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Overview 
Vendors for Caltech may be required to use our Capital Planning Project Management (CPPM) tool to: 

- Load Payment Applications (Pay Apps) 

- Change Order Proposals 

- Schedule of Values  

The procedures on how to carry out those tasks are explained in this Vendor Guide  

Confidentiality Statement 
Use of the CPPM module requires completion of a Confidentiality Statement. The Statement may be 

included in the Bid Package or provided separately by your assigned Project Manager. 

User Name and Password 
Upon receipt of the Confidentiality Statement, the Vendor will be provided a Username and Password 

for logging into AiM. 

Help 
Application help is available as follows: email: AiMHELP@caltech.edu 

- Access to CPPM  

- General Questions about how to do something in CPPM 

- Managing your specific Contracts and Invoices 
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Logging into AiM 
The Vendor should have been given a link to log onto the AiM server, if that can’t be found, then type 

this URL into an internet browser: 

https://caltechapp.assetworks.com/fmax 

You will be greeted with a log-in page 

Enter in the Username and Password for the Vendor Users 

 

Once logged into the AiM Work Desk, the Vendor will be able to see the few actions that they must 

need to know how to do in AiM, as well as the Personal Queries they will use to manage Projects in AiM 

CPPM 

 

 

On the left of the Work Desk screen, the Vendor will see the Menu. Under the Menu are the various 

tasks and actions that Vendor can do in CPPM 



4 
 
 

 

NOTE: Each of these three actions will be explained later in this document 

Here are standard Queries that each Vendor will have. They are saved searches in the system, with 

filters based on the Vendor credentials. 

 

Queries 
Queries allow users to view more in-depth details about their Project and Contracts. Start by clicking 

onto a Query line.  For additional help on queries contact AiMHELP@caltech.edu 

The Query line tells you how many records are underneath the search. Here is what the search could 

provide once clicked onto: 

You will see some basic information about Contract Administration in this case 

 

NOTE: If the Vendor’s company has several Contracts currently in Caltech’s system, they will see all of 

them.  

 

In this example, to see more details about any particular Proposal, the Vendor can click on the BLUE 

Proposal number 
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Note: All of the Queries work in this fashion.  

 

Active Contracts 
The Query for Active Contracts contains all the information for AWARDED Contracts in CPPM and the 

associated tasks required for Change Orders, Change Proposals, and Payment Applications. 

Construction Contracts 
To view all of the Contracts for the Vendor’s Company, click on the Vendor Channel  
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This page shows an overview of all the Contracts

 

 

Make sure to pay attention to the count of Contracts AWARDED (Records Found), and how many are 

displayed at a time, as you don’t want to miss records 

 

Contract Details 
Once the Contract to view has been identified, click into the Contract 
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The Construction Contract screen will display lot of very important data. Take note of the Action item 

called View Finder.  

 

 

Within these screens, there are several Blue highlighted options that the Vendor can click into and see 

that other information is below. For instance, a Vendor can click onto the Change Order dollar amount 

to see the History of Change Orders: 
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Clicking into another Blue highlighted option will provide more details 

 

As an example, when the Change Order is clicked on, the detail about that Construction Change Order 

will be displayed. (Next Page) 

Note: SOV change orders should all be zero dollar  

 

NOTE: Fields can’t be Edited on a Construction Change Order screen if the Status is already “Approved”. 
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Actions 
In a Construction Contract screen, the Vendor has an Action menu with several Action options. The 

main two options for Vendors to use are the ViewFinder and Insert Record. 

ViewFinder 
This tool allows an overview of all records created on a Construction Contract. Click on the Blue 

highlighted ViewFinder word: 

 

The ViewFinder can show you Transactions or Documents associated with that Construction Contract 

 

 

Schedule of Values Change Order 
The Vendor is responsible for entering the Schedule of Values (SOV) and it is done on the Construction 

Change Order screen. When a new contract is entered, the Vendor can locate that contract from their 

Work Desk Query and start entering the SOV. 
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Note: True Contact or PO Change Orders are initiated by the Vendor using the Change Proposal 

function in CPPM. There is a section for that in this Guide.  

 

 

The initial contract value will need to be spread across the SOV Line Items. The follow steps outline how 

to do that. 

