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Update the RE assignment in HHICAMS

The tasks required to update the Resident Engineer (RE) assigned to a HICAMS
Contract depend on whether the Contract was Authorized in HICAMS.

Changing the RE before the Contract is Authorized in HICAMS

If the Resident Engineer needs to be changed and the contract has not yet been
Authorized in HICAMS, users with the appropriate security can change it by going to
Functions > Contract Maintenance > Authorize Contracts.

Step 1: Select the row matching the Contract Number whose Resident Engineer
needs changing.

Step 2: Use the Staff Selection icon to select the new Resident Engineer.

Step 3: Save. Because the contract has not been Authorized, the Office Location on
the Contract updates to the one assigned to the Resident Engineer, and the
Cost Center will be correct in SAP.

Changing the RE on the Day the Contract is Authorized in HICAMS

If the Resident Engineer needs to be changed and it is the SAME day that the contract
was Authorized in HICAMS, users with the appropriate security can change it by going
to Functions > Contract Maintenance > Review Contract Details.

Step 1:  Enter the Contract Number whose Resident Engineer needs changing.

Note: For information on ways to enter your contract number, see
the User Guide "Getting Started" in the User Guides section of the
HICAMS home page.

Step 2: Click on the Staff Tab.

Step 3: Click on the Staff Selection icon next to the field labeled Resident Engineer.
Use the staff selection function to select the replacement Resident Engineer,
and click OK.

Step 4: Save. Because the contract create data has not been sent to SAP, the Office
Location on the Contract updates to the one assigned to the Resident
Engineer, and the Cost Center will be correct in SAP.
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Changing the RE after the Contract is Authorized in HICAMS

If the Resident Engineer needs to be changed and it is NOT the same day that the
contract was Authorized in HICAMS, users with the appropriate security can change it
by going to Functions > Contract Maintenance > Review Contract Details. However,
the extra step of updating SAP is required so that Estimate Payments do not fail the
Payments interface.

Step 1: Enter the Contract Number whose Resident Engineer needs changing. The
Contract Details window opens.

Note: For information on ways to enter your contract number, see
the User Guide "Getting Started" in the User Guides section of the
HICAMS home page.

Step2:  Click on the Staff tab. An example of the Staff Tab is displayed below.

47 HICAMS - [Hicamsprod]
Fle Edit Functions Inquiies References Admin Tools Window Help

- e

Contract: 19) Id_;] Contractor: BLYTHE CONSTRUCTION, INC. Status: Executed

Description (nickname): WIDEN AND RESURFACE

General | Routes/Counties Sfaff}Goals IDaTes ]Fmanma\s ISTaTus }Comp\ehon }Prqect Closeout | M&T Status }Hlstor‘y }

Office Phone
Resident Engineer: [Smith, Brian V | & | [ (336) 375-1774| Administrative Division: |7 -
Project Engineer: ‘ | - ‘ | Physical Division: |7 -
M&T Records Contact: [Lloyd, Margaret M | & | [ (919) 814-2220] Office Location: Resident Engineer - McLeansvile | E]]
M&T Section Specialist: Fosque, Robert W | - [ (336) 256-2567] Admin Authority Code: IDivisiDn j
IA Inspector
[ Office Phone: [ | Approved:[_]
LGA
Vendor Name: Contact Name:
Address: Phone:

Activate Indicators Warranties

Step 3:  Click on the Staff Selection icon next to the field labeled Resident Engineer.
Use the staff selection function to select the replacement Resident Engineer,
and click OK.

Step 4: If necessary, update the Office Location. Click on the list icon to open the
Office Location Selection window.

Page 4



An example of the Office Selection window is shown below after the Division filter has
been set to 7 and the Retrieve button clicked.

# Office Locations Selection

Filter

Office Location: | (Al ~|  Location Type: [ (Al) ~|  Retrieve
Division: I? - I

Office Location | Office Location Type Division | Phone Nur)
Resident Englneer Graham Contract Administrator Office (336} 5704
Resident Englneer Greensboro/TMC Contract Administrator Office 7 (336) 487-
Resident Engineer - McLeansville Contract Administrator Office 7 (336) 375-
Resident Engineer - Reidsville Contract Administrator Office 7 (336) 634-
| | »

.............. Q K Gancel

Select the new Office Location making sure that the Office Location Type is Contract
Administrator Office. Click OK to enter the Office Location.

Here is how the Staff tab looks after the Resident Engineer and Office Location have
been changed. Only a portion of the tab is shown.

