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About Supplemental Agreements

A Supplemental Agreement is an agreement between the Department and the
Contractor that amends the contract as necessary to satisfactorily complete the
proposed construction. The modifications to the contract may affect the work
requirements (104-3), unit prices of an existing contract item (104-5), addition of new
work items (extra work) (104-7), contract time(s), or other terms of the contract.

A Supplemental Agreement (SA) must be executed prior to performing the affected
work except as provided in Article 104-8(A). When the affected work is not within the
limits established in Article 104-8(A)(1) and it is urgent that the work be begun,
electronic copies of the agreement may be executed followed by the original agreement.
If the Engineer and the Contractor do not agree to a modification to the terms of the
contract prior to the performance of the affected work, neither compensation nor time
can be granted by execution of a supplemental agreement.

The Resident Engineer will negotiate all terms of the Supplemental Agreement with the
Contractor's representative. Supplemental Agreements will be created in and approved
through HICAMS by appropriate Department representatives.

In addition to the terms that appear on the signed Supplemental Agreement, the
Resident Engineer will document in HICAMS justifications for performing the work and
for the terms contained in the signed Supplemental Agreement.

The electronic approval in HICAMS is the official record of that action. After approval of
the Supplemental Agreement by the Department, the SA is submitted to the Contractor
for signing.

After the Contractor signs the SA, the Resident will enter "Contractor Concurrence" in
HICAMS and execute (sign) the paper copy of the Supplemental Agreement for the
Department. Setting the SA to Contractor Concurrence creates the appropriate pay
items and modifies the contract times as specified in the agreement.

An electronic copy of the agreement (and attachments) are distributed to the Contractor.

The Resident Engineer shall promptly scan the Supplemental Agreement as an
attachment into the Department’s Financial Management system (BSIP or SAP).

The information contained in the Supplemental Agreement becomes a part of the
contract documents.

For additional information on Supplemental Agreement handling, please consult the
current version of the NCDOT Construction Manual or contact the Construction Unit.
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Entering Supplemental Agreements

Much of the Supplemental Agreement (SA) process occurs outside of HICAMS.
HICAMS creates the documents that detail the changes and provides a way of tracking
the approval process.

Remember, a Supplemental Agreement can impact either Time, or Money, or both.
To work with the Supplemental Agreement window, go to Functions > Contract
Adjustments > Review Supplemental Agreements. The Review Supplemental
Agreements window opens.

Enter the Contract Number for which you wish to enter a Supplemental Agreement.

Below is an example of the Review Supplemental Agreement window for a Contract
with existing Supplemental Agreements listed.

4. HICAMS - [train] [_[F]x]
File Edit Functions Inquiries References Admin Tools Window Help
JI =0 |ﬁ = ‘& ‘ 2 1 :r'lf| Traming Environment
4 Review Supplemental Agreements (C202583)
Contract: @ Contractor: DEVERE CONSTRUCTION COMPANY, INC Status: Active
Description (nickname): Rolesville Bypass
Contract |
Adjustment Status Description
CDnlra::tDr Concurrence Installation of Impervious Fabric - This Supplemental Agreement is written in accordance with the 2006
SA 20 Contractor Concurrence Class Il Rip Rap - This Supplemental Agreement is written in accordance with the 2006 Standard Specit
SA 30 Contractor Concurrence Sanitary Sewer Manhole Modification - This Supplemental Agreement is written in accordance with the &
SA 40 Contractor Concurrence Fire Hydrant Relocation - This Supplemental Agreement is writien in accordance with the 2006 Standarc
SA 50 Contractor Concurrence Sealing Abandoned Well - This Supplemental Agreement is written in accordance with the 2006 Standar
SA 6.0 Contractor Concurrence Headwalls - This Supplemental Agreement is written in accordance with the 2006 Standard Specificatior
SA 70 Contractor Concurrence Asphalt String Line Credit - This Supplemental Agreement is written in accordance with the 2006 Stande
SA 8.0 Contractor Non-Concurrence Subgrade Stabilization Alternative - This supplemental agreement is written in accordance with the 2006
New | Details |
Ready

Tip: If you want to see the full Supplemental Agreement description in the
upper grid, you can Right-Click and select Word Wrap from the menu.

To enter a New Supplemental Agreement for a contract, click the New button to open
the Review Supplemental Agreement Details window.
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General Tab

Step 1.

Step 2:
Step 3:

Step 4:

Step 5:
Step 6:

Select the Type of Work from the drop down list. If the Contract Type is set to
Resurfacing, the Type of Work is automatically set to Roadway.

Select the Authority for Change based on the Standard Specifications.

Enter a detailed description of why the contract change is occurring. The
Description will print on the Supplemental Agreement signed by the
Contractor.

TIP: It is helpful to begin the description with a few words that
identify the purpose of the Supplemental Agreement so that anyone
reviewing the list is able to easily determine the SA's purpose.

TIP: It is possible to write the Description using a word processor,
then copy and paste the characters into the HICAMS descion

box. If the document is lengthy, click on the Notepad icon
before pasting it. Pasting directly into the text field is not supported.

Enter a detailed Justification. The Justification prints on the Negotiation for
Negotiated Prices and Contract Time Extensions

Save the Supplemental Agreement. The SA status is New.

A Notification is sent to the Area Construction Engineer. The comment can be
updated if desired.

Send Notifications To... |

Motification: The type of wark for Contract Adjustrment 54 9.0 on
contract C2025683 was set to ROADWAY.

Send To:
= Jones, [l PE. 'wilep '/

Motification Comment:

See Contract Adjustrent Detailz far more information. ;I

Send Add Staff Delete Stalf
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Step 7:  Check the Verbal Approval check box, if applicable.

According to section 104-8 of the Standard Specifications, if the
Supplemental Agreement dollar amount is $25,000 or less, the Contractor
may begin work before executing the Supplemental Agreement. This means
that Verbal Approval has been given to proceed with the work.

If Verbal Approval is specified, you must enter the date Verbal Approval was
given into the box that appears.

