
How to…  
Change the Payment Type  

and Period Dates 



When looking at the “Payment 
Type,” all of the estimates should 
be “progress” estimates instead of 
“initial” estimates.  We cannot 
change estimates 1 and 2 but we 
can change estimate 3.  



Click on the “Edit”        icon.  



Click on the “Period” tab. 



Check to make sure the 
“Start Date” and the “End 
Date” are correct.  



Select the “Payment Type.” 
• “Initial” is for the zero estimate. 
• “Progress” is for every estimate 

between the initial and the 
“Semi-Final.” 

• “Semi-Final” is for the last 
estimate the Project Engineer 
completes in the field. 

• “Final” is only for the Final 
Review Office to use. 
 



When everything 
is correct, click on 
“Save.” 

 



The “Payment Type,” for estimate 
3 now says “Progress”.  
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