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Process Description: Process Details:
The purpose of the Contractor Pay-App & Consultant Invoice process is to 1. After the submission of the invoice the process will route to a
track and manage Contractor or Consultant invoices. This process is conditional to determine the invoice type. (Pay App or Consultant
initiated by the Architect/Engineer (A/E), GC (Primary, Secondary, Invoice).
Tertlary),. Rlans .ReV|ew gr Plans Review Manager. The routing of the 2. The Architect / Engineer (AE) will review invoice submissions that are
process is identical for either Consultants or Contractors except . . .
Contractors invoices are reviewed additionally by the A/E pay apps. Upon completion of review will approve the process to the
y By ’ PM Review step to continue approval. The AE can also send the
process back to the initiator with a revise action leaving a comment to
indicate the corrections needed upon completing the action execution.
3. The Project Manager (PM) will review the process (Pay App and Non-
Pay Apps) and send to the initiator for review with comment or approve
the process for further review.
4. Accounting will review the process whether above or below 10k. If
Process Participants: above 10K upon review completion ten process will route to the
) ) Associate Director.
1. Architect / Engineer -AE
. 5. The Associate Director will review the process and either revise back
2. GC Primary . . . .
to the PM with comments if necessary or approve the information
3. GC Secondary provided.
4. GC Tertiary 6. The Director will review the process if the invoice were over 50K. After
5. Plans Review the review they can revise back to the Associate Director with
6. Plans Review Manager comment or send to Accounting for final approval.
7. Accounting will review the process for final review before the process
completes.
3
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Processes (LS00 Calendar Contacts Bidding Cost Schedule ==

Initiation of Process:

1. Select specific project to start the Contractor Pay App & Consultant 3. Select Start Process in the process Module.

PMT.

2. Select Processes from the Project Menu. Start Process

Project Menu

> [£] Details
E Planning
@ Forms

> % Issues

i% Processes

4. Click Contractor Pay App & Consultant Invoice PMT button.

> [ ] Documents

08 - Contractor Pay-App & Cansultant Invaice (PMT) Invoice Approval / Payment Application process for invaicing consultant contracts and construction pay apps.
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Documents

AE/GC/Plans Review Input:

1. Click process name to open Contractor pay App & Consultant Invoice.

Processes  Reports (1)

L] pMT -3 Payment Request for PS PO# | Commit # CA - 00001 - 2 | Inv# PP for §1

2. Scroll and complete the necessary details. Required fields will have a
red asterisk (*) and the process cannot be submitted until all required
fields have been completed.

Details = Attached Documents (0) | Attached Processes (0) | Attached Forms (0)

* Reimbursables: ! Drag and drop file here | or | Browse Comp e-Builder
* Subconsultant Billing: | Drag and drop file here Lo - =
* Cantractor - Is This a '\;" Yes

Final Completion?: Mo

O nya- might not be a GC starting this..consider changed field verbiage.

Commitment Invoice Details

Status: Draft
* Commitmant | Selectscommitment.. 7|
*lwoice Number: [ ] Company/Contact:
* Date Received: 02002018 [EF [02002018] Date Due: =
This is a retainage release: ]

Commitment Invoice Details

Status: Draft
* Commitment: | [CA-00001- 2 - 180120ex Ca |
* |nvoice Number: :| Company/Cantact: MAJ Centracting, Inc.
* Date Received: 02002018 | [FH [.0200.2018] Date Due: =2

This is a retsinage release: (=]
Commitment Invoice Custom Fields
There are no invaice custom fields.

Invoice Items @)

P E AJE Fees 01.01.03 56,001.00 50,002.00 0.00
4 LR »
Total 58,001.00 50,002.00 0.00

Cost Summary | Commitment Details | Invoices For This Company

Print Check Spelling Submit Save Draft Cancel

3. Select an action and click Submit button to move process along;
possible actions are:

a. Submit — Select this action if all information is entered and
process is ready to move forward.

Start Process

Print Check Spelling Save Draft Cancel
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Projects Forms

7

it Documents |  Calendar Contacts Bidding Cost Schedule Reports ==

AE Review:

1. Click process name to open Contractor Pay App.

Processes  Reports (1)

| |
L] [ pMT - 3

Payment Request for PS PO# | Commit # CA - 00001 - 2 | Inv# PP for §1

2. Scroll to review and complete the necessary details. Required fields
will have a red asterisk (*) and the process cannot be submitted until all
required fields have been completed.

08 - Contractor Pay-App & Consultant Inveice (PMT) Milickh Ve bwirtiom

L Whes el # P
& G ste snvctrian by s rameas ek 00
3 Cbue e wrcha.