If you specified that Verbal Approval was given and after entering the Line
Item data the dollar amount of the Supplemental Agreement exceeds the
specification threshold of $25,000, HICAMS will do the following:

Provide a warning

Uncheck the Verbal Approval indicator

Clear the Verbal Approval date

Protect the Verbal Approval information

Below is an example of the General Tab after being completed.

A HICAMS - [train] HEE
Fle Edit Functions Inquiies References Admin Tools Window Help
|=u&a dmm Triing Exvirommcnt

¥ Review Supplemental Agreement Detail
Contract: C202583 Description (nickname): Rolesville Bypass
Contract Adjustment: SA9.0 Description:
Status: New Total Amount:  $0.00

General | Contract Times | Line Items |WBS Detail |Appr0va| |H\5t0r}f|

Description:
Type OfWurk:IRoadway ;I Geotextile for pavement stabilization - Thjs agreement provides a new line itemrfor @I

(Geotextile for pavement stabilization. This plan change was necessary due to in field
soil conditions and the need for the fabric over the stabilized subgrade to prevent any
Authority for Change:lm:u Extra Work LI future issues. Therefore this agreement is in accordance with Article 104-7 of the

IStandard Specifications for Road Structures. All work and subsequent compensation

shall be in accordance with the attached special provision and the attached e-mail
correspondence from the geotechnical engineering unit

Verbal Approval: [
Justification:

'The proposed pavement structure called for the stone or asphalt to be placed directly

on the stabilized subgrade, but due to the in-field soil types, the geopavement section

and the construction unit recommended that the geotextile for pavement stabilization
as needed to prevent any future failures to the pavement structure. The contractor

has provided justification for their price. Therefore, this agreement is in accordance
ith Article 104-7 of the Standard Specifications for Road Structures

Comment: @I

Activate Indicators | Process Approval | Void

Ready

If the Supplemental Agreement will be impacting the Contract Times, or creating a new
Contract Time, click on the Contract Times tab.
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Contract Times Tab
Contract Times can be modified by a Supplemental Agreement several ways.

A standard comment can be added, a Pro Rata Time Extension can be granted, a
Time Extension can be added to an existing Contract Time, an existing Contract Time
can be modified, a new Contract Time can be added.

Below is an example of the Contract Times tab.

4% HICAMS - [train] [_[5]x]
Fle Edit Functions Inquries References Admin Tools Window Help
=828 aelb|dms Training Environment

4 Review Supplemental Agreement Detail

Contract: C202583 Description (nickname): Rolesville Bypass
Contract Adjustment: SA90 Description: Geotexlile for pavement stabilization - This agreement provides a new line item for G
Status: New Total Amount:  $0.00

General  Contract Times |Line [tems |WBS Detail |Appr0va| |H\5‘r0ry |

I ‘Contract Time Considered Upon Completion of Work " No Contract Time Extension or Pro Rata Time Granted
Cont | Cont Completion Substantial Revised Damages Substantial =
Time | Adj Description Date Compl Date Compl Date Rate Compl Rate Uol
I}VERALL CONTRACT TIME 07/15/2014 _ 00/00/0000 $2,800.0( _
CONTRACTOR SHALL NOT CLOSE A LANE O 00/00/0000 00/00/0000 $1,000.00 Per Hour
02 CONTRACTOR SHALL NOT CLOSE US 401 W/ 00/00/0000 00/00/0000 $1,000.00 Per 15 Min.
03 COMPLETE AREA 1, PHASE 1, STEPS 5-12 F00/00/0000 00/00/0000 $1,000.00 Per Hour
04 COMPLETE AREA 1, PHASE 1, STEPS 5-7 BEO0/00/0000 00/00/0000 $2,500.00 Per 15 Min.
=
Extensions:
Type of Work Affected: | Ll
Extension: I Day(s)
Pro Rata: |
Comment: Override Comment: [
Activate Indicators Process Approval Yoid

|Type or edit comments associated with the contract adjustment

There are three standard comments that can be added to the Supplemental Agreement
printed report. Each is selected by clicking the check box next to the summary
description. The first two are in the header and apply to all the contract times.

Clicking on the box next to Contract Time Considered Upon Completion of Work
provides the following standard comment:

Consideration for any additional contract time will be made upon receipt of
the Contractor's written request after completion of the affected work.
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Clicking on the box next to No Contract Time Extension or Pro Rata Time Granted
provides the following standard comment:

No contract time extensions under Subarticle 108-10(B)(1) will be allowed
for the work covered under this Supplemental Agreement.

This comment is frequently used on Design Build Contracts.

The third standard comment, Pro Rata, functions as a Time Extension and is applied to
individual Contract Times. Select the Type of Work Affected first. The Types of Work
Affected can be any of the following:

Affected work
Extra and/or additional work
Extra work
NOTE: Selecting a Type of Work disables access to the first two standard

comments. They can be made available again by deleting the time
extension.

Clicking on the Pro Rata box then provides the following standard comment:

The contract (intermediate) completion date is extended only as allowed
for overruns in accordance with Article 108-10(B)1 of the Standard
Specifications in consideration of performance of the (affected work, extra
and/or additional work, extra work).

To grant a Time Extension to an existing contract time, follow these steps:

Step 1: In the grid listing the existing Contract Times, highlight the Contract Time that
is being extended.

Step 2: For the Type of Work Affected, select from the drop down box.

Step 3: In the Extension field, enter the number of Days being given for performing
the work detailed in the Supplemental Agreement. Contract Times with any
Unit of Measure (UOM) can be extended.

Step 4: If the time extension was entered in error, click on the Delete icon % The
following message appears:

Contract Adjustment Details

f 2 1 Are you sure you want to delete the selected contract time
| ! extension?

Click Yes to continue deleting the time extension or No to cancel the delete.
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To modify an existing Contract Time, double click on the Contract Time to be
modified. The Review Contract Times window opens with only the Contract Time being
modified in the grid. The Contract Time will display the Supplemental Agreement
number in the Cont Adj column.

