
Interscope 
Requirements
Who does what and other questions.

2025 – Angela Dorman



Interscope Responsibilities

Colleges

• Enter or validate contracts, expenditures, amendments,
change orders

• Complete all closeout procedures and ensure all required
data has been uploaded

• Certify milestone data and close projects

System Office

• Create & modify Interscope projects that require 3-1
approval – add funding to projects

• Monitor Interscope data for accuracy

• Help colleges with Interscope problems, questions, and
training
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System Office Responsibilities



Enter Approved 3-1s in 
Interscope
• Once an NCCCS 3-1 is approved by the State Board

of Community Colleges, the System Office is
responsible for setting up the project in Interscope
for the college and assigning funds to the project.
This is for new projects or amended projects.

• A copy of each approved NCCCS 3-1 is uploaded into
Interscope under the Project – Detail tab.

• NOTE: Funding that is denoted as “unidentified” on
the 3-1 is not included in Interscope because it does
not exist in the project.
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System Office Project Setup – 
New Project
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System Office Setup – 
Funds Assigned
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Other System Office Interscope Responsibilities

Monitor Project Type to 
ensure correct type is 
assigned by Interscope (see 
next slide)

Monitor Interscope data to 
ensure data is up-to-date 
including:
Contracts (including signed 
contracts uploaded)

Expenditures (Financial Worksheet 
Tab)

Close-out procedures followed 
(including contracts closed, rating 
present, HUB data entered and 
finalized, closeout documents 
uploaded, and closeout approved)

Make sure projects are 
closed in Interscope once 
they are completed 
(Interscope Financial 
Closeout)

Help colleges with problems 
encountered in the use of 
Interscope, answer 
questions, relay requests 
for new features to SCO, 
and offer training when 
requested.
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Project Types
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College Responsibilities:
Projects Without SCO Oversight



Informal Projects & Projects without SCO Oversight

• Enter expenditures under appropriate tab on the Project –
Financial Worksheet tab.

• Close all contracts at end of project.

• Complete all ratings at end of project.

• Ensure designer performs construction closeout under Package
– Construction Closeout tab on formal contracts.

• Certify milestone data on Project – Closeout Project tab.

• Colleges should also submit final 2-16/2-17 (if required) and
final 3-1 to System Office.

• Enter Design Contracts and upload signed contract
under Design – Detail tab.

• Enter design amendments and submit under the
Design – Amendments tab.

• Enter construction contracts and upload the signed
contract under the Construction – Detail tab. (Note:
It is the designer’s responsibility to enter and submit
change orders of formal projects for approval
through Interscope.)
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College Responsibilities:
Projects With SCO Oversight



Projects with Full SCO Oversight

• Enter expenditures under appropriate tab on the Project –
Financial Worksheet tab.

• Have SCO close all contracts at end of project.

• Complete all ratings at end of project.

• Ensure designer performs construction closeout under
Package - Construction Closeout tab.

• Make sure milestone data certified on Project – Closeout
Project tab.

• Colleges should also submit final 2-16/2-17 (if required) and
final 3-1 to System Office.

SCO enters and uploads design contracts, construction 
contracts, and design amendments.

Note: It is the designer’s responsibility to enter and submit 
change orders for approval through Interscope on formal 
projects.

The college is responsible for the remainder of the entries 
in Interscope, and SCO approves the final construction 
closeout:
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Adding a Design Contract

From the Project > Contracts tab, choose Add Design Contract.
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If you do not have a designer for an 
informal contract, you can add a design 
contract by selecting “In-House 
Coordination” college name. But 
remember – you must comply with G.S. 
133-1.1 which states when you must have 
a designer for certain projects (i.e. 
structural changes, life safety, etc.).

https://www.ncleg.net/enactedlegislation/statutes/html/bysection/chapter_133/gs_133-1.1.html
https://www.ncleg.net/enactedlegislation/statutes/html/bysection/chapter_133/gs_133-1.1.html


From the Project > Contracts tab, choose Add Design Contract.
Search for the designer from the “Select Designer…” pop up box.



