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About Expense Contract Pay Requests 
Expense Contract Pay Requests are created by the CM Firm to register work has been performed by the GC. 
Backup documents must be attached to justify payment. 

Program and Subproject Expense Workflow 
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JOC/Emergency Construction Pay Request Workflow 
 
The CM Firm selects the Expense Contract and Approved Change Orders, enters the amount for SOV cost 
items, and submits the Pay Request.  

The CM Project Manager and SPO need to approve the attached backup documentation.  

Afterwards, the Contractor, CM Project manager, and SPO need to DocuSign approve the pay request.  
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JOC/Emergency Management and Services Pay Request Workflow  
 
The CM Firm selects the Expense Contract and Approved Change Orders, enters the amount for SOV cost 
items, and submits the Pay Request.  

The CM Project Manager and SPO need to approve the backup documentation.  

Afterwards, the CM Program Manager and SPO need to DocuSign approve the pay request. 
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Step by Step Instructions 

CM Processes Work Authorization in the Master Contract (Program Level) 
You need to navigate to the Emergency Program 

1. Navigate to Project Finder> Requirements>Emergency>Emergency Construction. 
and select the Construction company that contains the Program. 

 
 

2a. Click the right arrow next to the Program that contains the Work authorization. 
 

 

-OR - 

2b. If the Program is already open, click the Select button to the right of the program in the header.  
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Make sure the program is visible at the top. 

 

2. Click Apps> Cost Management> Budget> Master Contract Authorizations. 

 

3. Click the Master Contract. The contract opens on the right. 

 

4. Click Process Work Auth. 
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5. The Work Authorization window opens. Click OK. (this is usually blank by default). 
 

 

6. Click Process Amendments. 
NOTE: As a Best Practice, periodically process these Amendments instead of waiting until you need to 
create a Pay Request. 
 

 
 

7. The Amendments window opens. Click OK.  
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8. Items section of the Master Contract: Make sure the Status reads Approved, and the Total is correct. 

 
 

CM Initiates Expense Contract Pay Request (Subproject Level) 
The CM initiates pay requisitions on behalf of the GC for each subproject. They also include any 
approved Amendments (Additional Work). 

1. Navigate to the Emergency Construction subproject and click to open. 

 

2. Click Apps> Cost Management> Expenses.  
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3. Click the Additional Work tab to view Amendments. If you want to include this with the new Pay 
Request, make sure Workflow Status reads as Complete. 
 

 
 

4. Click the Pay Request tab 
5. Click New. 

 

6. Select the contract from the drop-down menu.  
7. Click Next. 
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The Select Additional Work window opens. 

8. Select the amendment by clicking in the checkbox. 
9. Click Next. 

  

10. Details section: Select the Period To date by clicking the Calendar icon. (Required) 
11. Enter any Notes. (Optional) 

 

 
 

12. Workflow Status (Optional): you can select a Hold Reason from the drop-down menu. 
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13. Click Save / Close. 

 

14. Once the Pay Request is saved, click Edit to view and process the Backup List. 

 
 

15. Scroll to the Backup List section. 

NOTE: In some instances, the backup list does not automatically appear. You can enter 
manually by clicking Insert for each item. 
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For each Required item, a file must be uploaded to support it: 

16. Click the ellipsis. 
17. Click Select File.  

 
 

18. Select the file. 
19. Click Open. 

 

The Add Files window opens. 

20. Click OK. (Comments are optional) 
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Unrequired Items: For each item that is not Required, a Comment must be entered not only for record 
keeping, but also to provide context for the next person to approve the Backup List. 

21. Uncheck the checkbox. 
22. Enter your explanation in the Comment field. 

 

23. Items section: Enter the Work Completed either with a $ amount OR % TO DATE. 
 

 
 

24. To enter work completed for the Amendment listed on line 2 in this example, you must pop out the 
line and enter Work Completed for this period either in the $ OR % to Date field. 
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25. In the Pay Request> Items window, pop out the Items section again. 
 

 
 
 

26. Enter the Work Completed for this period either in the $ OR % to Date field. 
27. Click DONE in the top right for each popout window to get back to the Pay Request main record. 

 

 

NOTE: Totals will not be visible until the Pay Req is saved. 

 

28. Comments : Optional 
29. References section at the bottom: Upload supporting documentation 
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30. Click Save / Close. 

 

Remember you can always click View to see the Pay Req. You can click Edit if you need to make any changes.  

