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How to Enter Payments to Subcontractors into AWP

Step 1: In the External Contractor Payment role, on the Home Screen type the needed Contract
ID in the Search Bar.

PROJECT Oklahoma Contractor Subcontract Payments User

v Contract Overview

Q 160189 & | Advanced  Showing 1of 1
Contract Fed/State/OTA Project Number Dis/Res
160189 @ ACNHPPI-2350-(004)(005)SS 04400 Edmond Residency

Step 2: On the needed Contract, click the Row Actions Menu arrow.

Q Type search criteria o press Enter 4 Advanced  Showing 10 0f749

0 changed

Contract Federal / State / OTA Project Number Dis/Res Prime Name
160189 @ ACNHPPI-2350-(004)(005)SS 04400 EDMOND Allen Contracting, Inc.

Step 3: From the Row Actions Menu drop-down, under the Tasks header select Open Contract
Payments.

Actions b4

Exclude from Search Results

Tasks

Open Contract Payments

Views
Attachments (0)
Links
Subconiracts
Tracked Issues
Reports

Contract Payment
Subconiract Listing



Step 4: Now on the Contract Payment Overview screen, use the Search Box to find the needed
Estimate Number.

Contract Payment Overview

v Contract: 160189 - GRADE, DRAIN, SURFACE AND BRIDGE

Q 054 < |Advanced Showing 1of 1
Estimate Num Type
0054 Progress Estimate

Step 5: On the needed Estimate, click the Estimate Number.

Contract Payment Overview

v Contract: 160189 - GRADE, DRAIN, SURFACE AND BRIDGE

Q: 054 |#  Advanced Showing 1of 1

Estimate Num Type

0054 Progress Estimate




Step 6: On the Contract Payment Summary screen, click the Subcontract Payments tab on the
left side panel.

Contract Payment Overview

Contract Payment Summary

v Contract 160189 - GRADE, DRAIN, SURFACE AND BRIDGE

Estimate Num: 0024 - Payment End Dt 09/30/2021

General Estimate Number

ltems 0054

Subcontract Payments Estimate Type

Progress Estimate

Paid Amount

71,627.27

Previous Total Paid Amount

89,326,911.89

Total Paid to Date Amount
89,398,539.16

Step 7: On the Subcontract Payments tab, click the Add Subcontract Payment From Prime
hyper link.

Contract Payment Overview

Contract Payment Summary

w Contract 180270 - BRIDGE AND APPROACHES

Estimate Num: 0028 - Payment End Dt 10/31/2024

General Add Subcontract Payment From Prime

Items
Subcontract Payments

No rows found matching criteria.



Step 8: On the Add Subcontractor Payment screen, click the Payee Field and enter the name of
the company that needs paid.

Add Subcontractor Payment T

v Contract: 180270 - BRIDGE AND APPROACHES

Number: 0028 Period: 09/16/2024 - 10/31/2024

Payer

Frontier Bridge, Inc.

Payee ¥

Q HILL COUNTRY FENCING

Step 9: In the Payee Payment Number field enter a unique number based on how your

company wants to document each payment on the contracts. Each payment on the contract
must have a different Payee Payment Number.

Add Subcontractor Payment T

v Contract: 180270 - BRIDGE AND APPROACHES

Number: 0028 Period: 09/16/2024 - 10/31/2024
Payer
Frontier Bridge, Inc.
Payee*

Q, HILL COUNTRY FENCING

Payee Payment Number#

3526




Step 10: In the Date Paid field, enter the date in which you either Electronically Paid or
Dropped the Check into the mailbox.

Add Subcontractor Payment

v Contract: 180270 - BRIDGE AND APPROAC

Number: 0023 Period: 09/16/2024 - 10/31/2024

Payer

Frontier Bridge, Inc.

Payee*

Q, HILL COUNTRY FENCING

Payee Payment Number *

3526

Date Paid *

04/01/2026 O

NOTE: The Date Paid field will be within 15 days of the warrant date of the payment your
ompany was sent. This is how Contract Compliance confirms you are compliant with the
federal prompt payment requirements

Step 11: In the Payment Type field, always select Progress unless it is the final payment to the Sub then
you must select Final.

Add Subcontractor Payment

v Contract: 180270 - BRIDGE AND APPROACHES

Number: 0028 Period: 09/16/2024 - 10/31/2024

Payer

Frontier Bridge, Inc.

Payee*

Q HILL COUNTRY FENCING

Payee Payment Number*

3526

Date Paid *
04/01/2026 [m]

Payment Type ¥

Progress -




Step 12: In the Paid Amount field, enter the amount that you paid to the Sub.

Add Subcontractor Payment

v Contract: 180270 - BRIDGE AND APPROACHES

Number: 0028 Period: 09/16/2024 - 10/31/2024

Payer

Frontier Bridge, Inc.

Payee*

Q, HILL COUNTRY FENCING

Payee Payment Number *

3526

Date Paid*

04/01/2026 [m]

Payment Type *

Progress -

Paid Amount

15,000.00

Step 13: Payee Work Complete Indicator field checkbox, click the checkbox if the if the payee has
completed their work on the project.

DBE Firm Indicator
No

DBE Commitment Indicator

No

Payee Work Complete Indicator

O

Step 14: Click the Save button on the top right corner of the screen.

3 - ©



NOTE: After you save, you can click the Withholding Tab and enter any retainage or monies withheld.

Step 15: Click the Component Action Menu by the save button.

b

mi

DBE Firm Indicator

No

DBE Commitment Indicator

MNo

Payee Work Complete Indicator

O

Current Phase

Pending

Step 16: From the Component Action Menu drop-down, under the Tasks header, click Sign Subcontract
Payment.

Actions b 4
There are no actions available.

Tasks

Add New Payment Same Payer
Review Endorsement...

Sign Subcontract Payment

Views

Attachments (0)

Issues

Links

Reports

Payment Verfication Text
Subcontract Payment



Step 17: On the Sign Subcontract Payment screen, Review the Subcontract Payment Report and then
scroll to the bottom of the page and click the right next arrow at the bottom right corner of the screen.

- 4

Step 18: Next you must Verify the estimation, by clicking the right next arrow at the bottom right
corner of the screen.

€ 3

Step 19: Next you may enter any additional comments in the comment box if needed. Click the Sign
Payment button on the bottom right corner of the screen next to the next and previous arrows.

Sign Payment

&