4 HICAMS - [Hicamsprod] HEE

Fle Edit Functions Inquiies References Admin Tools Window Help

=M &

% Review Contract Details (DG00219)

Contract: |[DG00219 '\.I-J Contractor: BLYTHE CONSTRUCTION, INC. Status: Executed
Description (nickname): WIDEN AND RESURFACE

General }Routeleounnes Sfaff\Goals IDates ]F|nano|a\s IStatus }Comp\et\on }Prqect Closeout | M&T Status }HISTOW }

Office Phone
Resident Engineer: [Ingram, PE, J_ Paul | - [ (336) 487-0150] Administrative Division: |7 -
Project Engineer: | | & | | Physical Division: |7 -
M&T Records Contact: [Lloyd, Margaret M | & | [ (919) 814-2220| Office Location: Resident Engineer - Greensboro | ]|
M&T Section Specialist: [Fosque, Robert W | & | [ (336) 256-2567| Admin Authority Code: |Divi5i0n j
IA Inspector
[ Office Phone: [ | Approved: [_]
LGA
Vendor Name: Contact Name:
Address: Phone:
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Step 5: Save the changes. A notification is sent to the new Resident Engineer and if
the Contract is a Federal Aid project, the M&T Independent Assurance
Supervisor.

Send Notifications To..

Notification: Contract: DGO0219 Assignment Alert

Send To:

# Ingram, FE. . Faul
& Stanbery. Philip L

Motification Comment:

See Caontract Recard for more Information. ;I

Send Add Staff [Delete Staff

If the Office Location was changed, update the Cost Center in SAP.

Page 6



Update the Cost Center assignment in SAP

In order for Approved Estimate Payments to pass the SAP preprocessor for payment,
the Cost Center assigned to the Office Location on the Staff Tab of Contract Details
must match the cost center assigned to the contract in SAP. The office location is visible
on the Services Tab of the Item Detail grid in the Purchase Order window of SAP.

In HICAMS, determine what the new Cost Center should be by going to Admin >
Organization Information > Office Locations. Select the new Office Location in the
Office List. On the Office Maintenance, locate the Cost Center assigned to this Office
Location. An example of this window is shown below.

4% HICAMS - [Hicamsprod]

Fle Edit Functions Inquiies References Admin Tools Window Help

IECIE YT E]

Office Location: Resident Engineer - Greensboro

Address: 1584 Yanceyville Street , Greensboro , NC 27415

Office List  Office Maintenance |

Office Location: IResident Engineer - Greensboro

Location Type: ICuntraCl Administrator Office j " Routing Facility

" Processing Facility

Cost Center: |150355

—Office Address —Office Mailing Address
Street: |1584 Yanceyville Street Street: |PO Box 14996
City: |Greensboro City: |Greensboro
State: |North Carolina LI State: [North Carolina LI
Zip: |27415 Zip: I2741574996
Phone: |(336) 487-0150 Ext: Phone: |( ) - Ext:
Fax: W Fax: |( ) -

|ORG_W_OFF_MAINT

To update the cost center assignment, open transaction ME22N. The Change Purchase
Order window opens.

Step 1: Create the Detalls for Change for the Cost Center change. In the Header,
click on the Enter Change Details icon.

Step 2: For the Change Type, select Contract Changes - Item. An example of the
window after Enter Change Details has opened is shown next.
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[ purchase Order Edit Goto Envionment System Help

& A/ C@@ DHER fhod BFE @

D1-Division HiCAMS DG00219 Created by Terri D. Jones

Document Overview On D ‘W ‘Tﬁ ﬁmﬂ @Print Preview Messages @Personalsattmg

[GiDvsion HiCAMS ~|DG00219 | vendor [11481 BLYTHE CONSTRUCTION, INC. Doc. date [11/04/2014]
Delvery/Invoice | Conditions | Texts |~ Address | Communication | Partners | Additional Data | Org. Data | Status . Customer Data | Release strategy
Original Budget Estimate 1,065,598.39 USD
Suppl. Amount 0.00 USD Contract Changes-Supp/Amen/Other
Ant. Under/Over 0.00 USD PO Closed Date
Escalation Adjustm. 0.00 UsD Cost Type
Budget Corrections 0.00 USD Partner Bank Type [ ] :
lE_ B |5../®tm A |1 | Short Text PO Quantity 0OUn C Deliv. Date Net Price Curre... Per 0PU |Matl Group Pint |Free: T.m
’_‘10 W D 2015 Secondary Resurfacing of lau D 11/04/2014 1,065,598.39usD 1 AU €m Services Contract Management ||
—J usp O
—J USsD 0O
] usD i}
] uUsD e
[ usp ol ~
L 1%

