
How to…  
Create Your Pay Note  

Summaries 



Select the “Ad Hoc 
Reporting” button 
on the left column. 



Look for the report that has the 
label “[progress_pay_period] 
Samantha J Gould / 2014-10-08 
08:46:56.” 

The report will have a Description 
of “Pay Note Summary.” 



Select “Edit 
Settings.” 



Under the Project Name 
you will enter something 
that is unique to your 
project.  For example:  For 
the Dog Creek Bridge & 
Stearns Augusta project, 
enter “Augusta,”  For 
Deweyville Trailhead-Neck 
Lake Road enter “Dewey.” 

DO NOT ALTER 
THE SETTINGS!!!! 



Make sure the correct state 
is highlighted.  

DO NOT ALTER 
THE SETTINGS!!!! 

Scroll down. 



Click on “Submit.” 

Scroll down. 

DO NOT ALTER 
THE SETTINGS!!!! 



The report is now being processed.  It 
might take a little while.  If you want 
to cancel it, you can press “abort.” 



Once the report is created, 
click on “View Report.” 



You can now see your report.  
Scroll through it to make sure it is 
reporting for the correct project.  



If it is not reporting the correct 
project, click on “Change Settings” 
and try a different word like 
“Stearns” to get EEBACS to only 
report on your project’s paynotes.  



If it is reporting the correct 
project, click on “Save As Excel.” 



When the pop up window for the file 
download comes up, click on “Open.” 



You now have a list of every single 
pay note that was entered into 
EEBACS for the project. 



You will want to highlight the 
column “Pay Item: Line Item 
Number” and then click on “Sort 
& Filter” by “Sort A to Z.”  You will 
want it “Expand the selection.” 



Now you will have the 
paynotes you entered for 
each pay item, listed 
chronologically.  



If you have multiple pay 
notes for an item in a 
single pay period, they 
will be listed.  This has 
every pay note. 



You will then manipulate your spreadsheet. 

Move “Pay Item: Line Item Number” to column A. 

Adjust print areas so you 
print 1 item per page.   

Insert the header above 
each pay item. 

Wrap text for the headers. 

Insert a row at the each of 
each item.  Auto sum for “Pay 
Note: Total Pay Note 
Quantity” in that inserted row. 

Change the “Pay Note: Total 
Pay Note Quantity” to 
Currency under Number 
format for Lump Sum items. 

Delete the column for 
“Construction Project.” 

Save to your project files. 

Print each page and put with each pay item in your project books. 
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