Make any necessary changes to the General or Dates and Damages tab, and Save.
Close the Review Contract Times window.

The Supplemental Agreement Contract Times tab is shown below, after making a
change to Intermediate Contract Time 9. The Liquidated Damages rate was changed
from $750.00 to $1,000.00. Notice that both Contract Times appear in the SA grid.

4 HICAMS - [train] [_[=]x]
File Edit Functions Inquiries References Admin Tools Window Help
ﬂﬁﬂ|§“§%‘ﬂ%|é|dm}‘“:ﬂ Traming Emvironment
¥ Review Supplemental Agreement Detail
Contract: C202583 Description (nickname): Rolesville Bypass
Contract Adjustment: SA9.0 Description: Geotexlile for pavement stabilization - This agreement provides a new line item for G
Status: New Total Amount:  $0.00
General Contract Times |L|ne lterns | WES Detalil |Appr0va| | Histary |
‘ " Contract Time Considered Upon Completion of Work " No Contract Time Extension or Pro Rata Time Granted ‘
Cont | Cont Completion Substantial Revised Damages Substantial B|
Time | Adj Description Date Compl Date Compl Date Rate Compl Rate Uom
06 COMPLETE AREA I, PHASE 1, STEPS 3-5 IN00/00/0000 00/00/0000 $2,500.00 Per Day
o7 COMPLETE AREA IlI, PHASE 1, STEPS 5-6 F 00/00/0000 00/00/0000 $1,000.00 Per Hour
03 COMPLETE AREA 1ll, PHASE 1, STEPS 8 & 9 00/00/0000 00/00/0000 $1.000 00 Per Hour
09 COMPLETE ALL WORK REQUIRED FROM 25 11/18/2013 00/00/0000 $750.00 Per Day
098A9 COMPLETE ALL WORK REQUIRED FROM 25 11/18/2013 00/00/0000 $1,000.00 Per Day
Extensions:
Type of Work Affected: | Ll
Extension: I Day(s)
Pro Rata: |
EETTERE Override Comment: I~
Activate Indicators Process Approval Yoid

Type or edit comments assodated with the contract adjustment

If the Contract Time was modified in error, highlight the Contract Time and click on the
2

Delete icon . Confirm the deletion by clicking Yes.
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The last Contract Time modification is actually a modification of the Contract by the
addition of a new Contract Time.

Step 1: To create a new Contract Time, click the Insert icon = The Review
Contract Times window opens with a new Contract Time in the grid. The
Contract Time will be the next sequential number available and display the
Supplemental Agreement number in the Cont Adj column.

Step 2: Enter the Long Description and Short Description.

4. HICAMS - [train] [_[F1x]

Fle Edit Functions Inquiies References Admin Tools Window Help

IECIERERET K

Training Environment

4 Review Contract Times (C202583)

Contract: C202583 Contractor: DEVERE CONSTRUCTION COMPANY, INC Status: Active
Description (nickname): Rolesville Bypass

Contract Contract Contract Time Liquidated Substantial Rate Unit
Row Time Adj Long Description Damages Rate Completion Rate  Of Measure = Completed

l | i
General | Dates and Damages | Comments | Events | History |
Contract Time: 10 [] Not In Contract [] Voided Contract Time
Long Description: |Complete all pavement stabilization within 14 days @l
Short Description: [Complete all pavement stabilization within 14 days| @l

Verify

Ready

Step 3: Next, on the Dates and Damages tab, select the Liquidated Damages Unit of
Measure (LD UOM). This determines what other fields will need to be
completed.

Step 4: Enter the Liquidated Damages rate.
Step 5: If the LD UOM is Per Day, enter one of the following combinations:

the Availability Date and the Completion Date or
the Availability Date, and Calendar Days, or
the Calendar Days

HICAMS will calculate the remaining fields for the first two, and the
Completion Date for the third once the Availability Date is entered.
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Here is an example of the Dates and Damages tab.

A HICAMS - [train] HEE
File Edit Functions Inquiries References Admin Tools Window Help
JI =7 \‘ﬂ |M @ ‘& ‘ '4 NH m’| Traaning Environment

4% Review Contract Times (C202583)

Contract: C202583 Contractor: DEVERE CONSTRUCTION COMPANY, INC Status: Active
Description (nickname): Rolesville Bypass

Contract Contract Contract Time Liquidated Substantial Rate Unit
Row Time Adj Long Description Damages Rate Completion Rate  Of Measure  Completed

4 | |

General Dates and Damages |Comments | S | History |

CT Status: Pending

Liquidated D g
Rate Unit of Measure: IPer Day ;l Availability Range:
Liquidated D: [s] Availability Date: | 00/00/0000
a Rate: | $2,500.00 = @

Calendar Days: I 14
T [ o= Completion Date: | 00/00/0000 @|
Substantial Completion Date:l 00/00/0000

Revised Completion Date:
Winter Weather Days: Anticipated Revised Completion Date:l 00/00/0000 @'

Estimated Completion Date:l 00/00/0000 @'
Work Completion Da‘te:l 00/00/0000 @'

Pro Rata Days:

Verify:

114 notifications waiting.

Step 6: Save the Contract Time, and close the Contract Times window.

NOTE: If this Contract Time requires modification before the SA is
completed, access it from the Contract Times tab of the SA by
double-clicking on its row in the grid.

Step 7: If the Contract Time was entered and before the Supplemental Agreement is
approved the decision is made that it is no longer needed, highlight the row

and hit the Delete button 2|, Confirm the deletion by clicking Yes.
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Line Items Tab

Contract Line Items can be modified by a Supplemental Agreement several ways or not
modified at all.

An existing Line Item may be modified, a new Line Item may be added from the Master
Pay Item list, a line item from the Generic Master Pay Item may be added, a Generic
non-Master Pay Iltem may be added, or the Contract Line Items Tab may be skipped.

Below is an example of the Contract Line Items tab. Notice that the default option at the
top of the tab is "Show Contract Line ltems".

