
CMIC
PLAYBOOK

Last edited June 28, 2024



Accessing
CMiC

Checklist
Project Manager Financial
Setup Checklist

Module 1
Create a project, job, and
contract

Module 2
Project Maintenance

Module 3
Import a budget

Table of Contents
*Program works best in Firefox

6

8
    

10

22
     
 

25



Module 4
Manual budget setup

Module 5
Create PCI Markup/ Markup
Rules

Module 6
Create a subcontract

Module 7
Create a PCI

Module 8
Create an owner change
order

Table of Contents
*Program works best in Firefox

38

52

58

68

79



Module 9
Create a subcontractor
change order

Module 10
Create an owner invoice

Module 11
Contract Forecasting/
Projections

Module 12
Approving Invoices

Reference
Report Guide/ CMiC Assist

Table of Contents
*Program works best in Firefox

82

88

115

128

133



Glossary

Video
Instructions

Table of Contents
*Program works best in Firefox

136

142



Dashboard

Website
https://cmiccloud.com/

6

Options for Accessing CMiC

1 QR Code

2

3

https://login.cmiccloudr12.com/oam/server/obrareq.cgi?encquery%3DhY%2FzD9AusqeRSZucTg5XrH%2Fssa73CwW5Cy2rkNRg1Fx2w7qrfAlza1l3t5MEFbOvGFuRww%2B0mI8Q3lDmoYuNDeGyGLq%2Bn1iL2Yrfdd6Go8h8pW1m13llBmzQ6UlGKc54MEZuu%2FZMvphM2aQCZq4MD%2BL9MBrHjGde%2BuJHzWx0SaRqnBGWnGpG5ggAfzDrfT6smKf6GyAZO91y4985eoZ%2BXRT45i7WZ%2BGNdtP1gvqFzM3DpwzZ4jmaNThq5ZrpDaB8bSoJJv6DtqP5zaAz9WbyizJ4ggGmXV42PqrjbRyqR5AXUkUfFA4BB3wHQZak%2FFqXSL65wfbpijsyGEo7GMdoXObmKKilUu%2BUphNOeAjWUA%2FWykbdbZV7i9Jtwguq8UU8+agentid%3Dappaws6.cmiccloudr12.com+ver%3D1+crmethod%3D2=&ECID-Context=1.005xRMKzQuJDkZGayxYfMG0001_R001fD7%3BkXjE


Modules 1-6
Job Set Up



Financial Set Up Checklist
*NOTE: PMs should download and use the attached checklist

before each job

Owner Contract
Executed

Builders Risk Policy
Received

LKCO insurance cert
provided to owner

Changes billed/ tracked
above or below the line

Item Assigned ToDue Date

Owner Insurance
Requirements Identified

SOV/ Req reviewed and
accepted by owner

Project enrolled in CDI

*Email Bill Sullivan when completed

Estimating handoff
meeting conducted

8

https://appriver3651010989-my.sharepoint.com/:x:/g/personal/jbooras_leekennedy_com/ERJaRIEdi3lBt9_iie5JVfQBtAqYXy45jxvqvBnaOj3aFQ?e=oGJYnp
mailto:WSullivan@leekennedy.com


Financial Set Up Checklist (continued)
*NOTE: PMs should download and use the attached checklist

before each job

GC/ GR staffing plan
reviewed & confirmed

SOV/ Req set up and
loaded into system

Item Assigned ToDue Date

 Preconstruction invoices
complete & submitted

 Subcontractor labor rates
reviewed & approved

 Exhibit E insurance
requirements set up

Budget approved and
loaded into system

Allowances/ Related Costs
identified & established

9

Labor rates confirmed and
sent to accounting

*Email Christina Clyde when completed

https://appriver3651010989-my.sharepoint.com/:x:/g/personal/jbooras_leekennedy_com/ERJaRIEdi3lBt9_iie5JVfQBtAqYXy45jxvqvBnaOj3aFQ?e=oGJYnp
mailto:CClyde@leekennedy.com


Module 1: Create a project, job, and
contract

10

*NOTE
Before you begin in CMiC, you will need to email Christina
Clyde (CClyde@LeeKennedy.com) to set up a client. You will
need:

Company Name
Company Address
Company Telephone Number
Contact Name

To setup a vendor in CMiC, you will need to email Christina
Clyde with the following information:

Company Name (*NOTE-DBA name may be different. See
example below)
Company Remit-To Address

This many not be the same as on the W-9. 
This is where the payment will be mailed

Company Telephone
Contact Name

mailto:cclyde@leekennedy.com
mailto:CClyde@leekennedy.com
mailto:CClyde@leekennedy.com


Module 1: Create a project, job, and
contract

11

1 - Create a Project

2 - Create Project

After logging into
CMiC, click on the
blue Field button

Click on "Job
Setup"

Click on "Create
Project"

Click on "Add New"

https://app.screencast.com/ynUGyUmlIV0KA


Type the project number generated from Protrac
Use the People and Culture website to access
the Protrac Playbook

Give the project a "Project Name"

Module 1: Create a project, job, and
contract

12

3 - Create a Project

4 - Create a Project
Complete
mandatory fields (*)
under the General
tab

Click on the
Address tab and
input the address
of where the
project is located

https://www.peopleandculturelkco.com/protrac
https://app.screencast.com/ynUGyUmlIV0KA


Click the magnifying glass to select the 
Department
Job Department
     *NOTE: Default Department should be "00 - Company 
       Level"

Click "Save" when complete

Click on the Job Info tab

Scroll down to Job Setup and review populated fields

Module 1: Create a project, job, and
contract

13

5 - Create a Project

6 - Create a Project

https://app.screencast.com/ynUGyUmlIV0KA


8 - Update Job Info

Click on "Job
Setup"

