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PROJECT CLOSEOUT WORKFLOW
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CHANGE ORDER WORKFLOW
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NAMING CONVENTION



NAMING CONVENTION



DOC EXPRESS –WORKFLOWS

 Each Drawer in Doc Express has a designated Workflow

 A Workflow is the order in which a document is to be Transitioned

 To see the Workflow of any drawer:
1. Open the drawer by clicking on the Drawer name
2. Click on the gray Actions tab found on the top right of the screen
3. Choose Details

 Workflows should only be used to see what transition is next

 Do not use to determine signature requirements for each party
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DOC EXPRESS – NOTIFICATIONS
 Notifications can be set for:
  Progressed Documents (each time an 

upload or  transition occurs)

 Completed Documents

  Rejected Documents

 May receive email notifications for 
designated Types or Drawers

 Set preferences via Notifications & 
Settings found on the left tool bar



DOC EXPRESS – IOWA DOT AUDITING

Iowa DOT Auditing
 Administering Team will audit project utilizing Doc Express

 Assure you have transitioned documents to Received prior to requesting an audit

 Receiving a document indicates you have reviewed the document and found it to be acceptable

 If document is found unacceptable, transition the document to Rejected and provide reason for 
the rejection
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DOC 
EXPRESS – 
LOCKING 
CONTRACTS

 If contract work has been completed and no further document uploads or 
transitions will occur, request that the contract be “locked”

 For Federal-aid projects, wait until FMIS closure document is uploaded

 Locking removes contract from active view - All contract documents are still 
viewable in locked contracts screen

 Helps “clean-up” your active project listing

 Locked projects found by clicking on the padlock symbol

 Notify Administering Team when you are ready to have a contract locked



DOC EXPRESS - ARCHIVING

 Download designated Drawers or the entire project file for local storage

 Iowa DOT also archives all “locked” Doc Express projects in long-term storage

 To receive an email containing a .zip file of your project records, click on the gray 
Actions button found on the top right of the screen, then choose Export

14



DOC EXPRESS – TIPS

 Change Orders

 Any time the project engineer is not an employee of the LPA, change orders require both 
Engineer and Person in Responsible Charge (PIRC) signature

 All Grant Team change orders require PIRC signature

 Tax Exempt Certificates are found in the Contract Signing drawer, but after they are “wet” 
signed by the LPA they are uploaded to the Contract Documentation drawer

 Don’t use the Due Date function – it causes more grief than benefit

 Doc Express Tutorials, User’s Guide, and Naming Convention can be found on the Local 
Systems Bureau website: 
https://iowadot.gov/transportation-development/local-systems/resources-tools/doc-express-appia
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DOC EXPRESS – TIPS

Requesting Access
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DOC EXPRESS – WHAT’S NEXT? 
AI OF COURSE
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DOC EXPRESS – WHAT’S NEXT? 
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APPIA

Derek Peck
E-Construction Administrator

Local Systems Bureau

Iowa Department of Transportation
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PROJECT SETUP

 Project setup files placed in Contract Documentation drawer of Doc Express
 Files provided for all county projects let in April 2022 and after
 Files provided for all city projects let in April 2025 and after

 Must use provided import files
 Import instructions provided in “Project Creation & Account Management Instructions” – 

Please read and follow!
 Project setup when consultant used for construction engineering:
 Preferred method – Setup by LPA and consultant granted access
 Acceptable method – Setup by consultant
 Requires written correspondence between consultant and LPA stating consultant will turn over project 

documentation in the event of a dispute
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APPIA INSTRUCTIONS
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Appia Instructions on the 
Local Systems Doc Express & 

Appia webpage
https://iowadot.gov/transportatio

n-development/local-
systems/resources-tools/doc-

express-appia



PROJECT SETUP REVIEW & APPROVAL

 Send request to Derek Peck to review 
project setup BEFORE Advancing to 
Construction

 Things we will check:
 Material Forms Updated

 Change order custom fields

 Change order types

 Correct payment settings

 Read-only role for Administering Team staff

 Read-only role for CPS Contractor Pay 
Finance  (if applicable)

 Doc Express integration enabled

 Final Balancing Change Order Unchecked 23

STOP: Before 
Advancing to 

Construction -  
Setup review 

required

Payments/reimbursements will NOT be 
processed until project setup is approved



PROJECT 
ACCESS & 
ROLES IN APPIA

 Designate access level for LPA staff as desired

 Administering Team staff needs Read-only access

 Field Team Project: Field Eng, Field Tech, Derek Peck, Doug 
Heeren, Niki Stinn

 Grant Team Project: Grant Manager and as directed

 Competitive Grant/Earmark: Competitive Grant Eng. & Tech

 Counties Only:  
 Finance Bureau needs Read-only and API access for County 

projects paid through FM

 User name = CPS Contractor Pay Finance



ITEMS WITH CERTIFICATIONS NOT YET RECEIVED – 
USING CENTRALIZED REFERENCE DATA

 Utilize the Materials module 

 Actual Materials replaced by Bid Items, Payrolls, and Liquidated Damages

 To withhold payment, enter material quantity in “Review Materials” screen in the Daily 
Report (keep usage rate at 0.00)

