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INTRODUCTION

A progress billing is an invoice that is intended to obtain payment from a customer for that portion of a project that
has been completed to date. These billings are commonly issued when a project has a long duration, so that the
contractor can obtain sufficient funding to support its operations. Before starting a progress billing, user must check
that the Job has been set up with the appropriate Planning Lines.

PROGRESS BILLING

To create a progress billing, you must have a job with “Billable” or “Both Budget and Billable” planning lines. You
must also indicate the Progress Billing Method as Unit Billing, Percentage Billing, and Lump Sum Billing (Unit, %,
and L/S).

Note: If you are using either Percentage or Lump Sum Billing methods the quantity is always “1”. Variable
guantities can only be used when you are using Unit Billing Methods.

TN
Job Card [\f/] =3 . Tl  Saved [

PR2024 - State University - Science Building

Home Prices & Discounts WIP Job Navigate Report Analytics Actions Related ~ Fewer options ®
|Z| Job Task Lines @ Progress Billings T Create Warehouse Pick "35 Crews o Links Jo
W Next E“;an Material Planning @ Custom Reports Draws Job Task Line Worksheet E‘, APO Links Fepoy =
4l Previous (f Subcontracts {‘?- Create Inventory Pick Job Forecast Worksheet 2 Job Task Totals "a.‘ Job Contacts ['.g. Po

You can also define the Revenue Category for the planning lines, if required.

PR2024 State University - Science Building 01-45 Quality Control " Saved ToA

Job Planning Lines = ' Search -+ New ¥ Editlist [i Delete Home Report Actions Related ~+  Reports ~  Fewer options 2 Y =

~ 01.45 i Budget Rescurce  L-SUPER Supenvisor 000 EA LA 0
03-01 Budget Resource  L-PM Project Management 000 HR LAB 185
03-01 Budget tem CTO04004 20 Ib. Vinyl Concrete Patcher EQP 700
03-03 Budget Resouree  SUB Sub Conerete Cons suB 1
03-10 Budget Resource  SUB sus 1
03-10 Budget Item CT003003 . BHP Concrete Mixer EQP 0
03-10 Budget Item CTO0B205 4000 PSI Concrete AT 700
03-10 Budget Resource -OPERATOR  Operator AB 300
‘CONTRACTS Billable G/L Account Concrete Subcontract Work % 1
CONTRACTS Billable G/L Account Concrete Work 0.00 % 1

If retention is applicable to your Job, enter it on the job card in the “Default Job Retention” field. Make sure you
have entered the “Contract Date” for this job as well, see below screenshot.

Note: The Contract Date is mandatory and used to indicate whether this Job card and billing items represent a
current month change order or a previous month’s billing item on the AIA G702. The Contract Date should always
be prior to your first Progress Billings Requisition Date.
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PR2024 - State University - Science Building
Process Report Prices  WIP Navigate Job Actions Relatea
ot Ne Resp. Name Bill Avery
t Date 6/1/2021 ;|
State University - Science Building 9/29/2021
Contract Fized -
400,000.00
—
) State University - Science Building
]
ob Class Master Job w
v Job Sta
]
L-1009 v
John Roberts Job Type coMm
L-1001 BILLINGS
Estimn David Gordon PROJ
Create a progress billing by clicking on Process - Progress Billings.
N
Job Card [\f‘/} & - T " Saved - A
PR2024 - State University - Science Building
Home Prices & Discounts WIP  Job Navigate Report Analytics Actions ~ Related - Fewer options @
WE Job Planning Lines [#] Job Task Lines %, Create Warehouse Pick &% Crews [ Links
W Next [E‘Z'. Job Material Planning ﬁl Custom Reports Draws A Job Task Line Worksheet E'_;‘, APO Links
4l Previous .i Subcontracts {‘?- Create Inventory Pick 4 Job Forecast Worksheet > Job Task Totals ':1.= Job Contacts [‘.g. Po
For first requisition, click on “New” from the Job Progress Billing List page.
Job Progress Billing List -
L0 Search | + New | Manage Maore options [T—
Sales
Requisition Versicn No Requisition Document Person
Mo, T w No. T t  Date Period To Status No. Manager Responsible
(There is nothing to show in this view)

Depending on your Jobs Setup, you may find that once created, ProjectPro will automatically assign a No. to your
Progress Bill. In most cases this No. will match your Job No. However, depending on your setup, you may be
required to enter a No. in this field.
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In this example, the No. has been filled in to match the Job No. You will also see that Requisition No. has
automatically been filled in as “1” since this is first billing.