Click on
"Update Job
Info"

Module 1: Create a project, job, and
contract

14

7 - Update Job Info

Search for the job number and click "Go"
Click on the pencil to edit

https://app.screencast.com/Qh5SrpN5UC6r4?conversation=XGEwopdYAZEGovzIrBjAGG


Confirm the required fields (*) under "Job Detail"
are correct

Use the magnifying glass next to "Project
Manager" to search for the PM

Module 1: Create a project, job, and
contract

15

9 - Update Job Info

https://app.screencast.com/Qh5SrpN5UC6r4?conversation=XGEwopdYAZEGovzIrBjAGG


Click on the magnifying glass next to "Cost Code
Template"

Choose option based on your department

Click "OK"

*NOTE- This template should be used when you are
opening a new job and don't have a budget yet. This
will allow you to begin charging with the codes
from the template

Click on "Automatically Apply Template to Job"

Click "Save"

Module 1: Create a project, job, and
contract

16

https://app.screencast.com/Qh5SrpN5UC6r4?conversation=XGEwopdYAZEGovzIrBjAGG


Click on the "Job Billing" tab

Confirm:
"Default Billing Type"
     *Note: Select "PC" if the contract is lump sum 
       and "COST" if the contract type is 
       cost-plus or GMP
Default Invoice Format
"Billing Rate Table"- Set to "DFLT"
"JB Map Code"- Set to "DFLT"
"Retainage Code"

Click "Save" in the top right corner

Module 1: Create a project, job, and
contract

17

10 - Update Job Info

https://app.screencast.com/Qh5SrpN5UC6r4?conversation=XGEwopdYAZEGovzIrBjAGG


Click on "Add New"

Module 1: Create a project, job, and
contract

18

12 - Create Contract

11 - Create Contract

Click on "Job Setup"

Click on "Enter
Contract"

https://app.screencast.com/OLZjyc0yLIENL


Module 1: Create a project, job, and
contract

19

13 - Create Contract

14 - Create Contract

Click on the "Defaults" tab to confirm the retainage

Enter job number and press
enter

Fields will autofill
Review the "Contract Date"
Click "Save"

*NOTE- Use the "Description" tab to edit

*NOTE- If you are not ready
to upload your budget, but
will need to make man
power projections, refer to
Page 20 (Adding Custom
Phase Codes)

https://app.screencast.com/OLZjyc0yLIENL


Field--> Job Setup--> Maintain Cost Codes
Enter job number
Click "Insert" under "Cost Code Detail"
Enter the "Cost Code" and "Description"

Make sure "Billing" and "Active" boxes are checked
Click "Add/Remove" categories, select the proper cost type

Module 1: Create a project, job, and
contract

20

*NOTE: 
Adding Custom Phase Codes

To add on Billing side:
Field-->Job Setup-->Enter Contract
Enter job number
Click the pencil to go to the job
Under "Contract Information", click "Add New Bill Codes"
Select "New Bill Codes Only", click "OK"
Check that the phase code appears down below the billing
items window



Select the job

Input "Actual Start Date"

Press "Start Job"

Module 1: Create a project, job, and
contract

21

15 - Start Job

To start job, click  
on "Job Setup"

Click on "Start
Job"

16 - Start Job

https://app.screencast.com/ZZIZsQrKkyi1m


Module 2: Project Maintenance

22

1

2

After logging into CMiC, click
on the blue Field button

Check to make sure the job
number is correct

Click the "Project" link at the
top to access Project
Maintenance

Click on the Edit button in the top right corner

https://app.screencast.com/IwrWSGFFZCRE2


Complete:
Notice to Proceed
Substantial Completion Date
Required Certificate Holders
Additional Insured

  

Click "Save" 
       when done

Click on the "Key Players" tab

Use the magnifying glass to
enter

Project Manager-
Signatory
Project Manager
(Company/ Contact)
Project Executive
(Company/Contact)

Click "Save" in top right
corner

4

Module 2: Project Maintenance
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3 

https://app.screencast.com/IwrWSGFFZCRE2


General Tab:
Customer - Your
selection will be
the signer of the
PCI and OCO

Key Players Tab: 
Architect
(Signatory) -
Your selection
will be the signer
of the PCI and
OCO

Defaults Tab:
Default RFQ
Review Period
Auto Calculate
Markups

Module 2: Project Maintenance
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*NOTE

*NOTE: This only works for above the line billing. If the owner
requires the changes to be billed below the line, See Module 5



Module 3: Import a budget

25

1
Open Budget Import File  on the R: Drive

Go to the R: Drive-->CMIC-->Budget Import Utility

Save file to desktop or appropriate folder
*NOTE: Your Excel file will say that it has Macros - these must
be enabled

https://app.vidcast.io/share/f1e53418-e68a-4b70-a126-681a6972cd93
https://appriver3651010989-my.sharepoint.com/:x:/g/personal/jbooras_leekennedy_com/ESmZ4b94zilLjBXZdaAq9K0BrUK97e5AHfjt8o4ntgiKJw?e=fOKNks
https://appriver3651010989-my.sharepoint.com/:x:/g/personal/jbooras_leekennedy_com/EZTsdHyDigxEpXeTsR2aSYwBYFEJp6VeElOFjGu1TB5d1A?e=6RGDNy


Module 3: Import a budget

26

Use the scope
sheet from
preconstuction
to complete
the cost code,
description,
category, and
budget cost