4% HICAMS - [train] [_[5]x]
File Edit Functions Inquiies References Admin Tools Window Help
H%ﬂ|§‘€%‘ﬂ%|é|ﬂlﬁw‘ Training Environment
“¥ Review Supplemental Agreement Detail
Contract: C202583 Description (nickname): Rolesville Bypass
Contract Adjustment: SA90 Description: Geotexlile for pavement stabilization - This agreement provides a new line item for G
Status: New Total Amount:  $0.00
General | Contract Times  Line Items |WES Detail | Appraval | Histary |
& Show Contract Line Items: © Show Master Pay ltems
Line | Cont ﬁl
Item Adj Short Description Uuom Quantity Unit Price Amount
2 CONSTRUCTION SURVEYING 1.000 $150 000.0000 $150 000.00
3 CLEARING & GRUBBING LS 1.000 $1,250,000.0000 $1,250,000.00
4 SUPP CLEARING & GRUBBING ACR 5.000 $4,500.0000 $22,500.00
5 UNDERCUT EXCAVATION CcY 17,700.000 $4.7500 $84,075.00
6 DRAINAGE DITCH EXCAVATION CcYy 29,090.000 $4.1500 $120,723.50
7 BERM DITCH CONSTRUCTION LF 6,530.000 $1.9000 $12,407.00 =
Contract Adjustment Line Items:
Line | Cont Average
ltem | Adj Short Description UOM Quantity Unit Price Unit Price Amount Gen
Activate Indicators Process Approval Yoid

|Ready
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To modify an existing Line Item, select the line item and drag it from the upper grid to
the lower grid.

NOTE: The standard multi-select options (CTRL-select, and Select-
SHIFT-select) work in the upper grid.

Enter the quantity, and update the price if necessary. Save.

NOTE: If a negative quantity is entered, HICAMS will display a warning
message. Click ok to dismiss it. If the negative number is correct, no
additional action is required. If it is incorrect, update and Save again.

NOTE: If a negative quantity greater for a line item on which payments
have already been made, HICAMS will display the following warning

4+ HICAMS - [train] =
Fle Edt Functions Inquiries References Adwin Tools Window Help
ﬂﬁﬂ|§“§%‘ﬂ%|é|dmﬂzﬂ Training Environment

Contract: C202583 Description (nickname): Rolesville Bypass
Contract Adjustment: SA9.0 Description: Geotextile for pavement stabilization - This agreement provides a new line item for G
Status: New Total Amount:  ($150,000.00)

General |ContracTT|mes Line Items |wBS Detail |Appr0va| |H\5T0r}f |

& Show Contract Line Items © Show Master Pay Items
Line | Cont ﬁl
Item Adj Short Description Uom Quantity Unit Price Amount
MOBILIZATION $1,240,000.0000 $1,240,000 00
-- CONSTRUCTION SURVEYING $150,000.000C $150,000.0¢ -
CLEARING & GRUBBING $1,250,000.0000 $1,250,000.00
4 SUPP CLEARING & GRUBBING ACR 5.000 $4,500.0000 $22 500.00
5 UNDERCUT EXCAVATION (ZDntractAd]ustrr Details E— [ %] $4.7500 $84,075.00
6 DRAINAGE DITCH EXCAVATION $4 1500 $120,723 50
7 BERM DITCH CONSTRUCTION ‘o :::?:Zl‘g exceeds the modified bid quantity less the quantity $1.9000 $12,407.00 o

Contract Adjustment Line [tems:

Line | Cont
ltem | Adj Short Description UOM Quantity Unit Price Unit Price Amount Gen
CONSTRUCT\ON SURVEYING ~1.000 $.00000  $150,000.000( ($150,000. 0:):

Activate Indicators Process Approval Yoid

Ready

This is an information message only and HICAMS does not prohibit the negative
guantity from being entered as there may be circumstances that require this action.
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Here is an example of the Contract Line ltems tab with the modified existing Line ltem in
the lower grid. Notice the addition of the Supplemental Agreement number in the Cont

Adj column.

4w HICAMS _ [train] HEE
File Edit Functions Inquiries References Admin Tools Window Help

|=waae we|s|dm e —

4 Review Supplemental Agreement Detail

Contract: C202583 Description (nickname): Rolesville Bypass
Contract Adjustment: SA9.0 Description: Geotexlile for pavement stabilization - This agreement provides a new line item for G
Status: New Total Amount:  $1,500.00

General |ContracTT|mes Line Items |wBS Detail |Appr0va| |H\5T0r}f |

& Show Contract Line Items © Show Master Pay Items
Line | Cont ‘ ‘ ‘ ‘ ﬁl
Item Adj Short Description Uom Quantity Unit Price Amount
[ omwnon s o0 51260000000 5120000000
2 CONSTRUCTION SURVEYING 1.000 $150 000.0000 $150 000.00
3 CLEARING & GRUBBING LS 1.000 $1,250,000.0000 $1,250,000.00
4 SUPP CLEARING & GRUBBING ACR 5.000 $4,500.0000 $22,500.00
5 UNDERCUT EXCAVATION cY 17,700.000 $4.7500 $84,075.00
6 DRAINAGE DITCH EXCAVATION cY 29,090.000 $4.1500 $120,723 50
il BERM DITCH CONSTRUCTION LF 6,530.000 $1.9000 $12,407.00 i

Contract Adjustment Line [tems:

Average
d Short Description UOM Quantity Unit Price Unit Price Amount Gen
1SA9  VOBILIZATION $.0000 $1,500.000¢ $1,500.0C -%il

Activate Indicators Process Approval Yoid

Ready

If the Line Item has been modified in error, click on the Delete icon %. Confirm the
deletion by clicking Yes. It is also possible to select the line item in the lower grid, and
drag it back to the upper grid. Confirmation of a deletion done this way is also required.
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To add a new Line Item from the Master Pay Item listing, click the button next to
"Show Master Pay Items". Select the master pay item from the drop down list, and drag
it from the upper grid to the lower grid.

