
How to… Create a Pay Note 



To add a new pay note select the         icon for the pay item.  



Enter Pay Note Date 

Enter work date start date 
and end date. 



Enter location and 
description of work. 

Enter remarks and 
calculations using rounding 
requirements in Section 109 
of the contract. 

Enter quantity of the pay 
item per requirements in 
Section 109 of the contract. 

Once this information 
is entered, press Save. 



If necessary, mark individual pay 
note entry for info only.  If a pay 
note has an error, the PE must 
reject the pay note, have the 
contractor correct it, and 
resubmit it OR the PE must 
approve it and mark it for 
information only. 



Pay Note Continued: 

Enter number of production days. 

Select the person responsible for the 
measurement .  If the person actually 
measuring in the field is not a 
selection, select “Other” and type the 
person’s name. 

Once this information 
is entered, press Save. 



Pay Note Continued: 

Select whether the pay note is 
interim or final. 



Pay Note Continued: 

If necessary, mark entire pay 
note, all entries, for info only. 
 
(For example if the PE decides 
to use an FHWA pay note 
instead of the Contractor’s pay 
note, mark the Contractor’s 
entire pay note for only.) 



Pay Note Continued: 
Select “Add Document” to attach all 
supporting documentation that 
supports the pay note.  See next 
slide for add document 
instructions.   

Note: If appropriate substantiating evidence is not included within the pay note, and cannot be located 
elsewhere in the project records, an administrative adjustment will be made on the Final Estimate by the 
FHWA Final Review Engineer.  

Once this information 
is entered, press Save. 

Supporting documents may consist of: 
• Scanned hand drawing 
• Daily weight spreadsheet 
• Spread Reports 
• Truck measurements 
• Truck tare 
• Test results  
• Certifications  
• Subcontractor invoices 



Pay Note Continued “Add Document”: 

Select “Browse” to 
attach a document.  

Select document from the 
folder that you saved it in. 

Once the document is 
uploaded, press Save. 



Verify that the documents are attached. 

In the reference dialog box describe the 
location of any hardcopy files that pertain 
to this pay note (such as truck tickets) 

Select the “save” button periodically while creating the pay note. 



“Save & Close” and the pay note will be saved as a draft. 



If Save & Close is chosen the pay note can still be edited and “Submitted To PE”.  Go to the 
“Grand Summary” tab.  Find the pay note pay item that needs editing/submitted. 

Select the edit       icon. 



Select the edit      icon. 

Pay notes that have been saved as drafts will have a status 
of “Draft”.  Each pay note will have a status of either draft, 
pending, approved, rejected, or processed 



Select the edit      icon. 
 
This will take you back to the pay note for editing and submitting to 
PE.  The pay note can be saved as a draft as many times as needed. 

Pay notes that have been saved as drafts will have a status of “Draft”.  Each 
pay note will have a status of either draft, pending, approved, rejected, or 
processed 



“Save & Close” to save the draft as many times as needed. 

Select Print Preview to generate 
a PDF version of FHWA pay 
note. 



Save or print the PDF. 

Close pop-out window 
when down viewing the 
pay note PDF. 



Select “Submit to PE” when pay 
note is completed.  The pay 
note will then be in pending 
status waiting for approval. 

Once the pay note is submitted 
to the PE it cannot be edited 
unless the PE rejects the pay 
note. 
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