 When certs and payrolls are cleared and a change order item has been created for LDs, 
enter approved materials quantity in Materials module

 Payments will exclude “Materials” that have a quantity entered but not approved

 Refer to Appia “Under Construction” Instructions for detailed guidance

 Payroll & LD materials apply to all bid items.  If shortages are present in multiple bid 
items, all shortages get combined.  Appia releases payment in a first-in, first out order.  
 Manually add a Payroll/LD item to avoid this issue when multiple bid items have shortages
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AUTOMATED PAYMENTS 
& CHANGE ORDERS

 Not applicable to cities

 All county projects residing on the Farm-to-Market (FM) system using funds 
administered by the Iowa DOT are paid through the FM account

 For county FM projects let prior to 2024:
 Contractor Pay System (CPS) is the financial program that makes payment to contractors

 These projects are referred to as CPS projects

 These projects are not auto-pay – Email payment report to DOT.LocalSystems@iowadot.us 

 For county FM projects let in 2024 or later:
 Workday is the financial program that makes payment to contractors

 These projects are referred to as auto-pay projects (except locally let rock resurfacing contracts)
26

NEW!!! – Payment terminology changed
• Progress payments > Estimate Payments
• Semi-final payments >                                

Pre-Audit Agreement/Estimate Payment
• Final payments > Final Vouchers

mailto:DOT.LocalSystems@iowadot.us


AUTOMATED PAYMENTS 
& CHANGE ORDERS

Auto-pay projects

 Payments and change orders are sent directly from Appia to Workday for processing

 Certain steps must be followed, including integration with Doc Express

 Detailed instructions for the automated process are found in the Appia “Under 
Construction” Instructions
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Make sure to send the 
Pre-Audit 

Agreement/Estimate 
Payment to the Project 

Closeout drawer!

Make sure to select the 
correct funding packages 

when posting item 
quantities and when adding 

items in change orders!

Do NOT approve the 
payment/change order 

in Appia until it is 
transitioned to Complete 

in Doc Express!!!!



CHANGE ORDER REMINDERS & 
NEW NUMBERING

 Make sure to add Custom Fields in Reference Data

 Make sure to revise Change Order Types in Reference Data

 If two sections in project, make sure to scroll through item list to correct section

 New items added by change order will remain numbered in 8000 series but will be 
8010, 8020, 8030, etc.

 Appia will auto-assign numbers

 Previous numbering (8001, 8002, 8003, etc.) – Requires manual overwriting

 Users may or may not need to enter first NEW item as 8000***

 Item number for liquidated damages remains 8998

28***”Dummy” item added starting with December 2024 letting



CHANGE 
ORDERS
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When there are multiple 
projects under one 

contract, be sure to add 
items to the correct 

project (section) AND 
designate the correct 

funding package on your 
change order!



PAYMENT REPORTS
 Enter 3% retainage on first payment

 Marking payment as “Paid” locks down all 
daily reports and change orders approved 
prior to payment (recommend against)

 See Appia “Under Construction” Instructions 
for detailed submittal guidance



FINAL PAYMENT PROCESS: 
APPIA’S FINAL PAYMENT

 Use only AFTER Admin Team has verified project is complete and necessary reviews/audits are finished

 Use the “Issue final payment” link in Payments

 Follow process requires

 Items marked complete

 Time limits marked complete

 Create signature line for Board or Council signatures, if necessary

 Detailed guidance in “Under Construction” Instructions

 Marking “Paid” after completing this voucher will complete the project

 There is no going back if marked “Paid”!!!
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Do not click on this until 
Admin Bureau has given the 
“ok” to make final payment!



REMINDERS

 Project setup review required BEFORE Advancing to Construction 
– Contact Derek Peck

 Please read Appia instructions for all aspects of the process

 NEVER use Adjustments for Iowa DOT administered projects

 Pay attention to selection of funding packages for item postings 
and change orders

 8000 Numbers for Change Orders
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TARGETED IMPROVEMENTS IN PROCESS

Additional documents for Doc Express integration

Time limit reporting within Daily Reports

GIS/GPS Integration

Custom forms and fields within item postings and contracts

Other 



TRAINING
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Upcoming trainings currently scheduled

Not available at time of presenting Registration instructions on Local 
Systems > Trainings & Videos webpage

Training required before use on Iowa DOT administered 
projects



QUESTIONS?

Niki Stinn, P.E.

Secondary Roads Engineer

Local Systems Bureau

niki.stinn@iowadot.us 

(515) 239-1064
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Derek Peck

E-Construction Administrator

Local Systems Bureau

derek.peck@iowadot.us

(515) 239-1391

mailto:niki.stinn@iowadot.us
mailto:Derek.peck@iowadot.us
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