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1. Click on FORMS from the buttons on the left. 

 
 

2. Under Forms on the top left navigation pane, select Contractor Schedule. 
 

 

 

3. Click New Record.  
4. Project field - Select the project from the Project drop down menu.  You can also start typing 

the name of your project in the field and it will come up. 
5. Description field - Enter a brief description of any schedule adjustments. 
6. Data Date field - Enter the schedule data date 

 

 

 

 



3 

   
 

 

 
7. Select the Attachments tab 
8. Drag and Drop the files into the rectangle 

 
9. On the top left bar, click on the Save and exit icon to save the record.  
10. Original bonds must still be mailed to the University of Houston System for record keeping. 
11. Select the ‘Workflow’ tab 

12. Click on the SUBMIT button in the ‘Actions’ box, then click on the button. 

 
 
 