 

 

31. Click Submit for Backup Approval. 

 

 

32. Navigate to the Dates and Workflow section. Notice the Pay Requisition has been assigned to the 
Approver, which is the CM. 

s 
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CM Approves Pay Request 
1. Click the Task clipboard icon at the top right.  

 

2. Select the Pin Sign approval task from the list. This opens the Pay Request. 
3. Navigate to the Backup List section.  

 

4. Check the Reviewed by CM Firm checkbox(es) for each Backup List item. 

NOTE: Even if a Backup List item reads as N/A, it still must be checked as Reviewed by CM Firm. 

5. Enter a Comment in each line to verify.  

 

6. Click Accept when ready.  
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7. Click Apps> Cost Management> Expenses 
 

 
 

8. Best Practice: Scroll to Dates and Workflow Backup List. Verify that it is Assigned to the SPO.  

 

 

SPO Approves Backup List Task 
 

1. Click the Task clipboard icon at the top right. 

 
 

2. Select the Pin Sign approval task from the list. This opens the Pay Request. 
3. Navigate to the Backup List section.  
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4. Check the Reviewed by SCA checkbox(es) for each Backup List item. 

NOTE: Even if a Backup List item reads as N/A, it still must be checked as Reviewed by SCA. 

5. Enter a Comment in each line to verify.  

 

6. Click Accept. You can also Return it back to the CM Firm for corrections, or Save the task for later. 

 
 
In the Dates & Workflow Backup List section, the workflow status reads as Pending DocuSign and it is 
assigned to the contractor. 
 

 
 

DocuSign Expense Contract Pay Request  
Next, the Pay Request must be DocuSigned in order by the following people. They will receive an email 
outside of CAMP from DocuSign with instructions. Click here to learn about Docusign.  

1. GC  
2. CM  
3. SPO (if under $100k) 
4. VP (if over $100k) 

  

https://dnnhh5cc1.blob.core.windows.net/portals/0/IT/Training/CAMP/2023%20Updated%20CAMP%20User%20Guides/DocuSign-CAMPTrainingGuide.pdf?sv=2017-04-17&sr=b&si=DNNFileManagerPolicy&sig=7NHgpTtF2bjZdhD9x%2B3qyBjLjjHMYLk1gSNsPug2cPM%3D
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CM Creates the Master Contract Pay Requisition 
 

1. In the Project Finder, navigate to the Construction Program, where the master contract resides. 
2. Click Select. 

 

3. Go to Apps> Budget. 
4. Click the Master Contract tab. 
5. Select the Master Contract. The record opens to the right. 

 

 

6. Scroll down to the Items section to verify that the Status reads Approved and the total is correct.  
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7. Click Master Contract Pay Requisition tab. 
8. Click New. 

 

 

9. Select the contract from the drop-down menu. 

 

 

10. Click Next. 
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11. In the Details section, select the Period to Date by clicking the Calendar icon. 

 

 

12. Scroll down to the Items section. This is where work completed is added.  
13. Enter either a Dollar Amount or a % to Date. 

 

 

The Total Completed and Balance to Finish fields auto-populate. 

Scroll to the right to view all fields. 
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14. Comments (Optional). 
15. Under References, click the Upload to support any charges on this Pay Req. 

 

16. Select the file. 
17. Click Open. 

 

The Add Files window opens with the name of the file present. 

18. Click OK. 

 

19. Click Save / Close. 
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NOTE: In a Master Contract Pay Requisition, you can include all construction subproject Pay requisitions for 
this period. They will be listed in the Items section if they are approved and complete. 

 
20. Click Submit for Approval. 

 
 

DocuSign Master Contract Pay Request  
Next, the Pay Request must be DocuSigned in order by the following people. They will receive an email 
outside of CAMP from DocuSign with instructions. Click here to learn about Docusign.  

1. CM  
2. Ops Manager  

 

You can review the Master Contract Pay Requisition to make sure that the payment has been certified. 

 

https://dnnhh5cc1.blob.core.windows.net/portals/0/IT/Training/CAMP/2023%20Updated%20CAMP%20User%20Guides/DocuSign-CAMPTrainingGuide.pdf?sv=2017-04-17&sr=b&si=DNNFileManagerPolicy&sig=7NHgpTtF2bjZdhD9x%2B3qyBjLjjHMYLk1gSNsPug2cPM%3D
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