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AIM 

Before beginning a project with a customer, the company’s approach to the customer 

request is recorded in the system. The system document describes the agreed-upon Scope 

of Work (SOW), addressing each item within it.  

This procedure reviews how to record SOW documents. 

WORKING ASSUMPTION 

 
The customer has already been defined in the system.  

SETUPS 

 
 Create document types in the SOW Document Types form.  

 Create additional classifications for your projects in the Additional SOW Classifications 

form.  

PROCEDURE 

STAGE ONE: MANUALLY OPENING SOW DOCUMENTS 

 

Aim: To open SOW documents, recording their items and the responses to each.  

1. Enter the Scope of Work (SOW) form.  

2. In the Customer Number column, select the customer for which the document is 

being opened. The document number and document date are filled in 

automatically.  

3. If the document is being recorded for an existing project, move to the Project 

Number column and select the project from the list of the customer's projects.  

4. Click the Details tab and indicate the classifications of the SOW in the Document 

Type and Add'l Classification columns.  

5. Indicate the customer Contact for this SOW document.  
6. Enter the SOW Items sub-level form.  

7. For each item, record the SOW Item, SOW Description, Response and Planned Hours.  

8. For each item, describe in more detail the procedure and the response to be given in 

the Item Remarks sub-level form.  

 

Note: Select Download SOW Document from the list of Direct Activations in the 

upper-level form to import SOW items into the current SOW document from an 

external data file. The imported items will be added to any existing items recorded in 

the SOW Items sub-level form.  
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STAGE TWO: COPYING SOW DOCUMENTS 

 

Aim: To copy an existing SOW document.  

1. Enter the Scope of Work (SOW) form.  

2. Retrieve the document to be copied.  

3. Select Copy SOW Document from the list of Direct Activations.  

4. In the dialogue box, specify the Customer Number and Document Description. As a 

result, a new SOW document will be opened for the designated customer with the 

specified description.  

5. Remaining in the Scope of Work (SOW) form, retrieve the new document that was 

created. Revise data appearing in the form as needed.  

6. Enter the SOW Items sub-level form and update or delete SOW items as needed.  

STAGE THREE: MAINTAINING SOW VERSIONS 

 

Aim: To create versions of SOW documents. By doing so, you can compare responses in 

different versions.  

1. Enter the Scope of Work (SOW) form.  

2. Retrieve the document for which you wish to save a version.  

3. Select Save Version from the list of Direct Activations.  

RESULT 

 
The version is saved in the Previous Versions sub-level form and you can continue updating 

the current one in the SOW Items sub-level form.  

PROCEDURE SUMMARY 

Once the SOW is completed, you can print a document that delineates the company’s 

response to the processes which are to be executed in the project. 

 

 


