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Submitting a Modification Request 

Field Modifications are to be submitted through the QA Toolkit for review by the appropriate Office/Agencies. This system 

is not to be utilized for Red-Line revisions or Design Submittals on Design Build Projects. The following is a step by step 

description of the process in the Toolkit.  

Select the “Projects” Tab at the top of the page to see a list of your assigned projects. 

 

Select the edit icon to enter or update the project record as allowed by your user role. 

 

The user will see the project information. Data fields that are shaded may not be edited although some of the information 

under the available sub-tabs may.  

 

 



Quality Assurance Toolkit 

18 

 

Mods Sub-Tab 

 

The Mods sub-tab shows details about existing modification request and status. There are several buttons to select from 

depending on the desired action. 

The Respond button is utilized to post new comments, questions or responses to a request. 

The PDF button will generate a printable QA-3 form in its most recent version including all related responses and 

attachments.  This will be a complete modification record in PDF format. 

The QA-3 button will open the QA-3 input form that can be edited by contractor representatives or the Construction 

PE. This form remains editable until the request is submitted for review. 

The New Request button is utilized to create a new modification request. This button should not be used to 

respond to an existing request. 

 

Clicking on # Responses will expand the information to include all the comments and responses related to the specific 

modification request. 

Select the magnifying glass to view the details of the comment. 

Select the download icon to download a PDF of the response and associated attachments. 

In the Existing Modification Requests section, the top line of information shows the Package Status and the Final Mod 

Status. This is important in keeping track of where the request currently is in the process. The possible status’s and their 

definitions are listed below. 

Package Status: Pre-Submittal  The Modification Request has been entered into the system and is in a 

cursory review awaiting submittal 

 Package Submitted  The Package has been submitted for a formal review 

 Package Withdrawn  The Request has been withdrawn for reasons listed 

   

Final Mod Request Status: Pending  The Modification Request has been entered into the system and is in a 

cursory review awaiting submittal 

 Submitted for Review  The Request has been submitted for a formal review 

 Approved  The Request has been approved and is complete 

 Denied  The Request has been denied for the reason listed 

 Request Withdrawn  The Request has been withdrawn for reasons listed 
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A New Modification Request 

When starting a new request, the user will see the modification request form. This form should be competed entirely to 

provide as much information to the reviewers as possible. This information is no different than if the user were completing 

a paper version of the QA-3 except the system already has many of the project details so the user does not have to enter that 

basic information. 

The Activity location is very important as it will help to determine who must review the request. 

Attachments should be added to help the reviewers understand the changes being requested. 

 

Clicking on Upload Request Document will provide a menu for uploading files to the QA-3 form. 

Click the Save & Submit button to ensure entered information is saved by the system. 

Even though you have clicked the save and submit button, the form can still be edited and attachments can still be 

added up until the package is sent to reviewers. This occurs when the QA Program is satisfied the package is complete 

and in a state ready for formal review. 
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The Contractor must sign the request and the Construction PE must concur with a signature before the request can be sent 

for review. Click on the appropriate button to electronically sign the request. 

 

A window will appear to enter your login information. The system will compare this information with the users’ role to 

ensure they are authorized to sign the request. 

 

The users name will then appear on the modification request form. 

Click the Save & Submit button to ensure entered information is saved by the system. 

It is only necessary to click the Save and Submit button one time.  Clicking buttons in the system multiple time in 

rapid succession may introduce duplicate or erroneous information. 

Even though you have clicked the save and submit button the form can still be edited and attachments can still be 

added up until the package is sent to reviewers. This occurs when the QA program is satisfied the package is complete 

and in a state ready for formal review. 

When the package is complete and ready for review the QA program package reviewer will sign the request and send it to 

the appropriate reviewers. 

 

When a request has been sent to review the QA-3 form can no longer be edited by any user, Comments, Question or 

additional attachment can be added through the response system. 
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Repond and Comment 

A response or comment can be added in the Mods subtab 

Click the Respond button to post new comments, questions or responses to a request. 

 

The response page has multiple fields in a single view. The different fields may be edited depending on the users account 

settings.  Any project stakeholder may post a response or comment at any time up until the request is approved or denied. 

The upper right section shows the current package status and who is currently reviewing the information. This area also 

shows the Final Modification Request Status, when multiple groups or agencies must approve a request the Final Status 

will not show Approved or Denied until all the groups or agencies have competed review. The information in this area may 

only be changed by a package reviewer or a request reviewer. 

The left side of the screen is very similar to an email system. The stakeholders who are receiving emails in this response 

chain are listed near the top. Comments may be added in the Modification Request Text field. Attachments may be added 

to the response in the lower section as in other parts of the Toolkit. 

When all the information has been added into the response click the Save and Submit button to ensure the information is 

added to the project record. Notifications of a new response comment will be sent to those listed in the stakeholder field. 
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If you wish to include additional stakeholders in the response chain select their name in the lower right section of the page. 

When a stakeholder has been added to the response chain they will receive email notification until the modification is 

completed 

When the response has been saved by the user it can no longer be edited or deleted. It is a permanent 

part of the modification record. 

 

Always refer to the “Final Mod Request Status” to know if the request has been approved or not, never proceed with work 

based on a single comment as multiple parties may need to approve a modification request. When a modification request is 

complete and has been approved or denied then responses may no longer be entered in to the system and the modification 

may no longer be edited by any stakeholder. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 