Below is an example of the Line Items tab after selecting two items from the Master Pay
Item listing. Notice that the upper grid now displays the Long Description, while the
lower grid still displays the Short Description. In addition, the section number that
describes the pay item requirements is shown.

When section 9000 is shown, the special provision detailing that work needs to be
incorporated by reference in the Description of the Supplemental Agreement.

4% HICAMS - [train] [_[=]x]
Fie Edit Functions Inquiries References Admin Tools Window Help
JI =7 I‘ﬂ|§“§ %‘M %|&|/j i T‘:s‘" Training Environment

4 Review Supplemental Agreement Detail

Contract: C202583 Description (nickname): Rolesville Bypass
Contract Adjustment: SA9.0 Description: Geotexlile for pavement stabilization - This agreement provides a new line item for G
Status: New Total Amount:  $0.00

General |ContracTT|mes Line Items |wBS Detail |Appr0va| |H\5T0r}f |

 Show Contract Line Items & Show Master Pay ltems
Section | Long Description | uom | Effective | =

9000 METAL STRAIN POLE DESIGN EA 06/20/2006

9000 METAL STRAIN SIGNAL POLE EA 06/20/2006
leETAL TERMINAL POSTS FOR **" CHAIN LINK FENGE .
866 METAL TERMINAL POSTS FOR 48" CHAIN LINK FENCE EA 06/20/2006 L
454 METHOD A WATERPROOFING sY 06/20/2006

454 METHOD B DAMPPROOFING sY 06/20/2006

9000 MICROWAVE VEHICLE DETECTOR EA 06/20/2006

Contract Adjustment Line [tems:

Line | Cont Average
ltem | Adj Short Description UOM Quantity Unit Price Unit Price Amount Gen
251SA9 ||MET TERM PST =" CL FEN 000 $. 000q| $.0000

s e e —"

Activate | Indicators | Process Approval Yoid

Ready

Whenever a Master Pay Item displays asterisks (*****), they must be replaced with true
numerical values. In the example above, the **" would be replaced with the actual
height in inches of the Chain Link Fence.

Enter the quantity, the Average Unit Price, and the Unit Price for the Line Iltem. Save.
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If the asterisks are not replaced, HICAMS will display the following message when the
SA is saved:

Contract Adjustment Details

{0} The asterizks in the description must be replaced with text.

Click OK and then highlight the asterisks and enter the actual measurement.
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There are two ways to add a Generic Line Item to a Supplemental Agreement.

The preferred way is to add a Generic Master Pay Item. This type of Generic Pay Item
has function codes already assigned. It also has the Pay Item Category Code (used for
Queries) assigned. Pay item categories include Grading, Paving, and Traffic Control.

To add a Generic Master Pay Item, select the Show Master Pay Item option. Find the
Pay item that begins with the word Generic and has the correct Category (Grading,
Pipe, Landscape, etc.) and the correct Unit of Measure (EA, CY, TON, etc.). Drag this
Pay Item down from the upper grid to the lower grid. The Line Item Description is
usually highlighted.

If it is not, highlight the description and update it with the description of the Item of work
that is being added.

Here is how the Line Items tab looks after the Generic Master Pay Item has been added
to the grid:

&% HICAMS - [train] = E
Fie Edit Functions Inquiries References Admin Tools Window Help
|=waae we|s|dm e —

4 Review Supplemental Agreement Detail

Contract: C202583 Description (nickname): Rolesville Bypass
Contract Adjustment: SA9.0 Description: Geotexlile for pavement stabilization - This agreement provides a new line item for G
Status: New Total Amount:  ($150,000.00)

General |ContracTT|mes Line Items |wBS Detail |Appr0va| |H\5T0r}f |

 Show Contract Line Items & Show Master Pay ltems
Section | Long Description uom Effective | =
9000 GAGE ROD (NON-INSULATED) EA 06/20/2006
9000 GARBAGE UNIT EA 06/20/2006
9000 GENERAL CONSTRUCTION OF REST AREA SERVICE BLDG EA 06/20/2006
GENERIC RETAINING WALL ITEM 0:3.«12.«'2:):)3 .—'
1670 GINKGO BILOBA, GINKGO, EA 06/20/2006
9000 GLARE SHIELDS EA 06/20/2006
1670 GLEDITSIA TRIACANTHOS, HONEY LOCUST, EA 06/20/2006
Contract Adjustment Line [tems:
Line | Cont Average
ltem | Adj Short Description UOM Quantity Unit Price Unit Price Amount Gen
25A9 CONSTRUCTION SURVEYING -1.000 $. OOOC“ $150,000.0000 ($150,000.00) 4;]

R T R I R )

Activate Indicators Process Approval Yoid

Ready

Again, if the line item as been added in error, it can be deleted. If the erroneous line
item has been saved, the Line Item number is not reused.
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If a Generic Master Pay Item with the correct Category and Unit of Measure is not listed
in your Master Pay Item list, a truly Generic Line Item can be added by clicking the
Insert button. Doing this inserts a new row directly in the lower grid. This row will have a
Line Item Number and the Contract Adjustment number completed but all the other
fields will be blank. It will also have a check box in the far left column labeled "Gen" for

Generic.