Hacow” + For oarmple,

1. Cockcon e 07
2 Cicker e ooty e v e el e 9N
3

Hiw wah b ki ot sty P o i 3

* 1 o ik e e g vk g e ok 46
= o ith e th b ek e ok S2VE AT e the e et e i CE

3. Select an action and click Take Action button to move process along;
possible actions are:

a. Approve to PM — Select this action if all information is correct and
process is ready to move forward.

b. Reviseto Initiator — Select this action if after reviewing the
information entered, the process needs to get sent back to the

Initiator to make updates. Comments will be required upon taking
this action

08 - Contractor Pay-App & Consultant Invoice (PMT) - J

I Piease select an action -+ ¥ || Lake Action

I Check Speiling || Print | Copy || Delegate | Save | Cancel
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Projects Forms

it Documents |  Calendar Contacts Bidding Cost

Schedule

Initiator Revise:

1. Click process name to open Construction Pay App & Consultant
invoice.

Processes | Reports (1)

u
| PMT-3 Payment Request for PS PO# | Commit 2 CA - 00001 - 2 | Inv# PP for §1

2. Review comments by selecting the Comments tab.
Details Attached (0 Attached To (0}

Request Comment || Comment

Request Comment || Comment

08 - Contractor Pay-App & Consultant involce (PMT) - Dielute Limtain e
4

Aacept

3. Scroll and complete the necessary details. Required fields will have a
red asterisk (*) and the process cannot be submitted until all required
fields have been completed.

Entaring Commetment Ibem Irgtnucticos:

1. Sedect the Commitment Type
2 Select the Company
s a

4 warie K and Retarnags Fe hing ¢ percentage on ALL
4, Under “Add New Commiiment Rem.” dick Please Selecs 3 Ling ltem and select 01,0132 iDwision 13 - Specal Conatnuction)
4. Enter the Amount
& Click the Add button
7. Ry through & untl a8
L ick o mave
Retoinage Nofe: To set a retainag afl : items, enter the amount in the *Retainage Percent bax in the Commilrment Others section. Otherwise, individun! retainage

percent
iy be set on individual commitment itemys),

Commitment Details

Unit Cost Gipticns Lump Sum Amount

Controlled By Commitment [bem

- Company Numbes: -

Contact Seloct a contact T

Commitment Others

Commitment Date ] Matice b Procesd Dite: m

Scop of work

* Retainage Percent 00

4. Select an action and click Take Action button to move process along;
possible actions to take are:
a. Resubmit — Take this action once all comments have been
addressed and all information in the process has been updated
accordingly.

b. Void — Process is no longer needed and routes to finish in a Void
status.
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PM Review: 3. Select an action and click Take Action button to move process along;
i . possible actions are:
1. Click process name to open Construction Pay App & Consultant
invoice. a. Approve Invoice- Select this action if all information is entered
and process is ready to move forward.
Processes | Reports (1)

b. Reviseto Initiator - Select this action if after reviewing the
information entered, the process needs to get sent back to the

Initiator to make updates. Comments will be required upon taking
this action

u
[ [ pmT -3

Payment Request for PS PO2 | Commit 2 CA - 00001 - 2 | Inv# PP for §1

2. Review the following information:

Redine Instructians:
1 & I : . o 08 - Contractor Pay-App & Consultant Invoice (PMT) -
1 yvrry the
3 Oncethe ; i o 4 i the fle. 3
1w cickthe Anvanite dio 4 arect e
;&;’;:;::W'm*‘ﬂm I Please select an action - ¥ || lake Action I Check Speiling || Print | Copy || Delegate | save | Canced
Reviewing Redhi w i the word "Redine” - For eample, Badfing (1] to denobs ther i caly 1 fayer of madups.
‘L. Click cn “Recline ("
2 Clck ) angd selet OFEN
1Ok up e you with bo veew from the st
1F yew wish to mark up the sxisting file, you can do 50
» I yoi wish 1 save the madup onbo fhe snstng Ble, click SIVE
o Hyou wi e sk ayer, click SAVE &S e, thea clck OK.
Reimbursables:
Subcsnsuhtsnt Sling:
(Contracter - |z This a Firal Completionl:
® 41 - 13 This & Fimal Campletion; Yo
Commitment Inveice Details
Satus | Dt
¥ Commiment | Select a commitment -
* isice Number: CompenyContact
*hueReeed | | ppovzog [ [ 20820181 Date Dues m

Thit i & retainage releate:
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Projects Forms it Documents |  Calendar

Contacts Bidding Cost Schedule

Accounting Validation:

1. Click process name to open Construction Pay App & Consultant 3.

invoice.