From the Project > Contracts tab, choose Add Design Contract.
Select the Contract Type and Contract Status, then Action > Save.



From the Project > Contracts tab, choose Add Design Contract.
Set the Contract Status to Creating and populate the “Dates” box, the Contract $, then

Action > Save. Change the Contract Status to Active > Save. Next, choose Upload Files.



Uploading the Design Contract

1. Browse to the file location and select the file to upload.
2. Click “Add File” to ready the file to add to Interscope.
3. Write a description of the file such as [Date] Design Agreement 

[Company].
4. Click “Upload File(s)” the file to Interscope. (See location in graphic 

below.)



When uploading files into Interscope, 
always provide a clear file description in 
the description field so that others can 
easily find the files with ease. This will 
prevent the System Office from reaching 
out to the college to request that a file be 
uploaded that is already in place. 



Adding a Design Amendment

From the Design > Amendments tab, click on the “Add 
Amendment” button.
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Fill In Dates, Description & Fees

Don’t forget Action > Save!
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Amendment Information

*Please note: If you check the design contract 
detail screen, it will now show the total design 
contract is now $37,500 (the original $22,500 + 
$15,000 amendment).

22



Adding a Construction Contract

From the Design > Packages tab, click on the SCO ID #
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From the Project > Contracts tab, choose Add Design Contract.
From the Package > Detail tab make choices for the highlighted dropdowns, then fill in the 

description, and click Action > Save. Then click on the Construction Contracts tab.



From the Project > Contracts tab, choose Add Design Contract.
Select “New Construction Contract” from the lower right.



From the Project > Contracts tab, choose Add Design Contract.
Fill in the highlighted areas. Upload the signed contract (just light the design contract). Make sure 

you click Action > Save!



From the Project > Contracts tab, choose Add Design Contract.
From the Project > Contracts tab, you can see that the two contracts (one design, one construction) 

have been added to the project.



From the Project > Contracts tab, choose Add Design Contract.
To add a change order to an informal project, go to the Construction Contract > Change Orders tab. (Note: 

Both the package and construction contract must be “under construction” to add a change order.)

REMINDER: Only designers can enter 
change order on formal projects.



From the Project > Contracts tab, choose Add Design Contract.
Type the description, number of days, and amount.



From the Project > Contracts tab, choose Add Design Contract.
Click Action > Save.



From the Project > Contracts tab, choose Add Design Contract.
You will note that the system added a number in the Change Order # column.



From the Project > Contracts tab, choose Add Design Contract.
Return to the Construction Contract Detail tab, and you will see the amount has been added to the 

construction contract in the bottom right of the screen.



• It is the designer’s responsibility to enter 
and submit change orders for approval 
through Interscope on formal contracts.

• However, on informal contracts, the 
colleges can perform this task.

• On formal contracts, ONLY designers can 
initiate change orders and submit them 
for approval through Interscope. Neither 
the college nor the system office can do 
this on formal contracts.



Beneficial 
Feature
Also, Most Overlooked



Adding Expenditures

From the Project > Financial Worksheets tab, you have 3 expenditures tabs to choose from – Design, Construction, and 
Other.
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From the Project > Contracts tab, choose Add Design Contract.
Expenditures for Design and Construction are entered the same way, so this will only show the 

Design example. On the Expenditures – Design tab, click “Add New Row”



From the Project > Contracts tab, choose Add Design Contract.
A row under the Design contract will appear (if you have more than one design contract you will need to 

choose the correct design contract). Fill in the Invoice number, date, and amount. Agency Funding Code is 
optional for use by your college if you so choose.



From the Project > Contracts tab, choose Add Design Contract.
Click the “Save” button. You will get a red message at the top of the screen that shows “Expenditures 

Saved Successfully”.



