User inputs a wrong DBE credit (i.e. payment detail) amount in a
payment

%+ This user guide will show user how to void/cancel the payment detail that was reported
incorrectly.

Solution: User needs to create a new payment detail entry with a negative of the same
amount to zero it out.

» Select Sub Payments tab and click Maintain Sub payments
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Home | Subconiractor Contacts | Bidder Opportunity | Sub Agreements | DBE Comitments | Sub Payments | DBE Directo

Add New Sub Payments

Contractor | Home @ Maintain Sub Payment h_

> Enter contract number in the contract ID box and select Get contracts button

Contractor | Maintain Sub Payments @

© step 1: Select Contract

ContractID: |T4411 -OR- Select a Contract Category: |SelectContractCateguw... v
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Showing item 1 of 1

» Select contract number and select sub name

Contract IO # Crescription Lead Project Executicn Date Status Summary

T441 \SR 834 (SAMPLE RD) 43472615201 9172015 ‘OPEN FOR REPORTING
\

e Step 2: Select Sub Agreement for Contract: T4411

Showing item 1 of 1

Sub Mame # Sub \ender ID Hired By Tier  Summary
P

HORIZOMN CONTRACTORS INC _ FE50424021 HORIZON CONTRACTORS INC




» Locate the payment by clicking on the payment date

e Step 3: Select Payment Summary for Sub Agreement with: HORIZON CONTRACTORS INC

Showing items 1-2 of 2

Payment Date # Payment Amount Retainage  \Work Complete Final Payment Zero Dollar Payment Work Period Start Date Work Period End Date
212972016 $127,433.11 No No 1132016 212172016
328/2016 $186,879.87 No No 212212016 3202016

» Click Add Payment Detail and enter the same NAICS and Specialty code as previous
record. For the DBE credit amount, enter a NEGATIVE of the same amount. This will
zero/void the record that needs correction

- 3 Step 4: Maintain Payment Information for Payment Summary on: 2/29/2016 ~\
Confract ID: T4411  Sub: HORIZOM COMTRACTORS INC  Tier: PRIME  Hired By: HORIZON CONTRACTORS INC
Payment Summary

Payment Date: 2/29/2016 * Work Performed Begin Date: |1/13/2016 *  Work Performed End Date: |2/21/2016 * || Delete
Work Complete Date: |:| ["] Zero Dollar Payment Payment Type: | REGULAR v

Total Payment Amount: §127.433.11 Zero Payment Reason:

Retainage Amount: |Se|ether0 Payment Reason v | Final Payment

Select SIM Pay Estimate | g
c - | Youheve 300 | Jeft.

) G—

Payment Detail
Delete MAICS Specialty Code DBE Credit Amount
4/ Submit  |238910 - Site Preparation Contractors v |@E [238910 - Site Preparation Contractors v $127,43311 Details
c - | Youheve 300 | Jeft.

_ Payment Detail -
EJ Delete NAICS Specialty Code DBE Credit Amount
¥ Submit  [238910 - Site Preparation Contractors v | @ Lcl [ [ 238910 - Site Preparation Contractors ] | -127433.11)%
c [ | ou have o0 |
Payment Detail
NEGATIVE entry
Delete NAICS Specialty Code
¥ Submit 238910 - Site Preparation Contractors v |@[E [238910 - Site Preparation Contractors v | $12?=433_11|' Details [£3
c ot | Youhave[aon | Ieft
X J
Save Reset

» Click Save (Note: If the user needs to enter another payment detail with the correct
amount, the user can click on Add payment detail and enter the correct amount)




