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You can view your change orders in an easy-to-read list view. The list is sorted by  
number by default, and can be sorted by any other value by clicking in a column 
header. Right-click column headers to choose which ones to show and in which order.

Change Orders List View

Toggle between List, Group-by, 
Board, and Card Views

Right-click on column headers
to view more options



The powerful Group-by view allows you to group change orders by any column 
value. Simply click and drag a column header into the grouping zone to do so. 
Multiple values can be added to the grouping to create sub-groups as well.

Change Orders ‘Group-by’ View

Click and drag column headers 
here to group change orders

Easily reference total values 
for each group



The board view shows your change orders in columns, organized by a value you 
choose. You can choose what info is included in each card in the settings menu. 
Change orders can also be dragged from one column to another to update their values.

Change Orders Board View

Choose which value to organize  
the board view by here 

Quickly see the values
for each column here 

See client prices,  
assigned resources,  
line items and more 



View your change orders in easy-to-scan cards. See approval statuses,
assigned resources, due dates, client prices and much more.

Change Orders Card View

See which change orders have been 
signed, invoiced, paid and more

Easily approve or reject change 
orders on behalf of clients



Clients can view and approve change orders in the ClientLink portal, reducing delays 
and ensuring your projects proceed smoothly. Details for each change order are visible, 
along with a high-level summary showing added costs and workdays.

ClientLink Portals

Clients can easily see which change orders 
are pending, overdue & approved 

The change order summary provides an  
easy reference of additional costs & time



Ensure clients are aware of any additional costs and delays by creating professional 
proposals and contracts directly from you change orders.

Change Order Proposals & Contracts



Get maximum control and documentation for your change orders by defining default 
markup values, setting up automated reminders, and recording when materials were 
ordered and delivered.

Additional Change Order Settings

Create and manage automated
email reminders

Record if and when change order  
materials were ordered and delivered

Set default markup values and
change order processing fees



We help more than 950,000 pros worldwide
build better, faster and smarter everyday.

Try ConstructionOnline for yourself with a 
10-day free trial, featuring full access to our 
award-winning suite of management tools.

Try it for yourself, risk-free
Let one of our product experts show you  

how ConstructionOnline can help you increase  
efficiency, reduce errors, and build smarter. 

Get a personalized demo 
Just like you, we love to build. We’re constantly 

innovating to meet and exceed our clients’ 
needs - click below to see what’s new

See the latest & greatest 
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