Click on “Translation Tables”
to find the CMiC Cost Code
and the Description

Click “Enable Editing”
to disable Macros

Press “Control F” at the
same time to search the
translation table

Budget Import Utility
Quick Guide

To access, go
to the R:
Drive. Click
on the CMiC
folder, and
click on
“Budget
Import
Utility”

https://app.vidcast.io/share/f1e53418-e68a-4b70-a126-681a6972cd93
https://lkco.egnyte.com/navigate/folder/eea66b86-f4af-42fd-8d55-20e6fc246b4f
https://lkco.egnyte.com/navigate/folder/eea66b86-f4af-42fd-8d55-20e6fc246b4f


Verify that everything in orange is correct

Click "Manually Refresh CMIC Translated Values" to
populate the "CMiC Job Code", "CMiC Cost Code", and
"CMiC Category" columns

Save the Import Utility as a .xlsm file so that you can later
upload as an attachment

Module 3: Import a budget

27

2
Paste the SOV into the excel sheet and confirm that the
required budget columns are completed

Required fields are highlighted in yellow
Cost Code, Description, Category, Budget Cost

                            *NOTE: You should begin entering the budget in 
                              cell B11

https://app.vidcast.io/share/f1e53418-e68a-4b70-a126-681a6972cd93


3
Click "Create PCI (Enterprise) Import File

4

Module 3: Import a budget

28

Log in to CMiC, click on
blue "field" button

Search for the job
number

Save as a .csv file

https://app.vidcast.io/share/f1e53418-e68a-4b70-a126-681a6972cd93


6

Module 3: Import a budget

29

5

Click on Change
Management

Click on PCI Import

To browse for file,
click on "Import
File"

Click "Choose
File"

Select the utility
.csv file

Click "Import" 

https://app.vidcast.io/share/f1e53418-e68a-4b70-a126-681a6972cd93


Module 3: Import a budget
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7

8

Click Close

Click "Validate Imported Data"
           *NOTE: There will be errors

Click "Edit Imported Data"
This will bring you to a new screen

https://app.vidcast.io/share/f1e53418-e68a-4b70-a126-681a6972cd93


Module 3: Import a budget
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9

Check "Validate All Records"

Check "Create Phase/ Category"

Click "Re-Validate"

https://app.vidcast.io/share/f1e53418-e68a-4b70-a126-681a6972cd93


10

To confirm that all records are valid, click on the
Filter icon to turn on the filter.

Type a "N" in the Valid column and click "Enter" to
run the filter.  The filter should show no records.  
Any records shown are invalid and must be fixed.

If you have errors, 
Go back to the original Excel budget and fix the
lines with errors. 
Import the file again--> If you do this, make sure
to delete the first imported file. 
If there are no invalid errors - Click "Close"

Module 3: Import a budget

32

https://app.vidcast.io/share/f1e53418-e68a-4b70-a126-681a6972cd93


Module 3: Import a budget
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11
Once all records are valid, go back to the main
Import screen and click "Build Change Orders"

Click "Create Change Orders"
The unposted PCI will now be in your project.

Click on "Change
Management" 

Click on "Potential
Change Items"

Click on your
Change Item

12

https://app.vidcast.io/share/f1e53418-e68a-4b70-a126-681a6972cd93


Module 3: Import a budget
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13

Review the budget and confirm that the "Total
Budget Amount and the Total Billing Amount
are equal to the contract value

Click on "Post"
 Choose the Proposal Execution date as the
post date.

Click "Proceed"

https://app.vidcast.io/share/f1e53418-e68a-4b70-a126-681a6972cd93


Module 3: Import a budget
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To enable macros, right-click on the file 
Check your downloads if you don't know
where you've saved the file

Click on "Properties"

Check the unblock box bottom next to Security

Troubleshooting

https://app.vidcast.io/share/f1e53418-e68a-4b70-a126-681a6972cd93


Go back to the Budget Import Utility File

Click "Manually Refresh CMiC Translated Values".
Look at the translated fields on the right side of the
table to ensure that the values were all translated
correctly.

Module 3: Import a budget
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Troubleshooting

https://app.vidcast.io/share/f1e53418-e68a-4b70-a126-681a6972cd93


Module 3: Import a budget
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Troubleshooting
Make sure that the company code, job number, and all
items in the orange section are correct.

Make sure that the PCI Code is correct and not
already in the Project

https://app.vidcast.io/share/f1e53418-e68a-4b70-a126-681a6972cd93


Upload Original Budget Import File (.xlms file)

Module 3: Import a budget

38

14 - Add Attachments

Click on "Attachment" tab

Click on upload multiples

15

Click "Proceed" 
     *NOTE: When uploading the attachment, the 
       .xlms file cannot be saved on OneDrive

https://app.vidcast.io/share/f1e53418-e68a-4b70-a126-681a6972cd93


After logging into CMiC, click
on the blue Field button.

In the top left hand corner,
search for the job.  

Click on "Change
Management"

Click on "Potential Change
Items"

Module 4: Manual Budget Setup

39

1

2

Click on "Add Change Item" 
         *This is a blue box on the right hand side of the screen

https://app.vidcast.io/share/c439c420-953b-45e7-b65a-cd1a1d7cd0a3


4
Use the arrow next to "Status" to scroll down to
select "Approved"

Fill in the date and description on the form. 