Progress Billing (;:I + [ Saved 0 c
PR2024 -1-0
Home Reporis
General
PR2024 )
Requisition Mo. 1 ple Reter on Line: -Z:.:_:w
Mo, o Owner Contact Own:
b Mo, PR2024 o Contact Code
b Name State University - Science Building Arch/En Architect/Eng
Draw No Arch Eng Contact Code
Custom 10003 S Open
Custome m Nesbitts Construction
-1009 Past & MNa
John Roberts Requisition Date 6/30/2021 il
Period To 6/30/2021 =)
e Bill Avery Retention Reduction & (]
-.: nvoiced Currenc; d

General Fast Tab

To complete the General tab of the Progress Billings you will need to fill in each of the fields detailed below.

FIELDS DESCRIPTION
Enter a progress billing number or enter the Job humber as a reference.
No. To auto-populate the Progress Billing no. as the Job No., turn ON the option

“First No. for job to default as Job No.” on the Progress Billing fast tab of the
Jobs Setup.

Requisition No.

The requisition number automatically becomes ‘1’ for the first requisition billing
and will increase by one with each new requisition.

The version number starts as ‘0’ for the first version. The purpose of the version

Version No. number is to track changes that have been made because of the job owner,
architect, or engineers’ requirements prior to acceptance.
Job No. The Job No. will automatically fill in from the Job Card.
The Job Name will automatically fill in from the Job Card from the “Description”
Job Name field
The “Pay when Paid” number that gets assigned to the Customer Sales Invoice
Draw No. and Vendor Purchase Invoice. If you are not using Draw No., you can leave this

field blank.
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Customer No.

The Customer No. will automatically fill in from the Job Card.

Customer Name

The Customer Name. will automatically fill in from the Job Card.

Manager

The Manager ID No. will automatically fill in from the Job Card.

Manager Name

The Manager Name will automatically fill in from the Job Card.

Person Responsible

The Person Responsible ID No. will automatically fill in from the Job Card.

Person Responsible Name

The Person Responsible Name will automatically fill in from the Job Card.

Round Amounts

Toggling this ON will result in billing values being rounded to the neared whole
dollar.

Final

This can be used to indicate that the requisition has been accepted by the Job
owner or representative. Once a progress billing is set as Final, you cannot
create anymore Revisions of that requisition.

Multiple Retention % on Lines

If this is True then, it will allow you to put in different Retention % or values at the
Progress Billing Line level.

Owner Contact

If you have indicated an Owner Contact for Billings, their name will appear here.

Owner Contact Code

Owner Contact ID will automatically fill in.

Arch/Eng. Contact

If you have indicated an Architect or Engineering Contact, their name will appear
here.

Arch/Eng. Contact Code

Architect or Engineer Contact ID will automatically fill in.

Status

Each requisition has a status which indicates whether the billing is ‘Open,
Invoiced, Accepted, Paid, or Void.’

Status is automatically updated to invoiced when sales invoice is created or if a
new version is created it automatically voids.

Document No.

Once the progress billing is invoiced through a Sales invoice, the document
number will indicate the Sales Invoice or Sales Order No. created.

Posted Sales Invoice No.

Specifies the posted document no. of the invoice posted against the requisition.

Requisition Date

This field is for the date this requisition is being prepared.

Period To

This field is for the date in which is to indicate the work through period. Such as,
work performed through the period ending 6/30/21.
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Retention Reduction and Enable this Boolean if the Retention% is reduced and further billing is to be done
Invoicing on same requisition.

