centrally Let Contract, contact the Federal 
Aid Project Coordinator, Patricia Pollard, for assistance. 
 
Division Let Contracts: When a TIP or Federal Aid number does not match the SAP 
data for the WBS element submitted for a Division Let Contract, contact the Division 
Project Manager or Proposals Engineer for assistance. 
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Correcting WBS elements, TIP Numbers, or Federal Aid Numbers 
The User is given the opportunity to correct the WBS element, TIP number, and Federal 
Aid Number during the Verify WBS task of Authorize Contracts. Corrections are made 
by clicking in the field with the error, and entering the correct data. Be sure to Save after 
this step. 
 
If the contract is supposed to have an FA Number and the field is not available, close 
the Verify WBS and Authorize Contracts windows. Go to Contract Maintenance > 
Review Contract Details for the contract and uncheck the 100% State Funded 
indicator. Save. The presence of data in the Federal Aid Number field allows a Federal 
Aid Number to be entered for the WBS element in the Verify WBS window of Authorize 
Contracts. Resume Authorizing the Contract. 
 

NOTE: You can access the Contract Details for the contract by using 
either a Contract Times or Contract Line Items query. 
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Appendix C: Location of ZPSR04A Report  
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Appendix D1: Window Definitions  
To work with the Authorize Contracts window, go to Functions > Contract 
Maintenance > Authorize Contracts.  
 
Below is an example of the main Authorize Contracts window. 

 
Note: The information shown in the lower part of the window is for the row 
that is selected in the upper portion of the window. 

Column Definitions for the Authorize Contracts Window 
Contract: A unique number assigned by Contract Standards Unit for contracts with a C 
prefix, or by the Division for contracts with a D prefix.  
 
WBS: The Primary WBS element set during Contract Authorization.  
 
Description: The category of work being performed on this Contract. The Description is 
set in Trns*port and cannot be modified. 
 
Contractor: The successful bidder to whom the Contract has been awarded, and who 
has executed the contract and furnished acceptable contract bonds.  
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Field Definitions for the Authorize Contracts Window 
Contract: See above.  
 
Contractor: See above.  
 
Bid Amount: The sum of the Amounts Bid for each item of work in the Contract. 
 
Description: See above. 
 
Availability Date: The date established in the Special Provisions when sufficient work 
sites will be available for the Contractor to begin the contract controlling operation. 
 
Resident Engineer: The Contract Administrator who oversees the Contract work. This 
person may or may not hold the job title of Resident Engineer. 
 
Administrative Division: The Administrative Division is the Division assigned to the 
Contract's Office Location in the Admin > Organization Information > Office 
Locations window. 
 
Bonding Company: The name of the Approved Corporate Surety who guarantees 
payment and performance of the Contract. This information is set in Trns*port but can 
be modified during and after Contract Authorization. 
 
Escrow Agent: A checkmark in this box indicates that retainage is being held by a third 
party (neither the Department nor the Contractor). The adjacent Note Pad icon allows 
the name of the Escrow Agent to be entered. 
 
Execution Date: The date that the proposal became a legal contract between the 
contractor and the NCDOT. 
 
Completion Date: The date established by the contract by which all work is required to 
be satisfactorily completed. 
 
Calendar Days: The number of calendar days inclusive between the Date of Availability 
and the Completion Date. 
 
AC Adjustment: A checkmark in this box indicates that AC adjustment payments 
should be calculated by HiCAMS. 
 
Adjust Total AC %: A checkmark in this box indicates that Asphalt Cement from both 
Virgin and Recycled sources will be subject to the AC adjustment calculations. This 
provision is no longer included in contracts. 
 
AC Threshold %: The percentage by which the Asphalt Cement Average Terminal 
Price must fluctuate from the AC Base Price Index contained in the Contract. The 
default is 0.00. 
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Fuel Threshold %: The percentage by which the Fuel Average Terminal Price must 
fluctuate from the Fuel Base Price Index contained in the Contract. The default is 0.00. 
 
Vegetation ICT: A checkmark in this box indicates that the contract contains the 
Permanent Vegetation Establishment provision. 
 
Letting Date: The date bids are opened. 
 
Contract Type: A HiCAMS designation for querying purposes. 
 
Primary WBS: A designated WBS used to identify the project in HiCAMS. 
 
Administrative Authority Code: A setting that will determine who has Approval 
responsibility for HiCAMS functions. The default setting for C contracts is Construction, 
and for D contracts, Division. 
 
SBE: If this box is checked, the contract was let by the division as a Small Business 
Enterprise. The inclusion of this indicator when a contract is Authorized in HiCAMS 
creates a very specific type of Contract document type is SAP. This document type 
cannot be changed after the contract authorization. 
 
Project Guarantee: A checkmark in this box indicates that the contract contains the 
Twelve Month Guarantee provision. The number of Months defaults to 12, but can be 
updated by users with the appropriate security. 
 
Verify WBS: Right-clicking in this box allows access to the Verify WBS window. 
 
 
Button Functions for the Authorize Contracts Window 
Authorize: The button clicked to set the contract to the Executed status. 
 
Void: The button clicked to remove the current version of the Contract data and allow a 
revised version to be imported into HiCAMS from Trns*port. 
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Appendix D2: Window Definitions  
Below is an example of the Verify WBS window of the Authorize Contracts window. 

 
Header Definitions for the Verify WBS Window 
Contract: See above 
 
Contractor: See above.  
 
Status: The current status of the Contract. Contracts awaiting Authorization are in the 
Verified status. 
 
Description: See above. 
 
Column Definitions for the Verify WBS Window 
WBS: The WBS element(s) assigned to the Contract in Trns*port.  
 
Federal Aid Number: The number assigned by the NCDOT Federal Aid Project 
Coordinator to allow tracking of FHWA reimbursements. 
 
Resurfacing: A checkmark indicates that this is a CR WBS element. If it is checked, all 
line item function codes are replaced with 5086 in the estimate transactions, overriding 
the ones assigned in the Master Pay Item list. 
 
TIP, TIP 2, TIP 3, TIP 4: The Transportation Improvement Program identification 
number assigned to each project at conception that remains with the project until 
completion. 
 
Button Functions for the Verify WBS Window 
Verify: The button clicked to accept the WBS data listed for the contract. 