4 HICAMS - [train] [_T=]x]
Fle Edit Functions Inquiies References Admin Tools Window Help

JI =3 ﬂ|§"’§ %‘M %L&L@ 3 T‘g" Training Environment

4 Review Supplemental Agreement Detail

Contract: C202583 Description (nickname): Rolesville Bypass
Contract Adjustment: SA 90 Description: Geotextile for pavement stabilization - This agreement provides a new line item for G
Status: New Total Amount:  ($150,000 00)

General |Con‘rrac‘rTime5 Line Items |\WBS Detall |/—\pprova| |H\s‘rory |

© Show Contract Line Items & Show Master Pay Items

Section| Long Description uom Effective | B

9000 GAGE ROD (NON-INSULATED)

9000 GARBAGE UNIT

9000 GENERAL CONSTRUCTION OF REST AREA SERVICE BLDG
453 GENERIC RETAINING WALL ITEM

1670 GINKGO BILOBA, GINKGO,

9000 GLARE SHIELDS

1670 GLEDITSIA TRIACANTHOS, HONEY LOCUST,

06/20/2006
06/20/2006
06/20/2006

06/20/2006
06/20/2006
06/20/2006

Qggiggg

Contract Adjustment Line ltems:

08/12/2008 ._l

Line | Cont Average
Item | Adj Short Description UOM Quantity Unit Price Unit Price Amount Gen
2SA9 CONSTRUCTION SURVEYING LS -1.000 $.0000 $150,000.0000 ($150,000.00)

2528A9 ||GENERIC RETAINING WALL ITEM SF | 000 $.0000 $.0000

=
= T T T T | <

4
=

Activate Indicators Process Approval Yoid

[Ready

Type the Short Description, select the UOM from the drop down list, and enter the

Quantity, Average Unit Price (if known), and Unit Price. Then Save the Supplemental

Agreement.
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Below is how the Line Items tab looks after entering three line items and Saving the
Supplemental Agreement. Notice that the Total Amount displayed at the top of the
window is the Net Change Amount. This is the additional amount of money that the
Supplemental Agreement will encumber when the transaction is approved in SAP.

4 HICAMS - [train]
Fle Edit Functions Inquiies References Admin Tools Window Help

[_[=]x]

|=u|eamnbd8e

Training Environment

4 Review Supplemental Agreement Detail

Contract Adjustment: SA90 Description:

Contract: C202583 Description (nickname):

Status: New Total Amount:

Rolesville Bypass

Geotextile for pavement stabilization. This agreement provides a new line item for Ge
($11,789.50)

General |Con‘rrac‘rTime5 Line ltems |WBS Detail |/—\pprova| | History |

© Show Contract Line Items & Show Master Pay Items

Section

Long Description

GENERIC RETAINING WALL ITEM SF

uom

Effective B
08/12/2008

GINKGO BILOBA, GINKGO, EA 06/20/2006
GLARE SHIELDS EA 06/20/2006
GLEDITSIA TRIACANTHOS, HONEY LOCUST, EA 06/20/2006 -
226 GRADING LS 08/20/2006
9000 GRADING LS 06/20/2006
453 GRAVITY RETAINING WALLS SF 06/20/2006 -
Contract Adjustment Line ltems:
Line | Cont ‘ ‘ Average ‘ ‘
Item | Adj Short Description UOM Quantity Unit Price Unit Price Amount Gen
2SA9 CONSTRUCTION SURVEYING LS -1.000 $.0000 $150,000.0000 ($150,000.00) éJ
2525A9 ||Handstamped Wall Panels 450.000 $.0000 $13.6900 $6,160.50 4;]

npmmnp for Pavement Stabilization _ 26,410.00€ $.0000 $5.000( $132,050.0( .E@]

Activate

Indicators Process Approval

Yoid

[Ready
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WBS Details

The next step is to assign the line items to a WBS element (funding source for the SA
line items). This is done on the WBS Detail Tab of the Supplemental Agreement.

An example of the WBS Detail Tab is shown below.

4. HICAMS - [train] [_[F1x]
File Edit Functions Inquiries References Admin Tools Window Help
JI = |é ‘ A % ‘ & | 3 16 :r'isa| Traming Environment
4 Review Supplemental Agreement Detail

Contract: C202583 Description (nickname): Rolesville Bypass

Contract Adjustment: SA9.0 Description: Geotextile for pavement stabilization. This agreement provides a new line item for Ge

Status: New Total Amount:  ($11,789 50)

General | Contract Times | Line Items  WBS Detail |Appr0va| | History |

Contract Adjustment Line ltems:

Line Cont Average
Item Ad] Short Description oM Quantity Unit Price Unit Price Amount
- CONSTRUCTION SURVEYING $.000( $150,000.000¢ ($150,000.00)
2525A9  Handstamped Wall Panels 450.000 $.0000 $13.6900 $6,160.50
253SA9  Geotextile for Pavement Stabilization SY 26,410.000 $.0000 $5.0000 $132,050.00
WBS Selection: Contract Adjustment WBS Line Items:
Federal Aid Line
Number Item Nun Part Quantlty Unit Price Amount
345063.Gv2  |STP-0401 [STP-0401214) | $150,000.000( ($150,000.00)
I” Show All
Activate Indicators Process Approval Yoid

Ready

There are three parts to the window. The upper grid lists all the Line Items that are on
the Line Items tab. Nothing about them can be modified on this tab. Updates are made
on the Line Item tab and changes are reflected in the upper grid when the changes
have been Saved.

The lower left grid lists the WBS elements assigned to the contract. The WBS element
is only listed once, even when part of its funding is Non-Participating.

The right lower grid shows the WBS information for the Line Item that is highlighted in
the upper grid. Checking the Show All check box will show all the Line Items in this
grid.
NOTE: When there is only one WBS element, the Line Item quantities are
automatically assigned to it.
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4 HICAMS - [train] [_T=]x]
Fle Edit Funcions Inquiries References Admin Tools Window Help
=& n=a|dmme Training Environment

4 Review Supplemental Agreement Detail

Contract: C202583 Description (nickname): Rolesville Bypass
Contract Adjustment: SA9.0 Description: Geotextile for pavement stabilization. This agreement provides a new line item for Ge
Status: New Total Amount:  ($11,789 50)

General | Contract Times | Line ltems  WBS Detail |/—\pprova| |H\s‘rory |

Contract Adjustment Line [tems:

Line Cont Average
Item Adj Short Description Quantity Unit Price Unit Price Amount
--
252SA9 Handstamped Wall Panels 450.000 $.0000 $13 6900 $6 160.50
253SA9  Geotextile for Pavement Stabilization SY 26,410.000 $.0000 $5.0000 $132,050.00
WBS Selection: Contract Adjustment WBS Line ltems:

Federal Aid
Number

34506.3.6V2  |STPA I)4D1(214)

Line
Item Non-Part Quantity Unit Price Amount
2‘3.5

26,410.00C $5.000( $132,050.0(
252 I 450 000 $13 6900 $6,160 50

2 | _|| -1.000 $150,000.0000 ($150,000.00)

 [Show All

Activate Indicators Process Approval Yoid

[Ready

The work can be designated as Non-Participating by clicking the down arrow in the
Non-Part column and selecting 1 from the list.

