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Payment Applications 
 

Creating a New Payment Application 
 

1. Navigate to the Payment Application log within a project. 

 

2. Click the New button on top of the Payment Application log. 

 

 
 

3. Select the radio button next to the appropriate Contract and click the Chose Contract button.  
 

 
 

4. Fill in the fields as needed including required fields such as Subject and Cost Period. 
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5. Click on the Item Breakdown tab. 
 

 
 

6. If one or more approved change orders need added to the Item Breakdown click the Add 
Change Orders button, select the appropriate change order(s) and click Add. 
 

 
 

7. For each item in the breakdown that had work performed this period update the Total 
Completed Work Value or %. 
 

 



Payment Applications  Page 3 

 
ProjectTeam Quick Reference Guide  
Last updated 8 March 2021  

 

 
 

8. To apply retainage evenly across the payment application click (…), then Set Retainage For All 
Rows, populate the appropriate percent for work retainage and material retainage, and click 
Apply.  Alternately retainage can be applied to each item separately for both work and 
materials. 
 

 
 

9. Click the Save & Share button to save and select the “(WF) Project Manager” group to share 
with. 
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Creating Next in Sequence 

 
Once you have created your first Payment Application for a contract and are ready to create the 
next record, follow the instructions below. 
 

1. From the Payment Applications log, click on the Subject of the previously created 
record. 

 

 
 
 

2. The Payment Application form will open.  At the top of the form click the Create Next in 
Sequence button. 

 

 
 

3. Complete steps 4-9 above to complete the Payment Application.  
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Approving the Payment Application 

 
Now the Payment Application is created and saved it can now be approved to reflect those 
changes on the Contract amount.  
 
To Approve the Payment Application: 
 

1. Click the Approve Payment Application button at the top of the form. 

 
 

2. In the confirmation modal, you are required to add an Approved Date.  Choose the date that 
the Payment Application was approved from the calendar picker field.  Once complete, click the 
Yes button to approve and lock the Payment Application.  
 

 


