
How to…  
Retain Money for Final Review 

• All Project Engineers are required to retain 
money at the semi-final estimate. 

• The amount of money retained depends on 
the size of the project and if there are any 
unresolved issues.  



Click on “Add New” to create a 
Non CM Pay Item. 



Type “999” into the “Pay Item” and you 
will get several options.  Select “99954-
0000 CI PROJECT RETAINAGES.” 

Select “No” because it is not item 
specific. 



This information will self 
populate once you choose 
the retainage item. 

Choose your schedule.  If 
you have more than one 
schedule, choose the last 
schedule. 

Enter in “9999.”  If you 
have already used the line 
item 9999, use 9998 or 
the biggest number 
possible. 



Enter “Final Review 
Retainage” into the 
“Supplemental 
Description.” 

Press “Save & Close” 

In the total amount you 
are retaining.  Pick an 
account that you are 
paying out of on the semi-
file estimate. 



In the “Non CM Pay 
Items” tab, you will 
see the new item.  



You can now enter 
a pay note for the 
amount of your 
retainage.   Note:  Your pay note 

will be for -$5000.00 
for this example.  
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