
Creating a Manually-

Entered Pay Estimate
RMS 3.0 Contractor Mode



From “Contract Menu” screen select

“Finances“.



Select “Progress Payment”.



Click on “Prepare Pay Request No. X”

Note: A pay request cannot be prepared if

the CLINS are not balanced.



RMS defaults to the “Requested Activity Earnings” tab and “All

Activities”. To see activities not been fully paid, click “Activities not

Fully Paid”.



To enter in the percentage an activity has been progressed, use the “Requested

%” field. To enter in a dollar amount, use the “Requested Amount” field.

Note: These are cumulative amounts. At the end of the contract all activities

shall be progressed to 100%.



Once an amount is entered in for an activity,

it will move over to the “Activities with

Earnings this Period”.



Note: If a “Contractor’s Pay Request

Worksheet” is needed, it will now be

available under “Contract Reports” and

“Finances”.



“Requested CLIN Earning” tab will provide a look at which CLINS

the activity progression is affecting.



Under “Subcontractor Earnings”, enter in the amount to be paid to the

Subcontractors within seven days of the paid invoice in the column

“Subcontractor Amount Included in this Pay Estimate (Excluding Deductions).”

For any subcontractor deductions, enter this amount in the column

“Subcontracting Deductions by Contractor (Total to Date)”.

Note: If the subcontractor earnings need adjusting from previous pay estimates,

click the white box “Update Previous Subcontractor Earnings”.



Under “Additional Earnings”, enter any “Additional Stored Material” and “Performance

Payment Bond”. These are amounts that are not included in the pay activities that being

progressed. Any amounts entered in these boxes will be reduced as stored materials are

installed and as the construction progresses, the bond needs to be liquidated/reduced by

the amount progressed. The reduction of the Stored Materials  can be tracked on the

invoice in “Estimated Stored Materials Included in Activity Earnings”.



Under Payment POCs, enter in the staff that should be notified if there is

“Notice of Adjustment” or “Notice of Defective Invoice”. Enter in the

name and title of the person who is authorized to certify the pay

estimate in the  “Certification By”.



When the invoice is ready for signature, click

the “Prompt Pay Report” to pull up the

Prompt Payment Certification.



Save the report to a working file outside of RMS in a PDF format. The

person certifying the pay estimate will need to sign electronically. This

can be done outside of RMS or this working file could be dragged back

into the Contractor’s Document Package.



Once the Prompt Payment Certification has been signed and the

necessary documents for submitting a proper invoice are gathered into a

working file outside of RMS, select “Document Package”.



Under the “Document Package”, select

“Add”.



Open the working file, outside of RMS, that has the signed Prompt

Payment Certifications and any other contractually necessary documents

required to complete the pay request. Highlight and drag these

documents into RMS. More than one file can be dragged at a time.



Once all the documents have been added,

click “Submit for Review” to lock the

document package. Click “Yes” to proceed.



Click the “Back” arrow to exit the document

package. If the pay estimate is complete and

ready to send to the Government, click the

white box “Requested Earnings Complete”.



RMS will advise that marking requested earning complete will transfer

the payment to the Government for approval. Clicking “Yes”, locks the

payment for editing. Send an email advising the Government the pay

estimate is completed and ready for review.