From the Project > Contracts tab, choose Add Design Contract.
Return to the Financial Worksheet tab, and you will see the expenditure entered appears in the 

expended column.



From the Project > Contracts tab, choose Add Design Contract.
Click on the “Expenditures – Other” tab. These are entered slightly differently – since these are for those 
other contracts and fees not covered by design or general contracts. Choose how many lines to enter and 

click the + sign.



From the Project > Contracts tab, choose Add Design Contract.
3 lines were added for 3 contracts, then saved. Notice you can now add invoices for each of these 

contracts – it could be one or multiple invoices for each.



Contracts to support “Expenditures – 
Other” should be uploaded here.



From the Project > Contracts tab, choose Add Design Contract.
One invoice was entered against each contract and saved.



From the Project > Contracts tab, choose Add Design Contract.
On the Financial Worksheet tab, you can easily see what has been expended against each contract 

amount. This is helpful to see if your project is staying on budget.



• Keeping the expenditures up-to-date in 
Interscope helps keep your project on 
budget.

• Additionally, if you need to add money 
to the budget, you will notice it sooner 
by looking at the Financial Worksheet 
tab.

• As a bonus, everything is in one place 
for the reimbursement process, and the 
only action you will need to perform to 
catch up the 2-16/2-17 is transfer totals 
from the Financial Worksheet 
Tab/Expenditures by adding each 
individual contract with total amount 
expended to date on the 2-17, which 
feeds into the 2-16.



Closing Contracts & Projects

Once a contract is complete, it is the college’s responsibility to close contracts, enter final HUB data, complete evaluations, 
and close out Design / Construction in Interscope.
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Final payment cannot be made on a 
project until all the closeout documents 
have been uploaded into Interscope and 
approved. This is per the State 
Construction Manual (Section 715).

Contractor Retainage: G.S. 143-134.1

Designer Retainage: SCO Standard form of 
agreement between owner and designer. 
Five percent (5%) of the total fee of the 
Designer shall be retained until approval of 
the record drawings and final report by 
the State Construction Office and the 
Owner. Final payment can be made after 
letter of approval is received by the Owner 
form the State Construction Office. (Final 
Report)



From the Project > Contracts tab, choose Add Design Contract.
When the project is complete, all the contracts are paid out (including retainage), and it is time to 

close the contracts in Interscope – there is a certain order things must be done in Interscope.



From the Project > Contracts tab, choose Add Design Contract.
First, go to the Package > Milestones tab.



From the Project > Contracts tab, choose Add Design Contract.
Scroll down to the Construction Phase and enter the Final Acceptance date in the right column.

(You cannot close a contract without this date present.)



From the Project > Contracts tab, choose Add Design Contract.
Go to the Construction Contract > HUB Participation tab. Add any subcontractors listed on the GCs 

final Pay App MBE form that are not already in Interscope enter the payments under the “Payments 
to Date” column (just click on the number).



From the Project > Contracts tab, choose Add Design Contract.
This will take you to the payments screen. You can fill this in just like it was an expenditure for a 

contract – add a line and fill in.



From the Project > Contracts tab, choose Add Design Contract.
Fill in the payment date, amount, and Pay App number. Then choose Action > Save. Then Close.



From the Project > Contracts tab, choose Add Design Contract.
Notice the payment information has been added to this screen. Check the HUB Data is FINAL box 

and fill in the date.



From the Project > Contracts tab, choose Add Design Contract.
You get a message at the top of the screen, “Use the Action menu to save your changes.” Choose 

Action > Save.



From the Project > Contracts tab, choose Add Design Contract.
You get a message at the top of the screen, “HUB Participation data saved.” Time to do the 

evaluations.



From the Project > Contracts tab, choose Add Design Contract.
From the Construction Contract tab, choose the Evaluations tab. Click on the number in the 

Evaluation # column.



From the Project > Contracts tab, choose Add Design Contract.
Click on the box next to #2 – Generate and Download the Evaluation Form (MS Excel) for this Project.