WBS Selection: Contract Adjustment WBS Line Items:
Federal Aid Line
WBS Number WBS Item |Non-Part Quantity Unit Price Amount

STP-0401(214) 34506.3.GV2 253
34506.3.GV2 5

34506.3.GV2 2

26,410.000 $5.0000 $132,050.00

R - T I T

~1.000° $150,000.0000 ($150,000.00)

I Show All
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When the contract has multiple WBS elements, they will all be displayed in the lower left
grid, and none will be automatically assigned to the Line Items.

¥ HICAMS - [train] [_ 5] %]
Fle Edit Functions Inquiies References Admin Tools Window Help

SH S A R FEE

Training Environment

4 Review Supplemental Agreement Detail

Contract: C203167 Description (nickname): US-64 Bus. West / New Bern Ave Resurfac
Contract Adjustment: SA 1.0 Description: Paint Pavement Markings - 12"
Status: New Total Amount:  $100.00

General | Contract Times | Line ltems  WBS Detail I/—\pproval IH\s‘rory }

Contract Adjustment Line [tems:

Line Cont Average
Item Adj Short Description Quantity Unit Price Unit Price Amount

PAINT PVMT MARKINGS 12" - 200.000 $.0000 $0.5000 $100.00

WBS Selection: Contract Adjustment WBS Line ltems:
Federal Aid Line
WBS Number WBS Item |Non-Part Quantity Unit Price Amount
5CR.10921.42
I" Show All
Activate Indicators Yoid

Ready

To assign a funding source, select the line item in the upper grid. Next, select the
funding WBS element and drag it from left to right. The entire Line Item Quantity will be
assigned to the first WBS element. If the quantity needs to be portioned among multiple
WBS elements, drag additional WBS elements from left to right, and update the
Quantity column. Save the Supplemental Agreement.

Here is how the WBS Detail tab appears after portioning the quantity to two WBS
elements.

WBS Selection: Contract Adjustment WBS Line Items:
Federal Aid Line
WBS Number WBS Item |Non-Part Quantlty Unit Price Amount

5CR.10921 .42 _. 5CR.20021.42 90.000 $0.5000 $45.00

© Show All

Page 22



If the sum of the quantities allocated to each WBS element does not match the total
amount allocated at the Line Item level, HICAMS will display the following message:

44+ HICAMS - [train] _[&@]x]
Fle Edit Functions Inquiies References Admin Tools window Help
|=u|e n=a|dmme Training Environment
Contract: C203167 Description (nickname): US-64 Bus. West / New Bern Ave Resurfac
Contract Adjustment: SA 1.0 Description: Paint Pavement Markings - 12"
Status: New Total Amount:  $100.00
General | Contract Times | Line ltems  WBS Detail |/—\pprova| |H\s‘rory |
Contract Adjustment Line [tems:
Line Cont Average
Item Adj Short Description Quantity Unit Price Unit Price Amount
PAINT PVMT MARKINGS 12" - 200.00¢ $.000( $0 500 $100 .0
¥y The Contract Adjustment WBS Line tem Quantities do not match
L A ) the Contract Adjustment Line tem Quantities.
WBS Selection: Cont
Federal Aid
WBS Number Item Non-Part Quanhty Unit Price Amount
5CR.10921.42 I 5croio 2 36 100.000 $0.5000
¥ Show All
Activate Indicators Process Approval Yoid

|saves the active window

Notice in this example that the line item total in the upper grid is 200 LF, while the sum
of the WBS element amounts is only 190 LF (100 LF + 90 LF =190 LF). Click OK and
either correct the allocation of the WBS element amounts on this tab, or correct the Line
Item quantity on the Line Items tab.

This message will also be displayed if quantity changes are made on the Line Items Tab
and the WBS Details tab is not updated.

Activate the Supplemental Agreement

When entry of the Contract Times and/or Line Item information has been completed, it
is time to Activate the Supplemental Agreement. This involves some of the same steps
as when a Contract is Activated.

If the Supplemental Agreement has only a modification of Contract Times, click that
Activate button.

If the Supplemental Agreement modifies Contract Times and/or just Line Items, the Line
Item Indicators must be Verified before the SA can be activated. To do this, click on the
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Indicators button at the bottom of the Supplemental Agreement window. Review the
indicators for accuracy and update as needed, then click the Verify button. Notice the
missing Function Code on the inserted Generic Line Item.

Close the Indicators window.

Here is an exam:le of the Set Line Item Indicators window:
A HICAMS - [train] =

Fle Edit Functions Inquiies References Admin Tools Window Help

HWH|M%‘&‘@M’EM| Training Emvironment

% Set Line ltem Indicators (C202583)

Contract: C202583 Contractor: DEVERE CONSTRUCTION COMPANY, INC Status: Active
Description (nickname): Rolesville Bypass

Line Cont Major ltem | Specialty AC Adjustment Fuel Adjustment Fuel
ltem  Adj Description Uuom Function Code Indicator Indicator Indicator Indicator Factor

Verify

133 notifications waiting.

Most Line Items do not require any changes to be made before Verification.

Now click on the Activate button. The Supplemental Agreement status changes to
Pending Approval.
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Approving the Supplemental Agreement

The current Approval levels for Supplemental Agreements were set in May 2016. At
that time, Division Engineers were given responsibility for all Supplemental Agreements
within the Specifications. Supplemental Agreements with an Authority for Change of
Other must be approved by the State Construction Engineer.