Processes  Reports (1)

| |
| [ pMT -3 Payment Request for PS PO# | Commit # CA - 00001 - 2 | Inv# PP for §1

2. Review the information, Required fields will have a red asterisk (*) and
the process cannot be submitted until all required fields have been

completed.
fedling Fstructions:
1. if wwng the Redline tool on ciick the Redling file nama.
 Once & h the fike the screen, click the o start ing up the file.

apptar
3 Whan complete. chick the Annatate drop down meny and select Save
4. Give the anmataticn layer a rams and cick .

5 Chase the windom,

heariap with 3 numibes nast 1o the word "Redline” - For sxample. Begline 111 to denate there is only 1 layer of markups.
1. Chek on “Recling (3]

2. Chek on the Annatate drop down menu and select OPEN
3. Chek on the checkbon nest 1o the markup ble yesl wish 1o view lram the kst

1 you wish b mark up the existing Se. you can do 6.

® It you wish 1o 59w the markup créo the easting file, chck SAVE.
= 1F o with 16 sive the mikup eto ancther Liyer, chek SAVT AT, name the rew Ly, then clhek 0K

Cortractor - b Ths & Fir

P14+ ks This 4 Firal Completion®

‘Commitment Involce Detalls

Status: Deatt

* Commament: Select a commilment x
* irwoice Number: Company/Contact
* Diate Racaivad t200201e | BT 102082015 Dt Dt =

Thit is 3 retainags release:

Select an action and click Take Action button to move process along;
possible actions are:

a. Info Validated — Select this action if all information is entered and
process is ready to move forward.

08 - Contractor Pay-App & Consultant Invoice (PMT) - J
3

I Please select an action -+ ¥ || Take Action I Check Speiling || Print | Copy || Delegate | Save | Cancel
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Projects Forms it Documents |  Calendar

Contacts Bidding Cost Schedule

Accounting Final Review:

1. Click process name to open Construction Pay App & Consultant
invoice.

Processes  Reports (1)

u
L] [ pMT - 3

Payment Request for PS PO# | Commit # CA - 00001 - 2 | Inv# PP for §1

2. Review the information, Required fields will have a red asterisk (*) and
the process cannot be submitted until all required fields have been
completed.

Medline instructions:

1. 1t upng the Reciine chick the %
2 Once the rew windcw appears with the file conterd on the screen, click the Annctate buflon 1o start misking up the fle,
3. Whan complete, click the Annotate drop down meny and select Save

A Giva the snnotaticn tiyer & name ard click OK.

5. Cherse the window,
Mari b dencied with & rumber et to the word “Reding” - For ‘Bedline (1) to dencte ¥ layer of markups.
1. Chick o “Recline (X]°
2 Chck o the Annakate drop doven menu and selct QPEN
3. Clck o the chect 2 the e you mish o view b it

1 youi wish b mark up the existing e, you can do 3.

it the eutsting Sle. chick SAVE
= i he ¥ luyer, chck SAVT A Ly, than clck O

B4« 18 This 4 Fral Completion?

‘Commitment Involce Detalls

Status Deaft
* Commitment: Select a commitment
* irwoice Number: Company/Certact
* Diate Racsved: p20020te | [ 1020820181 Date Gue: o

This i 3 redEnags reiease:

Select an action and click Take Action button to move process along;
possible actions are:

a. Approved — Select this action if all information is entered and
process is ready to move forward.

08 - Contractor Pay-App & Consultant Invoice (PMT) - J
3

I Please select an action -+ ¥ || Take Action I Check Speiling || Print | Copy || Delegate | Save | Cancel
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Projects Forms

7

it Documents |  Calendar Contacts Bidding Cost Schedule Reports ==

Associate Director:

1. Click process name to open Construction Pay App & Consultant
invoice.

Processes  Reports (1)

u
L] [ pMT - 3

Payment Request for PS PO# | Commit # CA - 00001 - 2 | Inv# PP for §1

2. Required fields will have a red asterisk (*) and the process cannot be
submitted until all required fields have been completed.

Rading instructions

1. if uping the . click the Redling b
2 h i appears with the iick thy to staet markireg up the Se.

3 click the e and sefect Save
4. Give the anratation byer 2 name and dick QK.
§. Close the window.

