
Adding a Payment Request
Administration

Progress Payments

Prepare Pay Request

Activity Earning Tab

Enter Amount Requested or % for
Activity with current earnings

Enter Thru Date and Invoice Date

Enter Subcontractor Payments
and Deductions (if needed)

Subcontractor Earnings Tab

Prior to submitting any progress 
payment, verify that all finances 
are balanced.  This includes 
CLIN’s and Payment Activities
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Adding a Payment Request

Enter Name and Title of
person certifying payment

Check Earnings Completed Box

Finances

Contractor’s Pay Request Worksheet
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Additional Earnings Tab

Enter Stored Materials Amount

Payment POC Tab

Close

Reports



Adding a Payment Request

Once you have agreed on activity 
%’s, go back to pay request and 

make changes (if any)
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Print Worksheet

QAR must agree and enter % for each 
activity, sign the report and it should be 
sent in along with Pay Request

Request

Print Request

Sign Certification
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