Supplemental Agreements within the Specifications for over $100,000 and/or with Time
Extensions in excess of 30 days are to be reviewed by the Area Construction Engineer
before approval. Supplemental Agreements within the Specifications that are greater
that $200,000 and/or with a Time Extension in excess of 90 days must be reviewed by
the State Construction Engineer or Assistant State Construction Engineer.

Please see the latest version of the Construction Manual for more information about this
topic.

To access the Supplemental Agreement for approval, go to Functions > Contract
Adjustments > Review Supplemental Agreements. The Review Supplemental
Agreements window opens. You can also navigate directly from a Notification.

Select the Supplemental Agreement that needs to be approved and either click the
Details button at the bottom of the window, or double click on the row to open the
Review Supplemental Agreement Detail window.

Click on the Approval tab, and find the field Decision. Click on the drop down list to see
the decisions available to you based on Authority for Change and total dollar impact to
the contract (may or may not be the net change amount).

Select your decision, and click the Process Approval button. If the Recommend
Approval Decision was made, send a Notification to the person who will be making the
final Approval by clicking on the staff icon next in the Tracking > Forward to: field.
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As that allows modification of the Supplemental Agreement so that it meets FHWA
approval for participation.

Final Processing - Contractor Concurrence

After approval of the Supplemental Agreement by the Department, the Resident
Engineer should send the supplemental agreement to the Contractor, via DocuSign, for
concurrence by electronic signature.

Upon receipt of the Contractor’s signed concurrence, the Resident Engineer should
enter “Contractor Concurrence” in HICAMS. This is done on the Approval tab.

Enter the name of the Contractor's authorized representative, and click the Process
Approval button. When the Process Approval button is selected, the Supplemental
Agreement status changes to Contractor Concurrence, any Contract Time modifications
are applied to the Contract Times, Line Items are active and available, and transactions
are sent to the SAP BSIP system encumbering the additional funds.

Copies of the signed Supplemental Agreement are distributed as per the Construction
Manual.

The last step is to access the Contract Record in SAP and scan the signed copy to the
contract so that the Fiscal Unit's representative can verify that the electronic
transactions match the signed copy, and approve the transactions.

Page 26



Changing or Correcting Supplemental

Agreements

Most ways to make changes or corrections to a Supplemental Agreement have been
covered in the previous instructions for each tab.

Sometimes, the change is not identified until after the Supplemental Agreement has
been Approved or Denied. At this point in the process, none of the data on the tabs can

be changed.

However, as long as the Supplemental Agreement has not been put in the final status of
Contractor Concurrence, changes can be made.

First, access the details for the Supplemental Agreement that needs changing.

For a Supplemental Agreement that has been Approved, go to the Approval tab, and
select the Decision "Contractor NON-Concurrence". Enter the name of the Contractor
Authorized Representative, and click the Process Approval button.

Step 1: Click on the white Save As icon

o

in the toolbar. A copy of the existing

Supplemental Agreement is made. The Supplemental Agreement number
remains at the original number until the copy is Saved.

Step 2:  Save the copy. The Supplemental Agreement number updates to the original
number plus a .1 designation to denote the first revision. If a second Save as
is done, that copy would be the original number plus a .2 designation.

Step 3: Make the changes or corrections, and complete the Activation and Approval

process a second time.

For a Supplemental Agreement that has been Denied, it is not necessary to set the
Supplemental Agreement to Contractor Non-Concurrence before doing the Save As.

For assistance with this process, please contact the Area Construction Engineer or the

Construction Unit.
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Printing Supplemental Agreements

The Supplemental Agreement must be printed to apply the Department's representative
and contractor representative signatures. Because this is a contract change, original
signatures are required.

The Supplemental Agreement documents can be printed from either the Supplemental
Agreement module or from the Standard Reports window.

Printing from the Supplemental Agreement module

Step 1:  Access the Details of the Supplemental Agreement that needs to be printed.

Step 2: Click on the Print icon, or use an alternate method to access the Contract
Adjustment Details Report Selection dialogue box. The dialogue box is shown
below.

# Contract Adjustment Details Report Selection

~ Include WBS Information on SAJFA Documentation:

Report Name

Supplemental Agreement/Force Account Documentation

Documentation for Negotiated Prices and Contract Time Extensions

0K Cancel |

Step 3:  Select the Report Name to Print. The "Include WBS Information” check box is
defaulted to checked. The signed copy should include the WBS information
so that the funding source is identified for Fiscal Approval.

Step 4: Click the OK button. The Print Preview window opens.

Step 5: Review the contents of the Supplemental Agreement. If it is acceptable, click
the print icon again to open the Print dialogue box. Continue with the printing
as for any other document.
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Appendix: Supplemental Agreement Statuses
Definitions

The Supplemental Agreement's Status describes how far along in the approval process
the Supplemental Agreement is. The possible statuses are as follows:

New: Indicates that information about the Supplemental Agreement has been
entered but it has not been Activated. Data on the tabs of Supplemental
Agreements in this status can still be changed

Pending Approval: Indicates that the Contract Time and/or Contract Line ltem
modifications have been entered and the Supplemental Agreement is ready for
Approval. Data on the tabs of Supplemental Agreements in this status can still be
changed.

Approved: Indicates that the Supplemental Agreement has been reviewed and
the Department agrees with the Contract change. Supplemental Agreements in
this status can be changed, but must be set to Contractor Non-Concurrence
before making the revision.

Denied: Indicates that the Supplemental Agreement has been reviewed and the
Department does not agree with the Contract change. Supplemental Agreements
in this status can be changed, but require a Save As to make the revision.

Contractor-Concurrence or Contractor Non-Concurrence: Indicates whether
the Contractor has agreed to the terms and conditions of the Supplemental
Agreement payments. Supplemental Agreements that are set to Contractor
Concurrence cannot be changed. Supplemental Agreements set to Contractor
Non-Concurrence changed, but require a Save As to make the revision.

Void: Indicates that the Supplemental Agreement is no longer needed or was in
error. Supplemental Agreements in this status cannot be changed.
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