
SUBCONTRACTOR PAYMENT 
(FORMERLY KDOT FORM 1010) 

(PRIME ONLY) 
USER GUIDE NON-AGENCY 
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2 REVISED 10/25/19

slade
Callout
Select "EXTERNAL SUBPAYMENT"
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slade
Callout
1.  Enter the KDOT Contract Number

slade
Callout
2.  Click the row action button for your contract

slade
Callout
3.  Click "Open Contract Payments"
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slade
Callout
Click the Estimate Number
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slade
Callout
1.  Click "Items" to view the bid items included on this pay estimate

slade
Callout
2.  Click "Subcontract Payments"
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slade
Callout
Click "Add Subcontract Payment From Prime"
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slade
Callout
1.  Enter the Subcontractor's Name or Number and select them from the list

slade
Callout
2.  Enter the payee number.  This number is a unique sequential number that is generated by you

slade
Callout
3.  Enter Paid Date.  This is the date you paid the subcontractor

slade
Callout
4.  Select Payment Type.  Either "Progress" or "Final"

slade
Callout
5.  Click "Save"
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slade
Callout
Click "Items"
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slade
Callout
1.  Enter Contract Line Number or item description and select it from the list

slade
Callout
2.  Enter the Quantity you are paying the Subcontractor for on this item

slade
Callout
3.  Enter the actual dollar amount you are paying the subcontractor on this item

slade
Callout
4.  Click this box if this a partial payment

slade
Callout
5.  If the above box is clicked then you are required to put comments

slade
Callout
6.  If you hold retainage for any item on this payment, put the entire amount of retainage for the entire subcontractor payment

slade
Callout
7.  To add additional items to this payment click "New"

slade
Callout
8.  Click "Save"

slade
Text Box
When holding money from a subcontractor for "Good Cause", a subcontractor payment record must still be entered.  The Payment or Partial Amount Withheld box must be checked and the amount withheld and reason for withholding the money must be entered in the Partial Payment Comment box.  When that money that was withheld for "Good Cause" is paid, state "Good Cause" money is now paid in the Comment box.  This will have be done on a 2nd subcontractor payment record for that pay estimate or on a future pay estimate. 
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slade
Callout
1.  Click the component action button

slade
Callout
3.  Click "Sign Subcontract Payment"

slade
Callout
2.  Click "Add New Payment Same Payer" if you have additional subcontract payments to be made on this pay estimate. Then repeat pages 7-9 before continuing to Step 3 on this page.
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slade
Callout
1.  Review Information for accuracy

slade
Callout
2.  Click the blue arrow at the bottom of the page
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slade
Callout
1.  Review statement

slade
Callout
2.  Click blue arrow at the bottom of the page
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slade
Callout
1.  Enter Comments, if needed

slade
Callout
2.  Click "Sign Payment"
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slade
Callout
Prime's process is complete