Mearkups (marked up a rutmber

“Reediing” - for example. Seddling (1) 10 dencte there is anly 1 kiyer of markups.
1. Chck on “Redline (g

2, Chek on the Annclale drop down menu and select OPIN

3, Chck on the checkbox next to the markup file you wish to view from the list

11 you wish te i L th existing T you €an do &

* iFy the markup seting ik, ek SAVE.
= 1 you wish bo save the markup oo anather layes, click SAVE A5, rime the mew layer, then click O,

Subzeaultant Gilling
Rrimbursables

Comtractor = 14 This o Final Completian,

P - I3 This & Fanal CemphetsonT

Commitment invoice Details

Status: Draft
* Commitment Salact 3 commitment... -
* e Number. Cempany/Contazt
* Date Racervec 0200208 | [ [ 020820181 Diste D "

This it & retainage rehesse:

3. Select an action and click Take Action button to move process along;
possible actions are:

a. Approved — Select this action if all information is entered and
process is ready to move forward.

b. Reviseto PM - Select this action if after reviewing the information
entered, the process needs to get sent back to the Initiator to make
updates. Comments will be required upon taking this action.

08 - Contractor Pay-App & Consultant Invoice (PMT) - J
3

I Please select an action -+ ¥ || Take Action I Check Speiling || Print | Copy || Delegate | Save | Cancel

11
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it Documents |  Calendar Contacts Bidding Cost Schedule Reports ==

Projects Forms

Director:

1. Click process name to open Construction Pay App & Consultant
invoice.

Processes  Reports (1)

u
L] [ pMT - 3

Payment Request for PS PO# | Commit # CA - 00001 - 2 | Inv# PP for §1

2. Required fields will have a red asterisk (*) and the process cannot be
submitted until all required fields have been completed.

Rading instructions
1. if uping the Rediine 1oo] on the attachments, click the Redling link beneath 1he fis name.
3 h i T O hick th

1o stk markive up the Se.
me ind sefect Save

3 chick th
4. Give the annatation Eayer a name and dick Ok
5. Chate the window,

Ritiewing Redling harkups (marked up 3 b

1. Chick on “Redine (X7
2, Chek on the Annclale drop down menu and select OPIN
3, Chck on the checkbox nexdt to the markup file you wish to view from 1he list

“Reding” - for example. Sedfling (1) 10 dencte there is only 1 Eyer of markups.

11 yeu wish to mark up the existing file, you can do sa.

. ity the markug seting ik, chek SAVE.
- iy h 1 wave the markup oo e, click SAVE AS, name the new layer, then click 0K,
Subeemsultant Billing
Beimburables

Comtractor = 14 This o Final Completian,

P - I3 This & Fanal CemphetsonT

Commitment invoice Details

Status: Draft
Salact 3 commitmant... -
Company/Cantact
* Dite Recerves o2p02me B 19zmmans) Diate D

This it & retainage rehesse:

3. Select an action and click Take Action button to move process along;
possible actions are:

a. Approved — Select this action if all information is entered and
process is ready to move forward.

b. Reviseto AD - Select this action if after reviewing the information
entered, the process needs to get sent back to the Initiator to make
updates. Comments will be required upon taking this action.

08 - Contractor Pay-App & Consultant Invoice (PMT) - J
3

I Please select an action -+ ¥ || Take Action I Check Speiling || Print | Copy || Delegate | Save | Cancel

12
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roms — |JLRSRR Documents | Crendr | Contacts | g | Cost | Schedle | Repors |

Accept -- Please select an action -- ¥ Check Spelling Print Delegate Save Cancel
Project: ] ! Training Project = Project Number. 6 1111111111
Process Document: 2 CO-1 Overall Due Date: {

Show History | Current Actors
Current Workflow Step: 3 Procurement Review C Show Workflow Diagram Step Due Date: 8
Subject: 4 O Initiated on 9/22/2016 6:57:35 PM

Status: 5 Submitted

Process Description:
Each time you open a process to perform your function within a project, you will see the Process Header. The process header contains information
that can help you identify where you are within a process, within a project.
1. Project: Project Name
2. Process Document: The process instance
e Show History: Will display a historical list of actions taken within this process instance
e Current Actors: Will display a list of actors responsible for the process in its current step
3. Current Workflow Step: The name of the current step

» Show Workflow Diagram: Will display the workflow diagram, highlighting the current step where this instance is with a blue frame

Subject: Displays the specific process instance subject
Status: Displays the process’ current status
Project Number: Displays the project number

Overall Due Date: Date the process needs to be completed by (If applicable)

© N o g &

Step Due Date: Date this step in the process needs to be completed by (If applicable)

13



Builder & Support Information

ﬂ Dashboard Projects Forms Processes (LS00 Calendar

Contacts Bidding Cost

Support:

Notes and Comments:

Announcements -

To contact e-Builder Support
Please call (888) 288-5717 or email
support@e-builder.net. Thank you!

14



	Slide Number 1
	Slide Number 2
	Slide Number 3
	Slide Number 4
	Slide Number 5
	Slide Number 6
	Slide Number 7
	Slide Number 8
	Slide Number 9
	Slide Number 10
	Slide Number 11
	Slide Number 12
	Slide Number 13
	Slide Number 14