Module 4: Manual Budget Setup

40

3
Use the arrow next to "Type" to scroll down to select
"Original Budget"

https://app.vidcast.io/share/c439c420-953b-45e7-b65a-cd1a1d7cd0a3


6

Scroll down the page to "PCI Details"

Under "Action" click the blue + button

Scroll right and click on the magnifying glass under
"Phase"
      *NOTE: The job number will auto populate

Click on the box next to the phase code you want to
add and press "Accept"

Module 4: Manual budget setup

41

5

https://app.vidcast.io/share/c439c420-953b-45e7-b65a-cd1a1d7cd0a3


To search, use %_____%

Module 4: Manual Budget Setup
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*NOTE

To add a new phase code to your project,
click "Add New"

https://app.vidcast.io/share/c439c420-953b-45e7-b65a-cd1a1d7cd0a3


When trying to add bill codes to cost codes (items),
adding categories to in "Maintain Cost Codes" will usually
auto-populate the bill code. This is the preferred method
to avoid mistakes when entering the bill codes manually
If a bill code search does not provide any bill code options
to select and add into your line items, do the following:

Field--> Job Setup--> Update Job Info
Click on the "Job Billing" tab

Module 4: Manual Budget Setup
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*NOTE
Errors when adding bill codes to a job

If the field next to "JB Map
Code" is blank, click the
magnifying glass to insert
"DFLT"

Click "OK"



A one-to-one mapping error occurs when a contract
has a bill code mapped to more than one cost code
category.

Module 4: Manual Budget Setup
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*NOTE
One-to-one Mapping Error

Go to CMiC Enterprise-->
Project Controls--> Job
Billing--> Contracts-->
Assign Billing Codes to
Cost Code/ Category

Click on the magnifying glass to select the contract
Click "Export"



Module 4: Manual Budget Setup
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*NOTE
One-to-one Mapping Error

Once the Excel file has loaded, highlight the "Billing
Code" column and click on "Conditional Formatting"

In the dropdown, click "Highlight Cell Rules"

Click "Duplicate Values" 

Click "OK"



Module 4: Manual Budget Setup
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*NOTE
One-to-one Mapping Error

Look through the "Billing Code" column for
highlighted billing codes. This means that the billing
code is mapped to two cost code categories. Copy this
billing code. 

In CMiC, go back to the Assign Billing Codes to Cost
Code/ Category tab in the treeview

Click "Query by Example" to seach for the billing code



Module 4: Manual Budget Setup
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*NOTE
One-to-one Mapping Error

Clear the Billing Code that does not match the Cost
Code Category

Click "Save"

In the treeview, go to Job
Billing--> Contracts-->
Contract Entry



Module 4: Manual Budget Setup
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*NOTE
One-to-one Mapping Error

Use %____% to search for
the contract
Double click on the
pencil.                                
*A new page will load. 

Under "Contract Information", click "Add New Bill Codes"
Click "Add New Bill Codes Only"
Click "Save"

The contract can now be loaded into the forecast



8

Module 4: Manual Budget Setup
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7

Click on the magnifying glass under "Category"

Select the appropriate code 

Scroll right

Enter final amount

https://app.vidcast.io/share/c439c420-953b-45e7-b65a-cd1a1d7cd0a3


Enter billing amount
           *NOTE: This should be the same value as the 
             "Final Amount"

10

Module 4: Manual Budget Setup
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9

Click the "Save" button in the top right corner

https://app.vidcast.io/share/c439c420-953b-45e7-b65a-cd1a1d7cd0a3


Click "Post"

Click "Proceed"

12

Module 4: Manual Budget Setup
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11

To confirm that the
budget has been added
correctly:

 Click on "Cost
Reporting"

Click on "Cost Status
Query (Category)" 

https://app.vidcast.io/share/c439c420-953b-45e7-b65a-cd1a1d7cd0a3


Module 4: Manual Budget Setup
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13

This page will allow you to check the budget and
export the budget to an excel document

*NOTE

You can drag and drop the column header to group
the report by that column

https://app.vidcast.io/share/c439c420-953b-45e7-b65a-cd1a1d7cd0a3


Module 5: Create PCI Markups/ 
PCI Markup Rules

53

1

2

After logging into
CMiC, click on the
blue Field button 

Click on "Job Setup"

Click on "PCI
Markup Rules"

Select the PCI type you want to set the markup rules 

*NOTE: PCO (Scope Change) is the only type that is an 
  external change order

All other types are either internal change orders
or budget transfers

https://app.screencast.com/kn6uHWfeE2Uey


Assign the "Order"
This is the order the markups will appear on the
the change order

Add a "Description"

Module 5: Create PCI Markups/ 
PCI Markup Rules

54

To add a new markup, click "New"

3

4

https://app.screencast.com/GI7C2roN1ssqm


Complete the remaining information:
Rounding Rules - more often than not you will
select "No Rounding"

Rounding Method - select "Standard"

Level - this the order in which your markups will
calculate

                   *NOTE: 
                     Level 1 - Markups calculate on the change  
                                     order only.
                     Level 2 - Markups calculate on change order 
                                      & Level 1
                     Level 3 - Markups calculate on change order, 
                                      Level 1 & Level 2

Module 5: Create PCI Markups/ 
PCI Markup Rules

55

5

Click "Save"

https://app.screencast.com/kn6uHWfeE2Uey


Module 5: Create PCI Markups/ 
PCI Markup Rules

56

6

Scroll down to "Details" and click the "+" button to
fill out additional details to create the markup rule
    *NOTE: See Markup Rules Explained for additional
      notes

Click "Save" when done

7

https://app.screencast.com/kn6uHWfeE2Uey


Other Markup Rules Explained 

Order: The order the markup will appear on the PCI

Level: The level is how the PCI calculates

Module 5: Markup Rules Explained
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*NOTE: When billing below the line, select a change order
phase rather than the original contract phase code. This
ensures that the markups will be coded to an OCO line

*For further explanation, see example below:

https://app.screencast.com/GI7C2roN1ssqm?conversation=fDgWPJbjJzrHmoWAXUOMM7


"Calculate On" is what the markups calculates on
i.e - For fee, select "ALL" for jobs, "ALL" for phases, and
"ALL" for category because you want to calculate on
all phases and categories within the PCI
There are times this will be different. For example: for
CDI you will select "ALL" for phases but only select
category "Subcontracts" so the markups will only
calculate CDI the subcontract PCIs

Module 5: Markup Rules Explained
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"Allocate To":
Select "Inherited" for job
Select the phase you want the markup to hit
Select the category
Add the Budget % and Billing % (this should be the
same for both)

https://app.screencast.com/GI7C2roN1ssqm?conversation=fDgWPJbjJzrHmoWAXUOMM7


2

Module 6: Create a subcontract

59

1

After logging into
CMiC, click on the
blue Field button. 