This field presents the FCY Currency Code from the Job card’s “Invoiced

Invoiced Currency Code Currency Code”. This will create your sales invoice in FCY.

Get Billings Function

Once you have filled in the necessary fields above, the next step is to pull in your billing lines from the Job Planning
Lines via “Get Billings” function.

Proaress Billing
) Mew Requesition "-". Miew Viersson 3 Mlake Sales Document d Wiew Sales Doourment | Price Budget ~"' Get Billings... :':‘! Copy Comments }} Statestics

The “Get Contract for Progress Bill” window will pop up, as below where the job no. gets pre-populated, and you
just need to click on OK to bring in the billing lines.

Get Contract for Progress Bill 7 X
Filter: Job
= XNe PR2024 v

% Progress Billing No.
| ~+ Filter...

Filter totals by:

~+ Filter...

Advanced >

This will update the progress billing sub form with the billable (including Both Budget and Billable) planning lines
available for a job.
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PR2024 -1-0
General
PR2024 P 1 Responsible Name Bill Avery
1 .
0 .
PR20Z4 ; Owner Contact Owner v
State University - Science Building
v Arch/Eng Contact Architect/Engineer v
10003
Nesbitts Construction Stat Open w
L-1009
, John Roberts ]
, L-1005 B
Progress Billing Subform Manage
31 1 PR2024 o CC‘)I;HA;’_TS J C.:u-.c'e“e Subcontract Work % 300. 0.00 0.00 J.CC 0.
2 PR2024 CONTRACTS Concrete Work % 100.000.00 0.00 0.00 0.00 .00 0.

Here, you can enter the percentage of each line you would like to bill for this requisition under “Quantity” column
which will auto calculate billable amount under “Work amount” column.

Since this is the first requisition, there will be no value in “Work Previous Billing” column.

Progress Billing Subform Manage
Job Mo Description Job Task Ne Descriptio antit) t

1 i PpR2024 CONTRACTS  Concrete Subcontract Work 10.00 0.00 0.00
PR2024 CONTRACTS Concrete Work 25.00 0.00 0.00

Note: If you are billing in units, you will enter the number of units to be billed in the Quantity column.

If you have identified a retention percentage for your job on the Job card, you will see that each line automatically
reflects the percentage that has been entered and the appropriate retention has been calculated.

Progress Billing Subform Manage
ot ng o
Job No Description Job Task Mo escription hod ’ ”
=1 i PR2024 CONTRACTS  Concrete Subcantract Wark 10.00 0.00 0.00 0.00 10.00
PR2024 CONTRALCTS Concrete Work 2500 00 25.0 0.00 0.00 10,00

Alternatively, if you did not enter retention on the Job Card, you can enter the percentage in the “Retention” fast tab
located below the Progress Billing Sub form, or you can enter the percentage for each line individually, if it varies.
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Retention Fast Tab

The fields under this fast tab are used for entering the percentage of retention for both “Work Retention” and
“Stored Materials Retention”. If the Default Retention % is defined on the Job card, then these fields will get
updated automatically.

If you wish to apply retention percentages for each line item individually, then leave the Retention Fast Tab fields
blank and apply percentages on each billing line item.

Note: The individual retention percentage does not apply if you are using “Taxable” progress billings. In that case,
only one retention percentage can be applied.

PR2024-1-0
Home Reports hiore options

General >

Progress Billing Subform >

Retention

Wierk Retention Percent

0.00

0.00

0.00

If you are satisfied with your progress billing at this point, you can create your Sales Invoice (We will explain this
process below).

New Version Function

Many a time, companies create their progress billings and submit them to the owner or general contractor for
review before invoicing. This is commonly known as “pencil copies”. If your company is also following this method
and you receive requests for changes before you can submit your final invoice, then you perform this in progress
billings via “New Version” function for that requisition.

From the Progress Billing Ribbon, click on Process - New Version.

Home  Reports More options
11 New Requisition &) Make Sales Document & Price Budget  E& Copy Comments ¢ Get Job Planning Lines
& New Version " View Sales Document [P\ statistics

The purpose of creating a new version is to maintain an audit trail of the changes you have made to progress
billing.

