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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
Template, first claim, holdback

CLAIM
By percent or by amount

TRACK
Every dollar of holdback



PROGRESS BILLING

HOW IT
WORKS
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.

1 The dashboard 5 Change orders

2 Start billing 6 Amount due and reconciliation

3 Inside the project 7 Holdback tracker

4 Schedule of values
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01
THE
DASHBOARD
PROGRESS BILLING ADMIN

Every job you're billing, and where the money sits.

01 Five numbers on top: Active Projects, Total Contract Value, Net Received, Unbilled
Work and Holdback Outstanding.

02 Each project shows its claims, latest claim, contract, net received, unbilled,
holdback, owed to GC and % complete.

03 Press Open to go into a project.
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02
START
BILLING
START BILLING FOR PROJECT

Set up a job for billing in one window.

01 Press + Start Billing for Project and pick the project.

02 Load an SOV template so every line item goes in at once.
You can edit them after.

03 Set the claim date and an optional period label.

04 Set the holdback % for your province or state, and a
warranty holdback % if the contract has one.

05 Press Create First Claim.
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03
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.
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04
SCHEDULE
OF VALUES
SOV

Bill by percent or by dollar amount.

01 Set a $ value on every line. The lines must add up to the contract amount.

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

03 Prev. Invoiced and Invoiced to Date keep the running totals.
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05
CHANGE
ORDERS
ADJUSTMENTS

Billed separately from the contract work.

01 Take the change order through to approved in the project, then bring it in here.

02 Bill it the same way, by percent or by amount.

03 Add a Credit, Back Charge or Allowance when you need one.
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06
AMOUNT DUE AND
RECONCILIATION
SUMMARY

The numbers the GC wants to see.

01 This claim, less holdback, gives the amount due.

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

03 Invoiced to date, holdback retained and the balance to complete.
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07
HOLDBACK
TRACKER
HOLDBACK

Every dollar held back, claim by claim.

01 Holdback on every claim and every change order.

02 Tick Collected when it's paid. Export Holdback PDF for your records.

03 Finalize and sign the claim to unlock the PDF, then Approve & Lock once it's
accepted.
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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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