@ @\E\ @‘@ @@ E|§_: 85X I Default Values ‘ I Addl Planning
’Eltem b “_‘ul i

4 Services } Lw;vts | iVIB’(er-]a ta | Quamhesfw ights -ﬁ\revy_gc;;ea-uu\e ' -De.[wary ¥ ]JWU-I-(E! ¥ "C-und.itbns “1 X(munt;smgznmen-t- -i T_e-xt; Dé\rveryAdareBs ' Eﬂn‘ﬁm\a“b.(“ms Il E'@
D... 5. S... Quantity Un |Gross Price Crcy Overf. Tol. U. per Uni... | Cost Center Order
10 ot 150354 -
[= PRD{1)/600 Enter Detais for Change 3 P (| i
P =]
D O
h] O
h] O
Chng Type b b &
Technical Amendment b =
Executed Supplement — IJ
Long Text Contract Changes-Header )] a
Overrun / Underrun Changes D O pog
Document number Escalation Changes ] a -
Account Assignment Changes = 1
Contract Changes-Item -
L kL T Line 10

[ | ME23N * | prdappl NS

Step 3: For the Long Text, enter Changed Cost Center due to RE change

Step 4: For the Document Number, enter 01. If additional changes are made that day,
increment the document number for each one.

The completed Change Details box is displayed below

[ PRD{1)/600 Enter Details for Change

Chng Type | Contract Changes-Itemn -

Long Text | changed cost center due to RE change

Document number
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Step 5:  Change the Cost Center on the Services tab for every Line (WBS element)
assigned to the Contract.

Step 6:  Save the changes.

Below is an example of the Purchase Order window after the changes have been
applied.

[ purchase Order Edit Goto Envionment System  Help w
& FMdEH @@ DHE Do BHE @
D1-Division HICAMS DG00219 Created by Terri D. Jones
Document Overview On D ‘.'5’ ‘3 Pnnt Preview Messages @Persnna\satting

@-, Division HICAMS ~[DG00219 | vendor 11481 BLYTHE CONSTRUCTION, INC. Doc. date 11/04/2014

%“ Delivery/Invoice Conditions Texts Address Communication Partners Additional Data - Org. Data Status /" Customer Data | Release strategy

Original Budget Estimate 1,065,598.39 USD
Suppl. Amount 0.00 USD Contract Changes-Supp/Amen/Other @ ||
Ant. Under/Over 0.00 USD PO Closed Date
Escalation Adjustm. 0.00 UsD Cost Type
Budget Corrections 0.00 USD Partner Bank Type =
BB |s..|tm A |1 | Short Text PO Quantity 0OUn C Deliv. Date Net Price Curre... Per 0OPU |Matl Group Pint Free T.m
|_\10 W D 2015 Secondary Resurfacing of lau D 11/04/2014 1,065,598.39usD 1 AU Cm Services Contract Management
[ 2
L 1%

@ EEE Tsals o=

a=FF=

=] tem [ 10 ] 2015 Secondary Resurfacing of 5 Roads in 1 [a]~]

. Services | Limits i\lla'tena\ Data Quaﬂtrhss}’We»ghfs k Delwew.s.chedu\e Delivery | Invoice | Conditions A A(muﬂtAss»gnment Texts | Delvery Address Con‘ﬁrmat»ons' E”E\
Line D... 5. S... Quantity Un |Gross Price Crecy Overf. Tol. U. per Unjfl" Cost Center Order @
10 OHg.1 au 1,065,598.39 usp 0.0 Ol 150355 e
20 i} 0.000 0.00 usp 0.0 o i
30 [ai 0.000 0.00 usp 0.0 —0
40 O 0.000 0.00 usp 0.0 0
50 [ 0.000 0.00 usp 0.0 0
160 a 0.000 0.00 Uso 0.0 0
70 O 0.000 0.00 Uso 0.0 -0
80 Bl 0.000 0.00 usp 0.0 0
90 [t} 0.000 0.00 usp 0.0 0
100 Bl 0.000 0.00 uspb 0.0 o -
110 M) 0.000 0.00 usb 0.0 10 -

b “»
EE[E] (8] ]2 B ceg | tre 10

[> | ME23N * | prdapp2 | INS

If you encounter difficulties with this process, please contact the Construction Unit at
919-707-2400.
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