R SUBTRADE
‘ —— SOFTWARE —

—— HOW-TO GUIDE - PROGRESS BILLING

BILL THE JOB.
TRACK THE
HOLDBACK.

Build your schedule of values once, put in a claim every month
in minutes, bring in approved change orders, and always know
what you've billed, what you've been paid and what's still held
back.

SET UP CLAIM TRACK

Template, first claim, holdback By percent or by amount Every dollar of holdback




—— PROGRESS BILLING
@ The dashboard @ Change orders
@ Start billing @ Amount due and reconciliation
@ Inside the project @ Holdback tracker
. s . -
Before you bill, open the project's settings and fill in the
contract value, contract number and contract date.
Then open Progress Billing from the main menu. @ Schedule of values
°
Projects
PROJECT CLAIMS LATEST CLAIM CONTRACT NET RECEIVED UNBILLED HOLDBACK OWED TO GC % COMPLETE ACTION
Westview Plaza Unit4 (BIiived 2 #2 — 2026-06-21 $17,678.00 $15,910.20 -$0.00 $1,767.80 $0.00 e— 100.0% Open -
1420 River Road NE, Calgary, AB T2E 0A1
Riverside Water Plant 6 #6 — 2026-09-24 $182,810.63 $135,446.00 $32,315.07 $15049.56  $0.00 ey 902% Open -
Calgary, AB, Canada
Parkview Bldg "B 4 #4 — 2026-09-14 $132,248.97 $119,024.07 $0.00 $0.00 $0.00 e—— 100.0% Open -
2210 Crowchild Trail NW, Calgary, AB T2M 3Y7
Southgate Mixed Use  Archived P cran #2 — 2026-07-27 $94,654.00 $0.00 $94,654.00 $0.00 $0.00 0.0% Open -
98 Southgate Blvd SE, Calgary, AB T2Z 4K2
Market Square Unit 12 Archived 2 #2 — 2026-07-10 $36,059.70 $32,453.73 $0.00 $0.00 $0.00 — 100.0% Open ~
3150 Market Square NE, Calgary, AB T3J OR4
Westside QSR [arctived 3 #3 — 2026-07-16 $36,415.10 $32,773.59 $0.00 $3,641.51 $0.00 e— 100.0% Open -
725 Westside Drive SW, Calgary, AB T3H 2L9
Poplar Health Clinic  Archived 5 #5— 2026-05-20 $60,818.36 $55,479.38 -$0.00 $0.00 $0.00 e— 100.0% Open -
4410 Macleod Trail SW, Calgary, AB T2G 0A3
Northgate Retail Unit 4 #4 — 2026-09-21 $96,875.27 $87187.74 -$0.00 $9,687.53 $0.00 — 100.0% Open -
6120 Northgate Road NE, Calgary, AB T2K 5T1
Downtown Office Fit-Out (Eiied 4 #4 — 2026-09-08 $69,458.00 $64,583.00 $4,875.00 $0.00 $0.00 e— 100.0% m
505 7th Avenue SW, Calgary, AB T2P 0Y8
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01 Five numbers on top: Active Projects, Total Contract Value, Net Received, Unbilled

DASHBOARD Work and Holdback Outstanding.

02 Each project shows its claims, latest claim, contract, net received, unbilled,

FROGRESS BILLING ADHIN holdback, owed to GC and % complete.
Every job you're billing, and where the money sits. 05 Press Open to go into a project.
Progress Billing Templates
7 $1,403,611.36 $191,058.41 $60,171.73




Start Progress Billing X
Select a project to start its first claim

START i
BILLING SOV Template (optional) v

START BILLING FOR PROJECT Loads prebuilt line items into the project SOV. You can edit after.
Set up a job for billing in one window. S
J : 2026-09-30 |

01  Press + Start Billing for Project and pick the project. ] )
Period Label (optional)

02 Load an SOV template so every line item goes in at once.

You can edit them after. Holdback %
10

03  Set the claim date and an optional period label.

. Warranty Holdback %
04  Set the holdback % for your province or state, and a

warranty holdback % if the contract has one. Antinnal Lald hanl thraiah tha warran trnar el

05 Press Create First Claim. Cancel Create First Claim

SUBTRADE - PROGRESS BILLING
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INSIDE THE
PROJECT

CLAIM

Every claim on the job, in order.

01 Each claim shows its date, amount and status. Approved claims are locked.

02 The customer, project, subcontract PO # and contract amount.

03  Claim details: date, period label, invoice #, holdback % and warranty holdback %. Use

+ New Claim each billing period.

— Back

Claim #6

CUSTOMER

Prairie Build Group
1420 River Road NE, Calgary, AB T2E 0A1, Canada

Claim Details

Date

2026-09-24

Claim #5
Sep 24, 2
$12,972.17 $15,803.64
SUBMITTED - PENDING APPROVAL APPROVED

Claim #3 Claim #2
$10,363.58 $37,700.24 $29,765.58
APPROVED APPROVED
PROJECT

Riverside Water Plant
Calgary, AB, Canada

a Period Label

Claim #1

$41,812.96

APPROVED

SUBCONTRACT PO #
2601-00417

Invoice #

+ New Claim Ex|

CONTRACT AMOUNT




o F VALU Es 01 Setas$value on every line. The lines must add up to the contract amount.

Sov 02 Type a % complete on aline, or a dollar amount in This Claim. The other fills itself in.