Click on "Subcontract
Management"

Click on
"Subcontract"

Click on "Add Subcontract" 
       *This is a blue box on the right hand side of the 
         screen

https://app.vidcast.io/share/669d045e-f2cf-4eb9-9a44-26070da03503


Choose the "Vendor" by clicking the magnifying glass
    *NOTE: Click on "ALL" to search for vender 
Add a description in the "Description" box
Confirm date

4

Module 6: Create a subcontract

60

3

Scroll down to
Accounting

Confirm
Invoiced
Default
Retainage %

https://app.vidcast.io/share/669d045e-f2cf-4eb9-9a44-26070da03503


Scroll down to "User Defined" and confirm:
"Monthly Billing Date"
% Markup
% Markup - Sub-Subcontractor Work Performed

6

Module 6: Create a subcontract
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5

Click the magnifying glass and identify
Payment and Performance Bond
Scope Details

https://app.vidcast.io/share/669d045e-f2cf-4eb9-9a44-26070da03503


Scroll down to "Schedule of Values"

Click the blue "+" 

Module 6: Create a subcontract
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7

Task Code - Input the subcontract line number
     *NOTE: In most cases, this will be "01"

Task Name - Type in the line description

8

https://app.vidcast.io/share/669d045e-f2cf-4eb9-9a44-26070da03503


Use the magnifying glass to identify:
W/M - In most cases this will be "LS"
Amount - Type in the dollar amount

Module 6: Create a subcontract
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Scroll to the right to complete the line information:
Job - Select the project number if it does not auto
populate
Phase - Select the phase code
Category - Select the category code
     *Note: this should be "S" for all subcontractor 
       costs

9

https://app.vidcast.io/share/669d045e-f2cf-4eb9-9a44-26070da03503


Scroll down to "Key Dates"
Input

Start Date
End Date
Issued Date

11

Module 6: Create a subcontract

64

10

Click "Save"

https://app.screencast.com/bGxqroDXSH6Q0


Module 6: Create a subcontract
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12
To print/run the report - Click "Print" in the top
right corner of the screen

Once a new window opens, click "Print" again

*NOTE
Use the arrow next to "Template" to identify the
form to be printed

https://app.screencast.com/bGxqroDXSH6Q0


14

Module 6: Create a subcontract
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13
Click "Run Report"

To post the subcontract
Click "Post" in the top right corner
Click "Proceed"

*NOTE- The subcontract should be sent through
DocuSign and fully executed before posting

https://app.screencast.com/bGxqroDXSH6Q0
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16

Go back to the tree
view on the left side
of the screen

Click on "Cost
Reporting"

Click on "Current
Cost to Date (Live)"

15

Click on the 3 dots next to "Spent/Committed" to
choose the categories to show on the job

https://app.screencast.com/bGxqroDXSH6Q0
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Project Administration



Click on "Add Change Item" 
         *This is a blue box on the right hand side of the 
           screen

Module 7: Create a PCI
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1

2

After logging into
CMiC, click on the
blue Field button. 

Click on "Change
Management"

Click on "Potential
Change Items"

https://app.vidcast.io/share/9c2679c6-ede1-4e81-896d-c4d2e3333c13


Use the arrow next to "Type" to scroll down and choose
the appropriate option

           *NOTE: See the Glossary section of the playbook for the 
            definitions of each "Type". Transfers will need an offset 
            line for the amount that is being transferred. See below

Module 7: Create a PCI
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3

4

Click on the
arrow next to
"Status" to
select "Open"

Choose the
date

https://app.vidcast.io/share/9c2679c6-ede1-4e81-896d-c4d2e3333c13
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5

6

Write a description 

Scroll down to "PCI Details"

Under "Action" click the blue "+" button

https://app.vidcast.io/share/9c2679c6-ede1-4e81-896d-c4d2e3333c13
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7

Option 1 - For a non-subcontractor change:
Add a description

The job number will autofill

Select a phase and category by clicking the
magnifying glass

https://app.vidcast.io/share/9c2679c6-ede1-4e81-896d-c4d2e3333c13
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7

Option 2 - For a subcontractor change:
Click the magnifying glass next to "Vendor" and
select a vendor.

The "Subcontract" will auto populate unless there
are multiple subcontracts for the same vendor. If
that is the case, click the magnifying glass and
select the correct subcontract.

The "Phase" and "Category" will auto populate to match the
subcontract unless there are multiple phase codes linked
to that subcontract. 

If this is the case, select the phase code this change
order should be allocated to. (See below)

Module 7: Create a PCI

https://app.vidcast.io/share/9c2679c6-ede1-4e81-896d-c4d2e3333c13
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8
Scroll to the right and add the "Final Amount"

            *NOTE: The "Billing Amount" should auto populate 
              to match the Final Amount.

*NOTE:
If this is a Subcontractor Change, then the
"Subcontract Change" will default to TBD and the Task
ID will match the PCO number. 

