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Pay Application (PA) Process 
The PA process is for submitting construction payment requests including retainage release.   

• The Contractor role or institution Project Manager may start the PA process.  
• The PA process will not automatically integrate into Workday.  Once the process is 

created, it will route through the workflow steps.   
• In the Project Manager Review step: the Project Manager reviews, approves and takes 

the action, an email will automatically be sent to the Accounts Payable.  The email will 
include the Pay App Funding document which has the amount requested, retainage held 
per line items and how the amount is being split between funding sources.  

• The process moves to the Workday Settlement (PM Enter SET#) step.  
• The Accounts Payable will provide the Settlement number (SET#) to the Project 

Manager after the payment has been processed and paid in Workday. 
• The Project Manager will enter the SET# into the Transaction ID field and move the 

process to the Finish. See step-by-step instructions below. 
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Vendor creates Pay Applications (Who can start: Contractor-Prime, 
Contract-HazMat, Contractor-Other, Construction Manager) 

1. Click the Projects Tab and select your project from the drop-down box. 

 

 

2. Select a Project 

 

3. Select Processes from the Project Menu 

 

4. Click on the Start Process button on the top-right.  

 

5. The Processes pop up window will appear, select Payment Application (PA), click Start 
PA. 
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6. The Payment Application screen will appear. Fill out all the pertinent information. Be 
sure to scroll down through the whole page.  
 

 
 

a) The Invoice Items table will be displayed. Under Column E This Period, click on the pencil 
and enter the correct amount on each line item. (Note: the amount is the dollar amount 
including retainage. E-Builder will calculate the retainage from this amount.) 

 

4.  Enter a Subject. 

1.  Select a commitment from the drop-down. 
2. Enter Date Received 
3. Enter Vendor Invoice Number 
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b) Select Partial or Final to show whether is the final pay application. (Note:  Select 
“Final” only after services have been billed and is for retainage release only.) 

c) A/E or HazMat Consultant Review Required? Select the relevant option to route the 
pay application for review. 

d) Be sure to enter data for all required fields with a red *.  
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Upload Documents 

To upload your pay application, click on the Browse Computer button. 

The Upload Documents screen will appear. 

Click on the Select folder to view the Select a folder pop up window. Select the 
Destination folder where the file will be upload into.  

The folder you select is where your pay application will be stored in e-Builder.  

Select Destination folder: 

 

Once you select the folder, you will return to the Select File pop window. Browse… to find the 
file (your pay application) and click on the Upload button. 
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Click Submit to move to the next step. 
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AE Review (Actor: A/E, Consultant-HazMat) 
If required, the Architect and Engineering or Consultant-HazMat reviews the submitted pay 
application. 

1. AE or Consultant-HazMat reviews the information in the PA detail page and any attachments.  Once 
approved, select the action “Certified”, click Take Action to move it to the next step. 

 

 

Project Manager Review (Actor: PM) 
This step is for Project Manager to review the payment information and verify that the 
amount in the attached pay application document matches the amount entered in the 
column in the Invoice Items table. Review all the information on the page including any 
attached document(s).  

1. Follow the instructions in the blue area.  Review all the information on the page.  
2. Fill out the fields with the required red *. 
3. Select the action “Approve,” click “Take Action” to move it to the next step.   
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Notify Acct Payable step.  
1. After the Project Manager act on the Project Manager Review step, the process will move to 

the Notify Acct Payable step.  This automated step will send an email notification to the 
user listed in the Accounts Payable role.  The email will include the pay application 
document from the vendor and the Pay App Funding document.   

 

2. The Accounts payable log into Workday, create a Supplier invoice under the existing Purchase order 
number.  Follow the instructions “Project Payment in Workday”.  This is the guide on how to 
process payment in Workday. 

Verify that all Prevailing wage forms have been 
upload into the folder. 
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Workday Settlement (PM Enter SET#) step. (ACTOR: PM, PM 
Support) 
The Project Manager or Project Manager Support will enter the Settlement number (SET#) received 
from the Accounts Payable.   

1. The SET# is enter into the Transaction ID under the Commitment Invoice Custom Fields. 

 

2. Click “Take Action” to move the process to the Finish. 
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