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About 
Expense Contract Pay Requests are created by the CM firm when they pay the GC ,from the trust account, for their work 
completed.  
 

Workflow Diagrams 
Summary Workflow 
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Pay Request Workflow 
 

 
 

Process Overview 
CM Firm selects the Expense Contract and Approved Change Orders, enters the amount for SOV cost items, and submits 
the Pay Request. The GC (To Party on the Expense Contract), CM Firm (CM Project Manager), SPO, and CM PM DocuSign 
the payment. The CM Firm pays their General Contractor from the Trust Account, then enters the check number, 
payment date, and CM Pay Requisition Number. 
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Step-by-Step Instructions 
Create Pay Request 

Steps 
1. Go to 'Apps' > Select 'Expenses' App 

 
2. Select 'Pay Requests' tab > Click 'New' > Select corresponding Contract > Click 'Next'

 

 
     
Role  Preceding Steps  Outcome 

CM Firm 
 

Pay Request Information is 
known.   

The pay request is created. 
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3. Enter Required Fields > Enter Additional Fields > Click 'Save / Close' 
Note: The 'Work Completed Retainage %' can be updated in the Items section for retainage release. 

 

Submit for Approval 

 
Step 
Select the 'Pay Requests' tab > Select the Pay Request requiring submission > Click 'Submit for Approval' button 

 
     
Role  Preceding Steps  Outcome 

CM Firm 
 

A pay request has been 
created.  

Pay Request details are 
submitted for CM PM review. 
SCA CM Firm can only view or 
recall the Contract. 
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Certify Pay Request – GC (To Party from the Expense Contract) 

 
Steps 

1. Go to email account > Select email titled ‘GC CMFirm SPO CMPM Approval Task’ 

 
 

2. Click 'Review Document' button in email 

 

 
     
Role  Preceding Steps  Outcome 

GC 
 

A pay request has been 
created and submitted for 
approval. 

 
The pay request is approved.  
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3. Click 'Continue' button. Note: For First Time using DocuSign: 

a. Check 'I agree to use electronic records and signatures' box  
b. Select desired signature details 
c. Click 'Adopt and Sign' button 

 
4. Click ‘Signature’ > Drag signature to signature line > Click ‘Date Signed’ > Drag date to signature line > Click 

‘Finish’ button 

 
 

Certify Pay Request – CM Firm 

 
     
Role  Preceding Steps  Outcome 

CM Firm 
 

A pay request has been 
created and submitted for 
approval. 

 
The pay request is approved.  

 
Steps 

5. Go to email account > Select email titled ‘GC CMFirm SPO CMPM Approval Task’ 
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6. Click 'Review Document' button in email 

 
 

7. Click 'Continue' button. Note: For First Time using DocuSign: 
a. Check 'I agree to use electronic records and signatures' box  
b. Select desired signature details 
c. Click 'Adopt and Sign' button 
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8. Click ‘Signature’ > Drag signature to signature line > Click ‘Date Signed’ > Drag date to signature line > Click 
‘Finish’ button 

 
 

Certify Pay Request – SPO 

 
Steps 
 
 
*See screenshots from “Approve Pay Request > CM PM” 
 

1. Go to email account (external) > Select email titled ' GC CMFirm SPO CMPM Approval Task ' 
2. Click 'Review Document' button in email 
3. Click 'Continue' button. Note: For First Time using DocuSign: 

a. Check 'I agree to use electronic records and signatures' box  
b. Select desired signature details 
c. Click 'Adopt and Sign' button 

4. Click ‘Signature’ > Drag signature to signature line > Click ‘Date Signed’ > Drag date to signature line > Click 
‘Finish’ button 

 
     
Role  Preceding Steps  Outcome 

SPO 
 

A pay request has been 
created and submitted for 
approval. 

 
The pay request is approved.  



11 | P a g e  

 
 

Certify Pay Request – CM PM 

 
     
Role  Preceding Steps  Outcome 

CM PM 
 

A pay request has been 
created and submitted for 
approval. 

 
The pay request is approved.  

 
Steps 

9. Go to email account > Select email titled ‘GC CMFirm SPO CMPM Approval Task’ 

 
 

10. Click 'Review Document' button in email 

 
 

11. Click 'Continue' button. Note: For First Time using DocuSign: 
a. Check 'I agree to use electronic records and signatures' box  
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b. Select desired signature details 
c. Click 'Adopt and Sign' button 

 
12. Click ‘Signature’ > Drag signature to signature line > Click ‘Date Signed’ > Drag date to signature line > Click 

‘Finish’ button 

 
 

Enter Payment Information 

 
     
Role  Preceding Steps  Outcome 

CM Firm 
 

General Contractor is paid 
from the Trust Account  

Payment information is 
updated. 
Pay Request is locked. 

 
Steps 
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1. Go to ‘Tasks’ > Select the Pay Request Task > Scroll down to the ‘Remittance’ section

 
 

2. Click ‘Insert’ to enter a new line > Enter payment information > Click 'Submit' button 
 

 
 


	About
	Workflow Diagrams
	Process Overview
	Step-by-Step Instructions
	Create Pay Request
	Submit for Approval
	Certify Pay Request – GC (To Party from the Expense Contract)
	Certify Pay Request – CM Firm
	Certify Pay Request – SPO
	Certify Pay Request – CM PM
	Enter Payment Information


