
How to……  
Add Pay Notes to Payment 



Select the green circle to go directly to 
the pay item pay note summary. 

There are 2 ways to get to the pay note summary to add pay notes to payment. 
The 1st way is to select the green circle for the corresponding pay item. 

If the circle is still orange, pay notes for that 
pay item are pending approval, rejected or 
in draft form. 



Select the “Pay Note Summaries” tab.  

There are 2 ways to get to the pay note summary to add pay notes to payment. 
The 2nd way is to select the “Pay Note Summaries.” 



Pay note summaries with 
pending status are ready to 
be “Added to Payment”. 

Select edit          icon to 
access the pay note 
summary of the item that is 
ready to be “Added to 
Payment”. 

Processed =   Item has been “Added to Payment” 
Pending =       All pay notes have been approved but not 
       “Added to Payment” for that item 
Draft =            Not all pay notes have been approved for                     
        the item 



Once you click on the 
“Pay Note Summary” 
(Green Circle) from the 
“Grand Summary” or 
the “Edit” button from 
the “Pay Note 
Summaries” it will take 
you to that item’s “Pay 
Note Summary” page. 



This table shows the pay notes 
that were entered for this 
progress payment period only.  

Enter payment remarks – The 
remarks can be general or 
progress pay period specific.  
These remarks remain visible 
for all periods, unless 
removed and appear on both 
the FHWA and Contractor 
reports. 



Select “Show Full Summary” 
link to show all previous and 
current progress payment 
period pay notes for this pay 
item. 



Close window when done looking at the 
“Full Pay Note Summary”. 



Press “Pay Note Number” link to show current period 
pay note details. 



Close window when done looking at the “Pay Note Details”. 



Pay note quantity totals by account for this pay period. 

Total quantity = pay note quantity totals for this pay 
period. 



Pay Note Summary Continued: 
If “Progress Payment” section with retent does not 
appear, there are pay notes that have not yet been 
approved; therefore the pay note summary cannot be 
completed.  

Program automatically adds previous payment period’s 
retent back in to be paid and is included in “Pay Item 
Total”. 



Pay Note Summary Continued: 

Enter retent this period by account for a 
separate “Non CM Pay Item” has not 
been created.  Example of when to use 
this is for incomplete schedules. 

Enter remarks by account. 

Once this information 
is entered, press Save. 



Pay Note Summary Continued: 

Enter probable amount by account. 

Enter probable remarks 

Once this information 
is entered, press Save. 



Pay Note Summary Continued: 

Print Preview for the pay note 
summary report with 
probable amount. 



Close window 

The Pay Note 
Summary Report 
can be saved as a 
PDF.  The “DRAFT” 
will be removed 
once the item has 
been “Added to 
Payment” 



Pay Note Summary Continued: 

Don’t see the “Add to Payment” button? 
 
All pay notes have not been approved for 
that item.  Approve remaining pay notes 
and button will appear. 

When all steps have been 
finished and the pay notes are 
ready to be added to payment 
select the “Add To Payment” 
button. 



Once the pay note has been added to payment 
EEBACS will take you back to the “Grand Summary”.   

If last minute, additional pay notes need to be incorporated into 
this progress pay period or any other changes made to the 
summary click on the blue       circle to go back to the summary. 

The blue      circle appears 
when the pay notes have 
been added to payment.  



Select the “Remove From Payment” 
button to remove the Pay Note 
Summary from the payment.  The 
Pay Note Summary is then ready for 
editing and the icons for adding / 
editing pay note edit will reappear. 



The green       circle reappears 
and signifies the pay notes were 
removed from payment and are 
ready to be edited. 



When all pay note summaries are 
processed all of the circles for that 
progress pay estimate will be blue. 

Select the “Progress Payment Report” button 
to see the draft pdf of the estimate.   



Draft watermark will come off  once the 
main office enters “Progress Payment 
Tracking Dates”. 



When all pay note summaries are processed, the “Send 
Progress Payment to Main Office” button appears on 
the bottom of the Grand Summary page. 
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