Once you select “New Version” you will receive a message stating “a new version has been created. The status of
your original version has also been marked Void”.
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PR2024 -1-0
General

PR2024

PR2024

State University - Science Building

Bill Avery

Owner

Architect/Engineer

Custo 10003 rch ode
Nesbitts Construction Void I
L-1009 men
John Roberts €/30/2021
L-1005 6/30/2021
Now you will see you are working on Requisition 1, Version 1.
PR2024 - 1-1
Process Reports
General
PR2024 Bill Avery
o NG 1 .
1 @
PR2024 er Conv Owner

Progress Billing Subform

1 I PR2024

2 PR2024

b tsdenc Pab g

10003
Nesbitts Construction
L-1009

Jehn Roberts

CONTRACTS  Con
CONTRACTS  Concrete Work

te Subcontract Work

10,00

25.00

Architect/Engineer

Open

&/30/2021

6/30/2021

evious Wos Work Retentics
Percent

0.0 10.00

0.00 10.00

Initially the Progress Billing Subform remains unchanged. The billing percentages entered on Version O get carried
over where you can make any necessary adjustments that are required. As an example, Line 1 billing has been

reduced from 10% to 5% and Line 2 remains unchanged.

Progress Biling Saved
Process  Reports More opticns
Progress Billing Subform Manage
Revenue
tored re
e Jab b P Jaob Tazk Mo, Description Cuantit tal
> PR2024 CONTRACTS  Concrete Subcontract Work 300,000.00 5.00 15,000.00 0 1,500.00
2 PR2024 CONTRACTS  Concrete Work 100.000.00 25.00 25.000.00 25.000.00 0.00 10.00 2.500.00

Once the required fields on Progress Billing have been entered, you can proceed to create a sales document.

10



aa
> “

N 'Project Pro
VN

=y

JXinetsmartz

Progress Billings — Progress Billing Process

Make Sales Document Function

For creating Sales Invoice, Click on Process - “Make Sales Document”.

PR2024 - 1-1

) Mew Reguisition

Reports

an c
s Mew Version

#4 Make Sales Document

I8 view Sales Document =] Price Budget o Get Billings

PR2024

B Copy Comments

r", Statistics

Select “Yes” when prompted for confirmation of document creation.

for this requisition?

Are you certain you want to make a Sales Receivables Document

Owner Contact

LUGUETTTE I TV

You will receive confirmation of the Sales documentation being created, and the assigned sales invoice number.

@ "Sales Invoice "51-10051" created from requisition.”

OUwner Contact

LA IS T

The Status of this progress billing will now get changed to “Invoiced” and you will notice the Sales Invoice number
that was assigned above has now been filled in as Document No.

11
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PR2024 - 1-1

Process  Reports

General

PR2024

PR2024

State University - Seience Building

10003

Nesbitts Construction
1009

John Roberts

-1005

Bill Avery

Owner

Architect/Engineer

Invoiced

§1-10051

6/30/2021

6/30/2021

Depending upon your internal process, you can continue to post your Sales Invoice from the progress bill, or you
can visit the Sales Invoice page and post from there.

To post from the Progress Billings page, click on Process - “View Sales Document”.

Re:‘c': :

- 8
L) New Requisition

PR2024 - 1-1

& New Version

£ Make Sales Document

PR2024

c\\ View Sales Document

=] Price Budget

1 Get Billings

B Copy Comments

r"". Statistics

You will be taken to the Sales Invoice.

Note: Before posting the sales invoice, verify if the correct information has been updated from the requisition.

On the General fast tab, you will see Posting Date has automatically been marked with the “Requisition Date”. This
can be modified if you do not want to keep the posting date same as requisition date.

On the Lines fast tab, you will see each of your billable lines from the Progress Billing Subform and the
corresponding total for each.