Bill by percent or by dollar amount. 03 Prev. Invoiced and Invoiced to Date keep the running totals.

Schedule of Values @ SOV locked

# DESCRIPTION $ VALUE % COMPLETE THIS CLAIM PREV. INVOICED INVOICED TO DATE
il Mobilization/Demobilization $4189.51 & 100.00% 0.00 $4,189.51 $4,189.51
2 Engineered Shop Drawings - Steel Stud $850.00 @ 100.00% 0.0( $850.00 $850.00
3 Submittals $939.00 @ 100.00% $0.00 $939.00 $939.00
4 Supply & Install - Steel Stud Interior Partition Walls $47,553.20 © 100.00% $0.00 $47,553.20 $47,553.20
5 Supply & Install - Gypsum Interior Partition Walls $54,219.12 @ 100.00% 0.00 $54,219.12 $54,21912
6 Supply & Install - Batt Insulation Interior Partition Walls $10,960.98 @ 100.00% 0.00 $10,960.98 $10,960.98

Supply & Install - Acoustic Grid / Ceiling

7 $9,030.19 80.00 0.00 $7,22415 $7,22415

8 Closeout Documentation $1,500.00 0.00 0.00 $0.00 $0.00

Original Contract Sub-total $129,242.00 97.44% 50.00 $125,935.96 $125,935.96
CONTRACT AMOUNT SOV THIS CLAIM SOV INVOICED TO DATE

$129,424.00 $0.00 $125,935.96




CHANGE
ORDERS

ADJUSTMENTS

Billed separately from the contract work.

01

02

03

Take the change order through to approved in the project, then bring it in here.
Bill it the same way, by percent or by amount.

Add a Credit, Back Charge or Allowance when you need one.

Change Orders / Adjustments (Billed Separately

re not

TYPE

C0O-PR2025027-001

CO-PR2025027-002

CO-PR2025027-003 Change Orde

CO-PR2025027-004 €TED o

Not Assigned Ch Orde

ADJUSTMENTS SUMMARY

Previously Billed $24,559.60
This Claim $14,413.52
Adjustments Invoiced to Date $38,973.12
Total Approved Adjustments $53,386.63

DESCRIPTION

RF1160 & West Wall Furring Tall C

Shower Drywall replacement

Columns and Beam framing

Mezzanine

Bottom knee wall

CCN 009

) + Credit

+ Back Charge + Allowance

$ VALUE % COMPLETE THIS CLAIM PREV. INVOICED INVOICED TO DATE
$18,438.60 © 100.00% $18,438.60 $18,438.60
$795.00 © 100.00% $0.00 $795.00 $795.00
$20,641.03 50.00 10320.52 $0.00 $10,320.52 voox
$8,186.00 50.00 4093.00 $0.00 $4,093.00 v ox
$5,326.00 © 100.00% $5,326.00 $5,326.00




REco N c' LIAT I 0 N 01  This claim, less holdback, gives the amount due.

SUMHARY 02 Original contract sum, net approved adjustments and the revised contract sum.

The numbers the GC wants to see. 03 Invoiced to date, holdback retained and the balance to complete.

CONTRACT WORK (SOV)
-$0.00
$0.00
Amount Due This Claim $0.00

PROJECT RECONCILIATION (ail b

Original Contract Sum $129,424.00
Net Approved Adjustments +$53,386.63
Revised Contract Sum $182,810.63
Contract Work Invoiced to Date $125,935.96
Adjustments Invoiced to Date $38,973.12
Gross Invoiced to Date $164,909.08
Less Total Holdback Retained -$16,490.90
Net Invoiced to Date $148,418.18
Balance to Complete $17,901.55




TRAc KE R 01 Holdback on every claim and every change order.

02 Tick Collected whenit's paid. Export Holdback PDF for your records.
HOLDBACK

05 Finalize and sign the claim to unlock the PDF, then Approve & Lock once it's
Every dollar held back, claim by claim. accepted.

Holdback Tracker V¥ Export Holdback PDF
DOCUMENT DATE BILLED HOLDBACK COLLECTED
Claim #1 Feb 25,2026 $46,458.84 1,645.88 O
Claim #2 Mar 23, 2026 $33,072.87 2 O
Claim #3 Apr 27,2026 $41,889.16 ,188.92 D
Claim #4 May 25, 2026 $4,515.09 $451.5
CO-PR2025027-001 #4 May 25, 2026 $7,000.00 3700.00 .
Claim #5 Jun 24, 2026 $0.00 50.00
CO-PR2025027-001 #5 Jun 24, 2026 $1,438.60
CO-PR2025027-002 #5 Jun 24, 2026 $795.00 $79.50 =
Not Assigned #5 Jun 24, 2026 $5,326.00 $532.60
Claim #6 CIEIZTET Sep 24, 2026 $0.00 $0.00
CO-PR2025027-003 #6 Sep 24, 2026 $10,320.52 31,032.05 O
CO-PR2025027-004 #6 Sep 24, 2026 $4,093.00 5409.30
TOTAL $164,909.08 $16,490.91
Collected: $0.00  Outstanding: $16,490.9
Workflow: Finalize & sign the claim to certify the work and unlock the PDF. Approve & lock once it has been accepted internally




PROGRESS BILLING

NEED A HAND?
WE'VE GOT YOU.

Want help loading your first schedule of values or setting up a
template? Send us an email and our team will get back to you.

support@subtradesoftware.com
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