SSR ~ ProjectTeam

MINING Quick Reference Guide
CREATING A PAYMENT APPLICATION

ProjectTeam allows you to easily create and manage your Payment Applications. The first step in creating a

new Pay App is to choose an existing Contract, and therefore, can only be created after a contract has
been established. Payment applications allow you to bill against Schedule of Value items in your Contract
and Change Orders associated with that contract.

Start the workflow to submit the Payment Application.
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Approval Entry AP Submitted

STEP 1 STEP 2 STEP 3

To navigate this Quick Reference Guide, simply scroll down, or use the following hyperlinks to jump to a
specific section.

Log In and Navigate to Payment Applications
Create a Payment Application

Add Change Orders

Start Workflow

Create the Next Payment Application

Link to Resources

LOG IN AND NAVIAGATE TO PAYMENT APPLICATIONS

1) Access https://app.projectteam.com from your browser.
2) Login with your User Name and Password.
3) Selectthe Project for which you are creating the Pay App.
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4) Ifyou have Edited your Favorite Form Types to include Payment applications, select it from the top
panel of the project’s Home Page. See Configure Favorite Form Types.
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CREATE A PAYMENT APPLICATION

1) Clickthe New button to create a new Payment Application.

Payment Applications shared with me Mﬁ‘ ‘il

Subject T] Contract Reference T Application # 1] Total Completed Work T/ Current Payment Due 1] Created On |7 Related Shared
GEOLOGICAL INVESTIGATION Pay  HMC-0062 - Geological Investigation 0001 $667,500.00 $667,500.00 9/25/25 8:16 AM @oxo A1 ‘ Edit ‘
App 001 Drilling Works —

2) From the Choose Contract modal, select the radio button next to the Contract from which you would
like to create your Payment Application for. Click the Choose Contract button.

Choose Contract X

Unit Price

Contract# T1 Subject Tl Vendor (Recommended/Awarded) T1 Type Tl Contract T/

HMC-451 Training Center Rental and Fitout Works Doga Denetim Is Sag. Giiv. Egit. Ve Danis. Hiz. A.S.  Subcontract
Agreement/ HMC-0450 V2 (Doga HSE)
48573 Steel Erection Subcontract
HMC-0422 Ausenco Engineering Ausenco Contract
HMC-0062 Gé]EogicaI Investigation Drilling Works Ausenco Contract

Choose Contract

3) Inthe Generaltab, fillin the required fields: Subject, Application Date, and any other applicable
field.
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Expansion Project - All = &=~ X~ ProjectTeam Admin -

New Payment Application Cancel
DETAILS

General Financial Summary Item Breakdown

@
SSR

Subject *

HMC-0062.109.25

Contract Reference
HMC-0062 - Geological Investigation Drilling Works

Contract Date
9125

Application # *
0001

Sequence #

Application Date *

1016/2025

Pay Period Start Date

09/01/2025

Pay Period End Date
09/30/2025

Coniract Manager
Byron Alexander

Vendor

Ausenco

Vendor Contact

Brian Rothery

5) Financial Summary: All fields on the Financial Summary tab are read-only and are populated from
other areas of the system. Most of the information comes from the Item Breakdown tab, but you will
also find information from the related Contract and Change Orders.

Expansion Project - -
SSR

New Payment Application

DETAILS

General al Summary Item Breakdown

Original Contract Value ®
$110,000.00

Approved Change Orders {Value) @

Revised Contract Value &

$110,000.00

Total Completed Work ®
$0.00
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**Hover over the blue question mark to learn more information about that field.

6) Item Breakdown: By default, the Iltem Breakdown will automatically populate from the Schedule of
Values contained in the Contracts form. If needed, you can further break down the cost contained in

the initial upload.
7) Set Retainage by clicking the 3-dot ellipsis at the top of the collection and selecting Set Retainage for

All Rows.

9 copansion Project - @- - ProjectTeam Admin~
New Payment Application

DETAILS
General  Financial Summary | item Breakdown

Item Breakdown

Row# Account Cade Description
1 75,00000
E] 5220-AK - Borefield Raw Water Supply (Permanet) (Drilling and Groundwater/ Bores) X Driling Ea s $5,000.00 o
4
2 : $35,000.00
E] 7120-WY - On-Site Management , Supervision and Site Engineering (Project Sunk Cos... X. Project Hr 200 $175.00 0
Manageme
nt
2
Tosat ot
$110,000.00 $000 |

a. Enterthe Work and Material Retainage Percents.
b. Apply.

Set Retainage For All Rows

Work Retainage Percent

Materials Retainage Percent

Cancel m

8) Foreachrow fillin Work Completed this Period and Materials Presently Stored.
a. Work Completed this Period: You can enter either a Quantity or a Value.
b. Materials Presently Stored Value: enter the Value.