Edit - Sales Invoice - 51-10051 - Nesbitts Construction <
Manage  Posting  Prepare  Invoice  Release  Request Approval  Mavigate  Page Actions  Related
General
Mest PR2024
ont. Tom Nesbitt . (]
I sin ®m I Open
e [2::] (]
Lines Manage  Line
n Tox Grau
: . g Gro o
G/L Account PR2024 CONTRACTS PROJ BILLINGS NT 15/]
» GfLAccount : PR2024 CONTRACTS PROJ BILLINGS. NT 25
< »
40.000.00 0.00
0.00 40,000.00

12
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On the Retention fast tab, you will see 10% has been calculated and the retention due date is automatically filled in
according to Jobs Setup for retention.

Edit - Sales Invoice - 51-10051 - Nesbitts Construction “ X
Manage  Posting  Prepare  Invoice  Release  RequestApproval  Mavigate  Page Actions  Related
Retention
..... ntion Base Amoun 40.000.00 Retention Arr t 4,000.00
10.00 Retention Dat 6/30/2022 i
4,000.00
Post the invoice using the appropriate option under the Posting section of the ribbon.
Edit - Sales Invoice - SI-10051 - Nesbitts Construction
0fPost  [f Postand New.. O Postand Send.. [ Preview Posting
Nesbitts Construction PR2024 o
Torn Nesbitt (@
6/30/2021 ® 5 Open
7302021 ] C]
Lines Manage  Line s
ot Mo b Task No cqmentCode  Pagting Group  Posting Group  Descrption oy Area Code
G/L Account PR2024 CONTRACTS PROJ BILLINGS 1 - Concrete Subcontract Work 1 15,000.00 BUFFALO, NY  NT 15,
G/L Account PR2024 CONTRACTS PROJ BILLINGS 2 = Concrete Work 1 2500000 BUFFALO. NY  NT 25,

Once the sales invoice is posted, you can go back to the progress billing requisition and run different reports and
AIA documents.

PR2024-1-1

i

[l Combined AlA GT02 and AlA G703

B Progress Invoice [ Progress Invoice with Units [ Progress Invoi..ev. Cat. Summ 5] ALA G702 5] ALA G703 5] G703-Rev. Cat. Summ
PR2024 Bill Avery
1
1 C]
PR2024 Cwner

e e ooy

Note: To use AIA documents, you need to fill in your AIA Form Code and Expiration date on the Jobs Setup page.

Two of the sample reports are shown as below:

13
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1. Progress Invoice Report

INVOICE
FropeciPro Config. Co.
IOiOE N PR2024-1
Imvoice Date S
-2 lom
Tor  Mesbitts Construction Addr
Tiors Blegint
3844 Coleman Cres Rid.
Brticprt
AE
Agdrn
Dafcriphipn:  Stabe Universty - Soencl Building Cugomer IOk 10003
Period Tee a2 Clatomen Job Koo
Corfract Dabe: DETY
1 Crigingl oorirsdt sum 40000000
FA et changes g
L Contract sem ba date &00,000.00
4, Totsl completed & shored to date £0,000.00
£ Fefention
1QL00% of cormpietend work 400000
TOLDO% OF stored maneny
Total Retention 400007
-3 Total gdred ks retention 35,00000
7 LEss previcus irvoines L
& Current payment dus 36,000.00
2 Bainnee 10 Firigh, incuding retention 64 00000
Crange onter summary ADDITIONS CEDUCTIONS
Tl chacosd Aapndsd if phbvicud marths
Total Changas ADRICWR] this month
Totals
Mt Cranges
Invaice Numben:  PR2024-1 Page
Irvoice Date: 6/30/2021 Period To: 0630721
Materiads Tosad
Schaduled Previous Presently  Completed Balance To
em  Description Valoe Period  This Pericd Stoced  and Stored % finish  Reteotica
J Concrens Scbcomtract Work 30000000 00 1500000 om 1500000 300 28500020 150000
< Concrese Work 000 00 0N 50000 l) B0 om 500000 250000
2200000 Ll 2300000 e 2000 0000 400000
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2. AIA G702 Report

