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Vendor 

How to Submit Progress Invoice 
Overview: Vendors are paid utilizing progress invoices. This process includes 
how data is entered and the appropriate attachments to be included with an 
invoice. 

 

Reference: n/a 
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1- Click on COST MANAGEMENT from the buttons on the left. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2- Under Invoices, select Progress Invoices.  
[Once the initial invoice has been submitted, vendor will select desired invoice from 

the list provided. Upon selecting, the PM will click on “Next” button. 
Follow steps 7 thru 21] 
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FIRST INVOICE 

3- Click on the  button in the top menu bar. 
4- Project field - Select the project from the Project drop down menu.  
5- Commitment Field – Select the contract number from the Commitment drop down menu.    
6- Description field - Enter brief description. 
7- Reference field – Optional field for vendor use. 
8- Invoice Type – Select from Invoice drop-down menu.  
9- Vendor Invoice # field – Enter internal vendor #.  
10- Cost Period field – Optional to select a cost period from the drop down. 
11- Click Save icon in top bar.  
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12- In the lower bar, the Schedule of Values (pulled from the Commitments entered previously) will 

populate.  
13- To add additional items, click on Link Commitment changes.

 
14- In the pop up, select all lines to be added.   
15- In the header, ensure ‘Append Change Orders as single lines’ box is checked. 
16- Select the appropriate Cost Code.  Note, if multiple cost codes, perform this function multiple 

times for the lines associated with each Cost Code. 
17- Click on the Save & Exit button. 

 
18- Within the desired Schedule of Values line item, double click Current Invoice column and then 

type in the amount being billed.  
19- In the SERVICES RETAINED % column, enter the retention percentage (standard 10%). 
20- Click Update Records icon in bottom bar.  

 
 
 
 
 

21- Under “Attachments” tab, drag and drop files to be loaded. 
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22- Edit the file description and other details using the details toggle. 

 

 
23- Under the “Workflow” tab at the bottom, click on the Submit button. 
24- When the screen automatically refreshes, click on the Save button that pops up. 

 
 
 
 
 
 
 
 
 
 
 
 
 

25- Process Complete. 

 


