
ADJUSTMENTS (ECMS) 
 
1. Adjustments need to be created before the Estimate is edited and submitted. 
2. Log into ECMS. 
3. Go to my projects and select project number. 
4. Scroll to bottom of screen, Select Adjustment in the drop down menu by the Add button. 
5. Click the Add button. 
6. Click on the drop down arrow by the Type: and choose an appropriate type. 

Types are Adjustment for Deficiency, Asphalt Price Adjustment, CE Liquidated Damages, 
Diesel Price Adjustment, Disincentive, Incentive Payment, Other (Comment), Overweight 
Truck Assessment, Partnering Seminar and Rebate. 

7. Click on the drop down arrow by the Fund: and choose the appropriate fund. 
8. Click on the drop down arrow by the Cost Function: and choose appropriate cost function. 
9. Type in the amount.  The amount should be negative for deductions and positive for 

additions. 
10. Type in the comment box and appropriate reasoning for the adjustment. 
11. Click the Save and Exit Box. 
12. You may want to print the adjustment and place it in the file with the estimate that it will be 

attached to. 
13. Click OK. 
 
 *Note:  If you would need to reverse an adjustment, go to that adjustment and click the 

reverse button. 
 
** Note: If you would need to unattach an adjustment while viewing the estimate, click on the 

adjustment dollar value hyperlink.  Choose the adjustment that should not be attached 
and click in the box with the checkmark to uncheck it. 

--------------------------------------------------------------------------------------------------------------------- 
 
 All spec. related adjustments attached to an estimate will require that estimate to be 
routed through the Work Order Specialist for review of supporting data justifying the amount, 
prior to routing to the A.C.E. for approval. Spec related adjustments are as follows: 
 

Adjustments for Deficiency 
Asphalt Price Adjustment 
Diesel Price Adjustment 
Disincentive 
Overweight Truck Assessment 

Partnering Seminar 
Value Engineering – Initial and Final 
Payment 
Incentive Payment 

 
Adjustments for temporary withholding of funds due to problems such as missing 

required documents are to be withheld as an “Other(comment)” adjustment. 
 

An “Adjustment for Deficiency” is to be used for a reduced or adjusted price due to a 
measured deficiency in the quality of work performed by the contractor, typically related to a 
material failure. 93
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