CONTRACT FOR:  Stale University - Science Bulldiog

APPLICATION AND CERTIFICATE FOR PAYMENT AIA DOCUMENT G702 S5 St
‘Y)(')mm: PROJECT: State University - Science Buliding APPLICATION NO:  PR20241 Dastribubon to
o Do
[] ARCHITECT
FROM CONTRACTOR: Projectro Config Co VIA ARCHITECT: CONTRACT DATE: /172021 g CONTRACTO
0

CONTRACTOR'S APPLICATION FOR

ApoéaYhmMqutTuwml 23 $Bown below, in connecson with the Contract
Contnuation Sheet, AA D G703, s
1. ORIGINAL CONTRACT SUM 400,000 00
2. Net change by Change Orders (1]
3. CONTRACT SUM TO DATE 400,000.00
4. TOTAL COMPLETED & STORED TO DATE 40,000 00
5. RETAINAGE:

2 10M of Completed Work 4,000.00

B 105 of Sved Materiasd

Totsl Retarage 400000
6. TOTAL EARNED LESS RETAINAGE 36,000 00
7.LESS PREVIOUS CERTIFICATES FOR PAYMENT 000
8. CURRENT PAYMENT DUE I 35.000.00 l
9. BALANCE TO FINISH, INCLUDING RETAINAGE 364,000 00

ADDITIONS [ DEDUCTIONS |

[ CHANGE ORDER SUMMERY |
YOlal charges Spproved I praviows monihs
by owner

Total approved this month

TOTALS
[NET CHANGES by Change Order

The undersigned Contractor certies that 1o the best of e Contractors knowledge, infor-
mation and belef the Work covered by this Appication for Payment has been completed

n accordance with the Contract Documents, that all amounts have been paid by e
Contractor for Werk for which previous Certificales for Payment were issued and pay-
ments received from the Owner, and that current payment shown heren is now due

CONTRACTOR ProjectPro Config. Co
By Date

State of.
County of
Sabscnbed and swoen 10 befoes

me this day of

Notary Public
My Commission expires

ARCHITECT'S CERTIFICATE FOR PAYMENT

In accoedance with the Contract Documents, based on on-se observations and the data
this the Aschitect certifies 1o the Owner that 10 the best of the

A ! and bedef the Work has progressed as indicaled, the

qQuality of the Work is in accordance with the Contract Documents, and the Conlractor

s entiied 10 payment of the AMOUNT CERTIFIED.

AMOUNT CERTIFIED 35.000.00
(Anach explanation if amourt certfied differs from the amount agplied for. intiel

ol figures on thvs and on the C Sheet that ave chanped fo

conform 10 the amount cemlied )

ARCHITECT

By Date

This Certficate is nol negotiable  The AMOUNT CERTIFIED = payable only 10 the Con.
tracior named herein and of pay t are without

prejudice %o any rights of the Owner of Contracior under this Conlract

3. AIA G703 Report

CONTINUATION SHEET AlA DOCUMENT G703 pace :
AlA Dooamenl GTO3, APPLICATION AND CERTIFICATE FOR PAYMENT APPLICATION MO, PR2024.1
containing Confractors signed Certfication is atlached APPLICATION DATE: &302021
I inbulatiorns below, amounts sre ialed 1o the nearest dolar PERIOD TO: &002021
Use Column | on Condacts where vasiable relainage for ine flems may apply. ARCHITECT' S PROJECT MO
A 8 c o E F G H 1
WIORK COMPLETED TOTAL
mes DESCRIPTION OF WORK FCHEOULED FROM PRESENTLy COMPLETED BALAMCETO  gpemamnasce
HO WALUE PREVIOUS THIS FERIQD STORED AND STORED FirasH
APPLICATION TO DATE
1 Corcrety Suboonirect Work 30000000 ] 1400000 .00 1400000 ] 208.000,00 1500 50
2 Cordrein Pk 01,200 00 LT 22,000.00 000 FL LT ] TE.DOG0 250000
#00,000.00 il ] #0,000.00 (i 1=.1] Llile ki) 350, 000000 Elhieilii]
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New Requisition Function— Creating A Subsequent Requisition

The next requisition can be created from the last requisition that you have created. The Progress Billings List page
shows all the prior requisitions, including any voided versions.