From the Project > Contracts tab, choose Add Design Contract.Open the Excel file that downloads and enter your ratings in the RATING column (yellow). Then save 
the file to be uploaded in the next step.



From the Project > Contracts tab, choose Add Design Contract.
Choose the box next to #4 that says, “Upload the Completed Evaluation Form (MS Excel).” Follow the 

on-screen instructions to upload the file.



From the Project > Contracts tab, choose Add Design Contract.
Once the file is uploaded, you will receive a “File uploaded successfully.” message at the top of the 

screen.



From the Project > Contracts tab, choose Add Design Contract.
Scroll down to the area with the “Report” heading (marked in red above).



From the Project > Contracts tab, choose Add Design Contract.
Change the Report Type to FINAL, and put a check in the Mark Report Complete? Box. Then click 

Action > Save.



From the Project > Contracts tab, choose Add Design Contract.
You will receive a message that alerts have been generated. Click Close.



From the Project > Contracts tab, choose Add Design Contract.
After the HUB data and evaluations are done, return to the Construction Contract Detail tab. Change 

the Contract Status to Complete. Select Action > Save.



From the Project > Contracts tab, choose Add Design Contract.
You can look at the Project > Closeout Project tab and see that the Construction Contract status is 

now marked complete, closed out, ratings present, HUB data present, and ready for project 
closeout.



From the Project > Contracts tab, choose Add Design Contract.
The next step is to update the package status. Go to the Design > Packages tab. Click on the SCO ID 

number for the package.



From the Project > Contracts tab, choose Add Design Contract.
On the Package > Detail tab, use the Status dropdown to change the status to Complete. Choose 

Action > Save.



From the Project > Contracts tab, choose Add Design Contract.
On the Design > Detail tab, use the Contract Status dropdown to change the status to Complete. 

Choose Action > Save.



From the Project > Contracts tab, choose Add Design Contract.
Again, you can see on the Project > Closeout Project tab that the Design contract is complete, closed 

out, and ready for project closeout. You can check the box to certify the milestones and click the 
“Close Out Design / Construction” button.



From the Project > Contracts tab, choose Add Design Contract.
You will get a message that says Design / Construction closeout successful.



Please DO NOT do anything on the project 
closeout tab under the section labeled 
“Financial Closeout”. This is a function of 
the System Office, and if you make a 
change in this area, we may not be able to 
fix it.



HUB Reporting
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HUB reporting is required by General Statute. If your college has nothing to report, you need to report that 
there is nothing to report. You can do this by choosing Reports > HUB Reports > Submissions from the menus 
ribbon. Community Colleges and your college should populate automatically. Choose the correct Fiscal Year. 
Then choose the quarterly data that you are wanting to report on. Click on the dropdown and choose 
“Nothing to Report”. Then click Action > Save. If there is data in the quarter already (such as Q3 above) that 
means you have closed a project with HUB participation during the quarter, and you do not need to do 
anything further for that quarter.



Capital Improvement Emails
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Requests for reimbursements, 
questions/correspondence regarding reimbursements:
cireimbursements@nccommunitycolleges.edu

Capital Improvements Projects, 3-1 forms, 3-1P forms, 
easements: 
ciprojects@nccommunitycolleges.edu

Final Project Closeouts:
close-outs@nccommunitycolleges.edu

Guidance questions, capital inquiries, hypothetical 
projects, training, emergencies, SCO, Interscope, 
legislative: 
cifinance@nccommunitycolleges.edu

Annual Reports – 3-5 form, bond certification: 
annualreports@nccommunitycolleges.edu

mailto:cireimbursements@nccommunitycolleges.edu
mailto:ciprojects@nccommunitycolleges.edu
mailto:close-outs@nccommunitycolleges.edu
mailto:cifinance@nccommunitycolleges.edu
mailto:annualreports@nccommunitycolleges.edu
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