
Progress Estimate 
 

 

From you home screen click Contract Administration 

 

  



Open the desired contract from you contract list by clicking on the WIN 

 

 

 

 

Select Contract Progress from the upper menu selections. 

 

  



Click the Payment Estimates tab on the left. 

 

 

Select Add Payment Estimate  

 



Select Progress Estimate – Progress from the dropdown. 

 

Select the Period End Date by clicking on the calendar icon and selecting the desired date. 

 

  



After selecting the desired date click the Add Payment Estimate button on the blue bar. 

 

 

 

Wait for the green box stating that the Add Payment Estimate Process started. 

 

  



Select the Contract Progress Payment Estimate link. 

  

You will be brought back to your Estimates list window where the new estimate will appear in Draft 
form (if the estimate is not showing up then wait a couple of minutes to give the system time to 
process the task. After a few minutes refresh your browser window or navigate to a new page and 
then back to your estimate overview page).  

 

Open the estimate by clicking on the Estimate Number 

 



  



The next 3 screen shots are of the Estimate Overview that will be displayed. 

 

 

 



You can view additional estimate details by running a report from the Components Actions Menu 

 

 

The Summary By Project Report will display the Estimate information at the Voucher level 
(individual numbered reports for all WIN’s within a contract). See sample report at the end of these 
instructions. 

 

  



The Payment Estimate for Contractor report displays the estimate details at the Estimate level 
(one single report for all WIN’s within the contract). See sample report at the end of these 
instructions. 

 

When the Payment Estimate for Contractor report is selected you will be brought to a screen like 
below after a few seconds. Click the Execute button – this will open a new browser tab where the 
report will be displayed. 

 

  



When the Summary By Project Report is selected you will be brought to a screen like below. Ignore 
the names that you see displayed as they are only used for FQ and F type estimates. Clicking the 
Execute button will open a new browser tab where the report will be displayed. 

 

After you have reviewed the Draft estimate against one of the above reportts and found it to be 
accurate then the estimate can be submitted for approval by clicking the Row Actions menu and 
selecting the Submitted for Approval option. 

 

  



If a red error box appears at the top of the page referencing Estimate Exceptions after trying to 
submit the estimate for approval. 

 

You will need to click the Exceptions tab on the left menu 

 

  



This will display a list of all the Exceptions on the estimate. You will need to open each Exception 
by clicking the accordion button (open ended triangle).  

 

Click the Status dropdown. 

 

  



Select Acknowledge and then click Save (there will be cases where the user must select 
Overridden or Unresolved – this will be addressed in additional documentation at a later date). 

 

After the Exceptions have been acknowledged you can then Submit the estimate for approval. 

 

  



You should now receive a message in green at the top of the page saying Estimate Submitted for 
Approval 

 

You can return to the same menu and now select Approve/Reject Decision from the list. 

 

  



Change the Approval Decision status from Pending Approval to Approved in the dropdown. 

 

 

 

Click Save 

 

 

 

  



Selecting the Approval Tracking tab at will show you the current approval level – this can be done 
at anytime to see if the estimate has been approved at higher levels. 

 

 

 



Payment Estimate for Contractor – sample 

 

 

  



 

Summary by Project Report – sample 