Open your last invoiced requisition from the list. Here, the last requisition is Requisition 1, Version 1.

«
‘ O Search <= New Manage [ Show Requisiion [ Open in Excel fore opt
i:-. 4 1 0 63072021 6/30/2021 Vioid 51-10046
PR2024 : 1 1 630/2021 6/30/2021 Invoiced 51-10051 L-1009 L-1005

From the Progress Billing ribbon click on Process - New Requisition.

=

PR2024-1-1

£ Make Sales Document  [G View Sales Document @ Price Budget 4 Get Bilings.. U Copy Comments [} Statistics

The “Requisition No.” will get increased to 2 where Version No. is 0. You are now working on Requisition 2.0

PR2024-2-0

Process  Reporis

General
PR2024 Person Responsible Name Bill Avery
(]
0 Final L ]
PR2024 - Owner Contact Owner w

State University - Science Building

v Architect/Engineer ~
10003
Nesbitts Construction Cper w
1009
John Roberts. 9/29/2021 B
L1005 ]

Enter the new Requisition and Period to Dates. Notice your Progress Billing Subform reflects your invoiced
amounts from Requisition 1 in the “Work Previous Billings” column.

PR2024 -2 -0
Process  Renorts

Progress Billing Subform

: PR2024 CONTRACTS  Concrete Subcontract Work 1.500.00

0.00 0.00 25.00 10.00 2.500.00

2 PR2024 CONTRACTS  Concrete Work

Enter the percentages that you would like to bill for this Requisition in the Quantity column. The “Total” column will

16
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now reflect the total amount to be billed to date on this job (Work Previous Billings + Work Amount = Total).

From here you will follow the same process as above to create and post your Sales Invoice.
100% Billing

On completion of the contract including utilization of Store Materials (if any, the complete concept explained in next
chapter), you need to bill 100% on all the lines.

On the last requisition, enter 100 in the Quantity column to bill the full value excluding the retention. Also, if stored
materials are included then you need to change the “Stored Materials Amount” to 0 since the complete utilization
has been done, see example below.

J04630 - 4 - 0

Process Reports Actions Related Fewer options

Progress Billing Subform Manage  More options &

SroTed

Item k Sto 5 Previous Work
No Job Mo Total Work Amount ings Unit

=1 + J04630 100.00 90,000.00 45,000.00 45,000.00 0.00 0.00 50.00
1 J04630.001 100.00 60,000.00 30,000.00 30,000.00 0.00 0.00 50.00
1 J04630.001.001 100.00 =5,000.00 -2,500.00 -2,500.00 0.00 0.00 50.00
1 J04630.001.002 100.00 30,000.00 15,000.00 15,000.00 0.00 1,000.00 50.00
1 J04630.001.002.001 100.00 -10,000.00 -5,000.00 -5,000.00 0.00 0.00 50.00
1 J04630.001.003 100.00 4,000.00 2,000.00 2,000.00 0.00 0.00 50.00

Once the details are entered, the sales invoice can be generated and posted.
Final Retention Billing

Once the whole project is approved the remaining Retention% on all the lines can be billed to the customer.

From the last requisition where everything is billed to complete 100%, create a New Requisition. Remove the value
from “Work Retention Percent” field on the Retention fast tab or if multiple retention is used then remove the same
from for all the lines and then create a sales invoice.

The system creates a sales invoice marked as “Retention Document”.
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Progress Billings — Progress Billing Process

Posted Sales Invoice 'f & = - T " Saved

PSI-20330 - Palmer & Sons

Process  Report  Invoice  Correct  Print/Send  Navigate  Electronic Document Actions  Related  Fewer options
Country/Region Corrective No
Contact No. C10561 Closed

Phone No. 914-998-7732 Work Description

Mobile Phone No.

Email

Contact Jonathan Palmer Use % Billing Format

Your Reference Draw No.

Document Date 5/31/2022 Job No. J04630
Posting Date 5/31/2022 Retention Document I
Due Date 5/31/2022 Multiple Retention on Lines

f
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