The subcontractor change order number will be
assigned upon posting

Module 7: Create a PCI

            *NOTE: For transfers, the amount must net to zero

https://app.vidcast.io/share/9c2679c6-ede1-4e81-896d-c4d2e3333c13


Once the PCI has been saved, you will see some
additional options in the top right corner. Click
"Calc. Markups" to add markups to the PCI

10

75

9

Click "Save" in the top right corner

Module 7: Create a PCI

https://app.vidcast.io/share/9c2679c6-ede1-4e81-896d-c4d2e3333c13
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11

12

Once the change order is ready to be approved,
click "Edit"

Change "Status" of PCI to "Approved"

Click "Save"

https://app.vidcast.io/share/9c2679c6-ede1-4e81-896d-c4d2e3333c13
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13 - For Internal COs and Transfers:

Click "Post"

Click "Proceed"

*NOTE: For PCIs with "Type - Scope Change", the PCI
will be posted through an owner change order because
they affect the budget

(See Module 8 for owner change order posting)

https://app.vidcast.io/share/9c2679c6-ede1-4e81-896d-c4d2e3333c13


Click "Edit"
Use the magnifying glass to select the contact
Select the due date
Click "Save"

NOTE:

To send a RFQ:
Go back to your PCI 

Change Management --> Potential Change Items-->
Click on the PCI

Click on the RFQ tab

Module 7: Create a PCI
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Click "Broadcast RFQs"
Select Template
Click "Send"

https://app.vidcast.io/share/9c2679c6-ede1-4e81-896d-c4d2e3333c13


NOTE:

To void a PCI:
Click on "Change Management"               

Click on "Potential Change Items"
Select the PCI you want to unpost 
Click "UnPost"
Click "Yes"

Module 7: Create a PCI

79

https://app.vidcast.io/share/f44ef8d7-ffcf-46c8-8123-8ca53e5485d3


After logging into
CMiC, click on the
blue Field button. 

Click on "Change
Management"

Click on "Owner
Change Orders"

Module 8: Create an owner
change order

80

1

2

Click on "Add Change Order"

https://app.screencast.com/vQWB4uPFrqmEd


Module 8: Create an owner
change order
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3

4

Add a "Title"

Add "Owner's CO#"

Scroll down
and click on
"Add PCI's"

Select the PCI

Click "Accept"

https://app.screencast.com/vQWB4uPFrqmEd


Module 8: Create an owner
change order
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5

6

Click "Save"

Click "Post"
    *NOTE: At this time, you can add 
      attachments or print the OCO

https://app.screencast.com/vQWB4uPFrqmEd


1

2

Module 9: Create a subcontractor
change order

83

Click on "Change Orders"

Click on "Create SC Change"

After logging into
CMiC, click on the
blue field button 

Click on
"Subcontractor
Management"

Click on "Subcontract"

Select the
Subcontract 

https://app.vidcast.io/share/31f5299c-19e8-49a8-8e1b-ace2a94e0a43


Select the PCI

Click "Close"

Click "Save"
*NOTE- Wait for signatures before posting

3

Scroll down to the Schedule of Values

Click "Add PCIs"

4

Module 9: Create a subcontractor
change order

84

https://app.vidcast.io/share/31f5299c-19e8-49a8-8e1b-ace2a94e0a43


*NOTE: For PCIs designated "Type: Scope Change", the
PCI will be posted through an owner change order.
         (See Module 8 for owner change order posting)

5
Click "Post"

Click "Proceed"

6

Module 9: Create a subcontractor
change order

85

To review a posted
change order:

Click on
"Change
Management"

Click on
"Subcontractor
Tracking Log"

https://app.vidcast.io/share/31f5299c-19e8-49a8-8e1b-ace2a94e0a43


7
This is a log of the status of change orders

PCI post date: Date the PCI was posted and
when it is hitting the budget
OCO#: Owner Change Order the Subcontractor
Change Order is linked to
SCO#: Subcontractor Change Order that can be
clicked into

If there is no Contractor Post Date then the
subcontractor change order has not been
posted yet. 

If the information is blue, then the link to that
item is live

Module 9: Create a subcontractor
change order

86

https://app.vidcast.io/share/31f5299c-19e8-49a8-8e1b-ace2a94e0a43
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To post a SCO that has not been posted yet, 
Go to "Subcontract Management-->"Subcontract" in the
treeview
Select the subcontract
Click on the "Change Orders" tab 
Click on "Create SC Change"
Click on "Add PCIs"
Check off selected PCIs
Click "Save" and "Post"

When referencing back to the tracking log, there will be a post
date for any subcontractor change orders that have been posted. 

*NOTE:

https://app.vidcast.io/share/31f5299c-19e8-49a8-8e1b-ace2a94e0a43


To void a subcontractor change order
Click on "Subcontract Management"

Click on "Subcontract Change Orders"
Select the PCO you want to unpost 
Click "Void"
Click "Proceed"

Module 9: Create a subcontractor
change order

Click on "Potential Change Items"
Select the PCO you want to unpost 
Click "Unpost"
Click "Yes"

88

**NOTE:

https://app.vidcast.io/share/31f5299c-19e8-49a8-8e1b-ace2a94e0a43


1 - Set up first bill

Module 10: Create owner invoices
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After logging into
CMiC, click on the
blue field button 

Click on "Job
Billing"

Click on "Enter
Contract"

Enter the job
number next to
"Find"

Press Go

Click on the
pencil next to
the job number 

2 - Set up first bill

https://app.vidcast.io/share/2741d911-711b-4106-b96a-67300de1f403


Select "Add New Bill
Codes Only"