9) The other columns will calculate as you enter data.
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DETAILS
General  Financial Summary | item Breakdown

Item Breakdown

S Work Completed | Work Completed this Period Total Completed Work waterias Contiha aance o Work Retainage Materials Retainage
Vaue shresently | ondSloreato | Finish value
aty | vale ary Value aty Vatue ate Value percent Vaiue percent Vaue
$7500000 | gg67 10 sso0000¢ | 10 ss00000¢ | so0.00 $50,00000 | $25,000.00 | [ 49 $5,000.00 10 $0.00
83500000 | | g57q 171.4285 s3o0000c | 1714285 s300000¢ | so0co $30,00000 | $500000 (g $2,400.00 10 3000
Tota o Toil ot Toi o Tora Tor |
$110,000.00 $0.00 $80,000.00 $80,00000 $000  $8000000  $30,00000 $7,400.00 $0

<

10) Click the the arrow beside Save & Share and select Save. The workflow will Share the the applicable

users as it moves through the steps.

ADD CHANGE ORDERS

11) You can pullin the Change Orders to the corresponding Contract AFTER YOU SAVE the Pay App the
firsttime.
a. Openthe Pay App’s Item Breakdown tab.
b. Click Edit.

c. Click Add Change Order from the top of the Item Breakdown collection.
DETALLS

[ —— =
Row# Account Code Description uom aty Unit Pri Scheduted re o
aty | valu
.17 Dilling L 1 4200000 $75,000.00 | [ goo

d. Select one or more Change Orders.

e. Show All Line Items: Choose Yes to show all of the line items in the Change Order or No to
show one line item with the total amount.
f. Add.

Subject Tl

Add Change Orders

Change Order # T1

This Change Order (Value) Tl

New Exploration - Alternate Site 0001 $600,000.00

New Exploration 0001 $270,000.00

Cancel

Approved Tl

X
Show All Line Items.
&=
% No
rem—
Add
e

g. Repeat Steps 8-10 for the Change Order rows.
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START THE WORKFLOW

Once the Payment Application is completed, start the workflow to submit it to the Project Manager. Once
Approved by the Project Manager the SAP SES/GR # will be entered in the Payment Application in
ProjectTeam and the workflow will return to you. At that time you will submit the invoice to AP via email with
the SAP SES/GR# referenced. Once submitted, pass the workflow step.

Paid Date

WORKFLOWS Start New J

1) From the Start New Workflow modal, select Request for Information workflow.
2) Start Workflow.

Start New Workflow X
Workflow Name & Days for First Ste "
Description Workflow Steps to Take Aclicn@P Due Date for First Step ®
Payment Application Awaiting PM Approval — Awaiting SAP Entry — Awaiting Submission of Invoice 1o AP — Invoice
] v PP 9 PP ting y "ing ! 3 Sunday, December 14, 2025
Approval Submitted
| st vorton

3) When you receive the notification email that the workflow is back in your court, return to the Payment
Application to get the SAP SES/GR # to reference on the invoice to email to AP.

@ i
HOD Maden Project + All~
SSR

a DETAILS Edit

General Financial Summary Item Breakdown
Subject
Contract Reference

Contract Date

Contract Administrator
Vendor

Vendor Contact

SAP SES/GR #

Paid

4) After submitting the invoice, Pass the workflow step.

ProjectTeam Quick Reference Guide support@projectteam.com
Last updated 17 December 2025 (703) 961-1007



SSR ~ ProjectTeam

MINING Quick Reference Guide

CREATE THE NEXT PAYMENT APPLICATION

Once you have create the Pay App for a Contract, you can create the next sequential Pay App from the latest
in the sequence.

1) Open the latest Pay App.
2) Click Create Next in Sequence.

R fon Pro El
Expansion Project - @- X~ ProjectTeam Admin~
SSR

+ Payment Applications

Payment Application: HMC-0062.109.25

LSRN Create Next In Sequence

SHARED WITH (1) View Al [B) reronmens

Show complete/obsolete items

General  Financial Summary  Item Breakdown Comments  Activity

Subject
HMC-0062.109.25

Add @ to force a notification to users

Contract Reference
HMC-0062 - Geological Investigation Drilling Works

‘Contract Date Make Private
91/25

0001 Be the first to comment.

B

:

3) The New Pay App will open with the next Application # prepopulated. Once you Save, the Sequence
# will appear also.

[ i i .
Expansion Project - Al
SSR

New Payment Application

DETAILS

General  Financial Summary  ftem
Subject *
This field is required

Contract Reference
HMC-0062 - Geological Investigation Driling]

Contract Date
91125

Application Date *

10/16/2025

Pay Period Start Date
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RELATED RESOURCES

Help Pages:

Payment Application Overview
Related QRGs:

Payment Applications
Contracts

Change Orders
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