Adjust Contract Line 

When a Construction Schedule of Values (SOV) Change Order needs to be submitted on a Construction 

Contract, clicking on Insert Record from the Contract is one way to display those options. 
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Click on the new Contract to Insert Record (shown above) to get to the Construction Change Order 

option 

 

 

 

 

 

 

 

 

You will be presented with the Change Order screen and a Change Order number (COxx). Please update 

the COxxx to SOV and the appropriate number (example SOV 002). In the description box below the 

number, enter the Contractor (GC) name followed by SOV and date submitted (GC SOV mm/dd/yy)  

 

The Change Order Status of SOV OPEN will be the initial status. While in SOV OPEN, the Vendor can Edit 

the fields until it is changed to the finalized Status of SOV SUBMITTED. A Change Order Date can be 

entered at this point if desired. 
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The next thing to do is Add a Line Item. Click Add to add a Line Item  

 

You will get the two options to Add or Adjust a Contract Line. 

 

On initial SOV insert, the Vendor should start with Adjust Contract Line. This allows the Vendor to make 

the initial Contract line a negative number, and then the subsequent Line Items of the SOV will add to 

equal first line. The total will need to equal zero. 

Click Done once Adjust Contract Line is selected. You will then get the chance to Adjust the initial line 
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Several Red boxes will need to be filled in, start with the Reason 

NOTE: In this case, the Reason will be GC SOV UPLOAD 

 

 

Next, the Vendor needs to pick the Line to adjust 

 

Pick the Line 

 

Clicking on the magnifying glass will bring up 

the Line Items to choose from. For Initial 

SOV Upload, pick Line Item 1. Then proceed 

to adjust the line value to it’s inverse value.  
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Now change the Line Item Total to the inverse value. Type in “-150,000” and then click Totals 

 

 

 

 

 

 

NOTE: At this point, the Vendor should click on the Blue Add button. It will make the SOV Upload move 

much faster 

 

 

Add New Contract Line 

After the first Contract Line Item has been adjusted to reflect it’s inverse value, the Vendor will click the 

Blue Add button noted in the previous section.  

The Vendor will be asked the following question again: 

After Totals is clicked, the 

bottom line will fill in 
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This time, select Add New Contract Line. The Vendor will need to fill in the needed data:  

 

- Reason 

- Component Group and Component 

- Change Amount 

- Description 

 

 

Start by inserting a description for the Change Order Line Item. In this case, it will need to reflect what 

the SOV is for. NOTE: Also provide Sub Contractor name or GC name for each 
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Next, select a Reason for the Change Order Line Item. On initial SOV set-up, they will need to be set to 

GC SOV UPLOAD 

 

Next, select the Component Group and Component: The Contracts are tied to CPPM components, 

which identify the type of work being performed 

 

 

 

 

 

 

 

The next step is to input the dollar amount for the Change Amount. 

 

At this point, the first SOV Line Item is ready. IF there are more SOV Line Items for this contract, the 

simply click the Blue Add button and repeat the Add New Line Item process. 

When the Vendor clicks on the magnifying 

glass, they will see the components available. 

If properly set up, then the Vendor will only 

have the correct components to choose from, 

and they should be aligned with the dollars 

being allocated to the contract  

Click Totals to attach the Line Total 
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Once all the Line Items are set up properly, click Done.  

 

This will bring the Vendor back to the main Construction Contract Change Order screen.  

Check to see that the Change Order total is $0. 

 

NOTE: Please attach a Related Document showing the changes proposed for the SOV with a document 

type of Schedule of Values.  (For more information about related documents and document types see 

section payapp related document.) 

The last step (must be in Edit mode) is to change the Status to SOV Submitted and click Save. 

Payment Applications 
When the Vendor needs to submit a Payment Application, they need to do it through AiM. 

Locate the Contract you would like to submit a Payment Application for from the AiM Work Desk Query 

and click it.  
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Now click on that Contract number 

  

Once on the Contract screen, click on the Insert Record link 

 

 

Next, start the Payment Application process 

 

Enter the Pay Application Number. This will be the Vendor’s internal Pay App number. The Pay App 

should start with “PA” and then next number in the Pay App sequence. For instance, if this is the third 

Pay App, then the number should start with “PA3”. This should be followed by the Vendors internal 

number. Example: PA3-4750328.  

All of the Red boxes will need to be filled. The Caltech Oracle number will be auto populated in the 

Reference Number field, so leave that alone.  
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Note: Pay application date should be the “Period To” date on the payment application. Submitted 

date should be date of entry.  

Lastly, fill in the Pay Application Description, which is Vendor (GC) name, PA#, Pay Application date.  

 

Now, Enter in a Line Item for the Pay App 

Pay App Line Item 

 

                           Click on the Load button 

The system will now display all the Contract Line Items that are available to submit a Payment 

Application against. 

 

Select the check box next to the Line the Vendor wants to submit the Payment Application for. They 

can select multiple at a time if they wish.  