*NOTE- This only
needs to be done if a
cost code was added
to the job since the
last bill

Click "OK"

Click "Save"

Under "Billing Items" select Group 5

Click on "Add New Bill Codes"

3 - Set up first bill

Module 10: Create owner invoices
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4 - Set up first bill

https://app.vidcast.io/share/2741d911-711b-4106-b96a-67300de1f403


Click on "Description"

Click on the magnifying glass next to "Invoice
Format" and change the Invoice Format to 5

Click "OK"

5 - Set up first bill

Module 10: Create owner invoices
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6 - Set up first bill

Click on "Insert Multiple"

https://app.vidcast.io/share/2741d911-711b-4106-b96a-67300de1f403


7 - Set up first bill

Module 10: Create owner invoices
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8 - Set up first bill
Set up the line items for the bill the way the owner
wants to see them
     *NOTE: The "Budg. Billing Amt" will auto populate on 
       line 1. DO NOT delete this number

*NOTE: To make the table larger, click on "Detach"

https://app.vidcast.io/share/2741d911-711b-4106-b96a-67300de1f403


Click "Save"

9 - Set up first bill

Module 10: Create owner invoices
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10 - Set up first bill
Click on "Billing Codes"
     *NOTE: Click "Detach" to see the table in a 
       separate window

Scroll
right to
"Group 5"

https://app.vidcast.io/share/2741d911-711b-4106-b96a-67300de1f403


Go back to "Billing Items"

Click back on "Group 5"
Check to make sure that your budget aligns

Click "Save"

Code items to go to the line that you want them to
hit

11 - Set up first bill

Module 10: Create owner invoices
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12 - Set up first bill

https://app.vidcast.io/share/2741d911-711b-4106-b96a-67300de1f403


13 - Create new owner bill

Module 10: Create owner invoices
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After logging into
CMiC, click on the
blue field button 

Click on "Job
Billing"

Click on "Prepare
Bill" 

Click the magnifying
glass next to
"Company" and
"Contract Number"

Click "Draw" to
create a new owner
bill

Click "OK" 

14 - Create new owner bill

*NOTE: If this is the first bill on the contract, see Step 1

https://app.screencast.com/XJ4WGaDe5zdN0
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15 - Include change orders in your bill

16 - Include change orders in your bill

Within JBBILL TRANSACTIONS popup, use the
"Status" buttons to select how to treat each PCI on
the current Draw/Req

Click "Change Orders" to access all posted PCI's
(external and budget/internal transfers)

https://app.vidcast.io/share/f3d8dd2f-5ba5-44ce-bcda-58f2a4993593
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17 - Include change orders in your bill

*NOTE: Status is color coded
Green= Unbilled Transactions
Yellow= Temporarily Deferred
Red= Permanently Deferred
Blue= Future Transactions

*NOTE: The PCI status can be filtered using the check
boxes under "Selection Criteria"

https://app.vidcast.io/share/f3d8dd2f-5ba5-44ce-bcda-58f2a4993593
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18 - Include change orders in your bill

When change orders are complete, click "Save" and
then click, "Exit"

19 - Assign job cost transactions to owner bill

Click on "Cost Transactions"
   *Note: A new window will appear

https://app.vidcast.io/share/9f111d01-4c93-48a3-bae0-4c75e62a5043
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20 - Assign job cost transactions to owner bill

Use the "Status" column to
select how to treat each
transaction

B (Green)= Currently Billed
T (Yellow)= Temporarily
Deferred: Do not bill this
period
P (Red)= Permanently
Deferred/ Will not be billed 

21 - Assign job cost transactions to owner bill
To defer a transaction, click the "T" button under
status.
    *NOTE: Deferring a transaction will push it to the 
      next draw/bill

https://app.vidcast.io/share/9f111d01-4c93-48a3-bae0-4c75e62a5043
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22 - Assign job cost transactions to owner bill

To permanently defer a transaction to a future draw,
click the "P" button under status.
     *NOTE: Permanently deferring doesn't push the 
       transaction to the next draw, it allows you to decide 
       when to push the transaction to

23 - Assign job cost transactions to owner bill

To bill an item that was permanently deferred, click the
"B" button under status.
     *NOTE: This will pull the item into the current draw

https://app.vidcast.io/share/9f111d01-4c93-48a3-bae0-4c75e62a5043


Click "Save"
     *NOTE: The item that has been pulled into the  
       current draw will turn green to indicate that it is 
       unbilled. 
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24 - Assign job cost transactions to owner bill

25 - Assign job cost transactions to owner bill

Scroll to the right and check the "Express Bill" box
to finish pulling the transaction into the current
draw

https://app.vidcast.io/share/9f111d01-4c93-48a3-bae0-4c75e62a5043
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26 - Assign job cost transactions to owner bill

When cost transactions are complete, click "Save"
and then click, "Exit"

27 - Assign job cost transactions to owner bill

Notification will read, "Recalculate Bill"

Click on "Recalc. Billings" button

https://app.vidcast.io/share/9f111d01-4c93-48a3-bae0-4c75e62a5043
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28 - Assign job cost transactions to owner bill

A new popup will appear, click "Recalc. Billings"

Click "Cancel" to exit

https://app.vidcast.io/share/9f111d01-4c93-48a3-bae0-4c75e62a5043
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29 - Exporting Subcontractor Reqs from GCPay (Option 1)

To import subcontractor reqs to CMiC:
Login to GCPay to access sub reqs
Click on "CMiC" tab
Filter based on project number
Select items you'd like to export
Click "Export"

