
How to… Enter a CM (One Account) 

• You have executed your CM.   
• You are deleting some quantities.  
• You are adding some new items. 
• Your CM is a total of -$94.25. 
• You have 1 account number.  



SF30 (Created in PRISM) WFLHD 10 - EEBACS 

Net total of CM 

Notice the Line Item 
Numbers… the new 
item’s line numbers 
start in the 7000s 
and the items to be 
modified have their 
original line item 
numbers.  

Account Number 



First thing!... Check your accounts. 
• Which account(s) is the CM being 

paid under?   

The account is the 
same.  No new 
information is needed.  



Go to the “Contract 
Modification” tab and 
click on “Add New 
Contract Modification” 



Enter in the CM 
number and 
press save. 

Once you press 
save, this is what 
your screen will 
look like.  You will 
have more tabs. 



Change Order =   Unilateral CM 
Supplemental Agreement = Bilateral CM 
Administrative Change =  Pen & Ink changes,  
   changing account  
   information, etc. 
EEBACS Reconciliation =  If you need to reconcile, 
   contact the Final Review 
   Engineer 

Choose a Contract Type. 



Enter the FAR 
Clause used. 

Enter the Contract 
Modification 
Description 

Enter who 
initiated the CM 

Once this information 
is entered, press Save. 



At this point, you will leave the 
“Core” tab and go to the “Issues” 
tab and create a new issue. 

This is where you will 
enter your items. 



When ADDING new items, you will click 
on “Add Pay Item From Master List.” 

When DELETING, REDUCING or 
INCREASING an items, you will click on 
“Modify Pay Item From Project List.” 

DO NOT DELETE ANY ITEMS!!!!! 



Once you have selected to “Add Pay 
Item From Master List” start typing in 
the item number and the items will 
start to populate from the master pay 
item list.   Choose the item you need.  



Selected Pay Item 

This information will populate 
once you select your Pay Item 

Select your Schedule.  This is 
the same thing as an Option. 

Enter your Line Item Number.  
Should be in the 7000s. 

Enter the Supplemental 
Description.  Always enter the 
CM number 



Enter the pay item type.  
Usually always normal. 

Enter the amount of units 
added.  Make sure it is the 
correct account.  This project 
only has 1 account (CON01). 

Enter the unit price. 

This information will populate. 



Now you can add the rest of your new 
items or move on to modifying your items.  

Make sure you are saving your work. 

Note:  When you select your item 
from the project list or the master 
list and it populates the 
information, you will need to scroll 
down because it takes you to the 
top of the page.  



Now we will begin 
modifying the items 
where the CM reduces 
their quantities.  

Make sure you are saving your work. 

All of the new items 
have been entered. 



Once you have selected to “Modify Pay 
Item From Project List” start typing in 
the item number and the items will 
start to populate from the project pay 
items.   Choose the item you’re 
changing.  



Once selecting 
your item to 
modify, the 
information will 
self populate.   

You will enter the 
decreased/increased 
amount only (not the 
total).  For this CM, 15 
sqyd are being deleted so 
you will enter in -15.  



-15 was entered and 
the “New Quantity,” 
“Total Price,” “Change 
in Contract Quantity:,” 
“Change in Contract 
Amount:,” “New 
Quantity:,” and “Total 
Price:” has self 
populated.  

You can now 
choose to modify 
another pay item 
or continue. 

Make sure you are saving your work. 



Once you are completed 
with adding and modifying 
items, continue with the 
bottom of the issue. 

This is the same thing 
on the Database Form 

Enter how many days have been 
added/deleted from the contract 

Typically a CM is always Beneficial 

This is the net amount of the CM.  This should 
match the bottom of the WFLHD-10 form if 
obligation funds are not used. 



Once you are completed, 
click on “Save & Close.” 



Make sure the “Amount Change,” 
“Time Change (in days)” and the 
“Account Number(s)” are correct. 

Once you have verified, go back to the “Core” tab. 



At this point you have entered the 
CM but you have not “Executed” it.  
Because the CM is not “Executed,” 
the items that have been 
added/modified are not reflected in 
the “Grand Summary.”  Therefore 
you need to click on the “Edit” 
button.  



You will now enter all of 
these dates.  Make sure all of 
the dates are in the same 
format as if you were to 
select the date.  



The most important items here are the 
“Date SF30 Signed by CO:” and “Period to 
Start:.” 
• The “Date SF30 Signed by CO:” will 

“Execute” the CM and lock it.  This 
also make your items from the 
“Issues” tab show up in the “Grand 
Summary.”   

• The “Period to Start:,” will only allow 
you to make changes to the CM while 
that period is in progress. 

 
If you want to make any changes to the 
CM, you must clear the date.  However, if 
you have already created pay notes for 
any CM items or you are in the next pay 
period from when you created it, you 
cannot change the CM.  

Once these dates are entered, DO NOT press 
save, make sure your account is correct first. 



Now the fun part!  The accounting part.  
The Net Authorization Change area 
should match your SF30.  On the CM it 
shows a deobligation of $94.25.  This was 
all calculated based on line items so it 
self populates under CON01 because 
that is where we added the quantities.   

When you are using money from an 
obligation CM, and it is a $0.00 change but 
the items are self populating an different 
amount.  You will choose from the drop 
down “Obligate Portion” or “Deobligate 
Portion.”  This allows you to manually 
enter the net CM amount for that account.  
Because this CM has the same net amount 
as the self populating amount, it will just 
be left at “Deobligate.” 



You have now entered 
all of the information 
for the CM.  Press 
“Save & Close.” 



The CM is in the “Contract 
Modification” tab.  From here, you can 
add another CM or go to the “Grand 
Summary” and see your items.  



Filtered to 
only show CM 
0002 items 

All of the CM 0002 items are 
now in the Grand Summary. 
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