By clicking Next, they can then enter in the dollar amount(s)  

Enter in PA# - Invoice # 



20 
 
 

 

When ready click Done. 

Retainage Invoice 
If this is a Retainage Invoice, then enter in the dollar amount for Retainage Balance to be paid.  

NOTE: Caltech policy - A Payment Application can invoice either Work Completed or Retainage, but 

not both. 

Example below: 

 

Once Done is clicked, the Payment Application screen will also display the Retainage amount to be paid 

 

 

Now that the Line Items are set up for Payment processing, change the Status to SUBMITTED. NOTE: 

Must be in Edit mode to change the status 

Pay App Related Document 
 The Vendor uploads documents to support the Payment Application, by using the Related Document 

feature in AiM.  
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After the Vendor is on the Related Document screen, they need to click Add  

 

 

Locate the Related Document 

 

After the document has been selected, click Next. Then the Vendor will need to give the document a 

Title, which should be the Vendor (GC) Name, PA#, pay application date, and choose Type. Click the 

magnifying glass to see the available document Types 

 

Pick the Type GC PAY APPS 
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The system might ask you to set a Permission on this Related Document, click Next to move past this 

unnecessary step 

 

Now the Related Document is ready to Save onto the Payment Application  

 

Pay App Status 
The last step is to change the Payment Application Status to SUBMITTED 

If not already in Edit mode, click into edit mode from the Payment Application screen  

 

Now change the Status from OPEN to SUBMITTED. Either type it into the field, or click the magnifying 

glass to see the options 
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Select SUBMITTED 

 

Now click the Green Save button to finalize the Payment Application 

Here is a filled in example: 
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Change Proposal 
When a dollar amount or date change is needed to be submitted on a Capital Project, the Vendor will 

need to do it through AiM 

Locate the Contract that needs the Change Proposal submitted against from the AiM Work Desk Query 

 

Click on the Contract number 

 

Now Insert a record 

 

Now select Construction Change Proposal  
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Now begin the Change Proposal process, enter in a Change Proposal Description  

 

Now, select a Type 

 

Select the one available 

 

Picking the Line Item 
The Vendor can select the Line Item associated with the Contract, which will then populate the 

Component Group and Component.  

 

The Component Group and Component should populate once the Line is picked 

Click the magnifying glass to see the Type 

available 
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Picking Components 
The Vendor can pick the Component Group and Component first, then the Line Item.  

Pick the Component Group that the Change Proposal is for.  

 

 

Use the search feature to select the 

appropriate Component 
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after the Component is selected, then pick a Reason 

 

Click the magnifying glass to see the pick list 

 

 

 

The Change Proposal can be for a Change to the End Date, or for a new Proposed Amount 
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Next, associate the Change Proposal to a Line Item on the Contract 

 

Specifications 
The Change Proposal section has an area to enter in a Specification reference number 

 

Related Document  
Supporting documents need to be attached in the Related Document section. Refer to the steps in 

Payment Application section. 

 

 

Change Proposal Status 
The last step is to change the Status of the Change Proposal and enter in the Proposal Date 

 

Use the date picker function for the Proposal Date 
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The Status needs to be changed to SUBMITTED if the Change Proposal is ready to enter. By clicking on 

the magnifying glass next to the Status field, the Vendor will see the Status options 

 

Select the Green Save button to submit the Change Proposal to the Project Manager 

Email Communication  
The Vendor needs to email directly out of CPPM when communication needs to occur. From most 

screens in CPPM, there will be an Email option. Here is an example from the Contract screen  

 

Now, enter email address of the Project Manager in the “To” field, enter in the Vendor email in the 

“From” field and then a Subject. Lastly, put in a Message (the body of the email). A document can also 

be attached on the email.  

 

 

 

 

 

 

When the Email is all written up, click Done to send the email. 

This link will be on the email, and bring the person 

directly into CPPM and onto the record in 

question. 
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Notes Log 
Throughout the CPPM module, there will be several opportunities to enter in comments, or Note on the 

record being worked on. Whenever a Notes Log is located on a screen, then a Note can be read or made 

by clicking into the Notes Log 

 

Start by picking the NOTE TYPE: VENDOR NOTES 
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Now click Add to enter a Note

 

Type in the Note in the big Red box and then click Save when done 

 

The Note will be displayed back in the Notes Log area now.  

 

Note: When other Project Team Members enter Notes, they will display on the screens they entered 

them onto. Therefore, if a Note was left on the Pay App screen, then that is the screen the Vendor needs 

to go to, same for a Change Proposal. 
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