
SUBCONTRACTOR PAYMENT REPORT 
USER GUIDE 

1 Revised 8/19



2 Revised 8/19

slade
Callout
Click "Reports Portal
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1.  Click the Expand button next to AASHTOWare Project.
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2.  Click "Construction"
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1.  Click the "Actions" button.
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Callout
2.  Click "Run Report Now".
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Text Box
The next three pages are the same screen, but broken down by Parameter.  You MUST select something in each of the Parameters.
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1.  Enter the Start date of the contract payment.  You can select "No lower value" if you want to see any start date.
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2.  Enter the End date of the contract payment.  You can select "No upper value" if you want to see any end date.
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1.  Click the drop down.
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2.  Select how you want the report sorted.
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1.  Select the Administrative Office you want to see.
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2.  Click the add (arrow) button to add the selected value.  You can select the add all (double arrow) button to add all the offices.
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1.  Select the Prime contractor(s) you want.
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2.  Click the add (arrow) button to add the selected value.  You can select the add all (double arrow) button to add all the offices.

slade
Line

slade
Callout
3.  Click "Run Now".
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This area shows you data about all the records in your report.
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This area shows you all the Administrative Offices you selected.
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This area shows you all the Prime Contractors you selected.
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The RED highlighted "X" indicates which subcontractor payments were made after the 10 days allowed.
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The YELLOW highlighted "X" indicates which subcontractor payments the Prime signed (Certified) after the 15 days allowed.
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1.  To Save the report click the "Export" button.
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2.  Click the drop down.
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3.  Select the format of how you want the report saved.