Click "Yes" on popup

*NOTE: Make sure all subcontractor reqs have been
approved in the project before exporting reqs to CMiC

https://app.vidcast.io/share/8e4e78b7-44bf-4f94-b12b-1db4a9f67243
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29 - Exporting Subcontractor Reqs from GCPay(Option 2)

To import subcontractor reqs to CMiC:
Login to GCPay to access sub reqs
Click on "Projects" tab
Select your project

Within the project, click the "Integration" tab
Select items you want to export
Click "Export"

Click "Yes" on popup

*NOTE: Make sure all subcontractor reqs have been approved
in the project before exporting reqs to CMiC

https://app.vidcast.io/share/8e4e78b7-44bf-4f94-b12b-1db4a9f67243
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29 - Exporting Subcontractor Reqs from GCPay

To check that the reqs have come over from CMiC:
Log into CMiC

Field--> Cost Reporting-->Detail Job Cost Report
Click the magnifying glass next to "Job" to seach
for the correct job
Above "Post Date: Month" use the calendar to
input the "From:" and "To:" dates
Use the dropdown arrow to input the category
code

Under "Exportable Application for Payment" in GC
Pay, click "Exported"
Click on the arrow next to "Export Date" in GC Pay to
cross reference the list in CMiC

https://app.vidcast.io/share/8e4e78b7-44bf-4f94-b12b-1db4a9f67243
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30 - Add Subcontractor Cost to an Owner Bill

31 - Add Subcontractor Cost to an Owner Bill 

After logging into
CMiC, click on the
blue Field button

Click on "Job Billing"

Click on "Prepare Bill"

Verify the company 

Enter the contract number

https://app.vidcast.io/share/8e4e78b7-44bf-4f94-b12b-1db4a9f67243


*Note: For all subcontractor costs to be added to the bill,
change the "Status" to B

*Note: If the req does not appear, check the "Unbilled
Transactions" and "SC Unposted Pay Request"

Click on "Recalc. Billings"
    *NOTE: Before you do your bill, always click 
      "Recalc. Billings" for GC Pay invoices to be 
      available in the bill

Click on "Cost Transactions"
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32 - Add Subcontractor Cost to an Owner Bill

33 - Add Subcontractor Cost to an Owner Bill

Scroll right to
check "Express
Bill"

Click "Save" and
"Exit"

https://app.vidcast.io/share/8e4e78b7-44bf-4f94-b12b-1db4a9f67243
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34 - Bill lump sum line items including fee and insurance

Within the Prepare Billing window, scroll down to
Summary

35 - Bill lump sum line items including fee and insurance

Access the group number tab that cooresponds
with the invoice format

https://app.vidcast.io/share/2c0e01ff-0b88-4301-a760-0df06dbd1493
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36 - Bill lump sum line items including fee and insurance

*NOTE: Click on the magnifying glass next to "Invoice
Format" to see how invoice templates are organized

37 - Bill lump sum line items including fee and insurance

To bill a lump sum, input dollar amount into
"Current Completed" or "Compl & Stored"
     *NOTE: % Complete can also be input at this time

https://app.vidcast.io/share/2c0e01ff-0b88-4301-a760-0df06dbd1493
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38 - Bill lump sum line items including fee and insurance

39 - Bill lump sum line items including fee and insurance

Click "Recalc.
Billings" 

Click "Recalc.
Billings" and
"Cancel" to exit

Click "Save"

https://app.vidcast.io/share/2c0e01ff-0b88-4301-a760-0df06dbd1493
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40 - Clear billing and retainage overrides

Scroll down to the
Summary

Click the box on
the far left for the
line item that you
want to clear and
override

41 - Clear billing and retainage overrides

At the bottom of the Summary Click "Clear Billed
Amount Overrides"

Click "Save" in the top right corner

https://app.vidcast.io/share/3f02dd86-f15f-4bcd-892d-7c223021f5a3
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42 - Print the bill and backup

Click "Recalc. Billings"

Click "Generate" to generate a bill

43 - Print the bill and backup

Click either "Print Draft" or "Print"
     *NOTE: "Print Draft" will have the words DRAFT 
       INVOICE  written on it

https://app.vidcast.io/share/b1b4afa9-8239-4a2a-9a71-a61802c52db3
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44 - Print the bill and backup

To print backup, click the print button, a new
window will popup

To run backup, click "Close"

45 - Print the bill and backup

After clicking "Close" a new popup will open. Click
"Run Report" to view billing backup or "Close" to
exit

https://app.vidcast.io/share/b1b4afa9-8239-4a2a-9a71-a61802c52db3


To print, click "print"

Click "Run Report"

Module 10: Create owner invoices

115

46 - Print the bill and backup

47 - Print the bill and backup

This will generate a report that can be printed

https://app.vidcast.io/share/b1b4afa9-8239-4a2a-9a71-a61802c52db3


*NOTE- Cash Flow Reporting
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Each month, every project is required to include a
cashflow/ cost projection report for the project
The purpose is two-fold:

The cash flow report is to be used as a tool by the PM/
Superintendent/PX/GS to verify the construction
schedule by marrying the remaining cost to be spent
on the project by month
The cash flow report will be used as a tool by Mike
Heath to prepare monthly corporate financial reports

It is understood that the preparation of this report is not an
“exact science”, however, every effort must be made to
provide accurate reporting. It is highly recommended that
input is received from subcontractors to assist in creating
accurate reports

For directions on how to complete a Cash Flow Report, see the
Monthly Cost Report module in the Project Management
Reference Guide

https://app.vidcast.io/share/e228c4a1-f87b-4657-b454-36eb334cb783
https://www.peopleandculturelkco.com/departmentguides
https://www.peopleandculturelkco.com/departmentguides


*NOTE- Cost Reporting
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Why do we do cost reports? 
Cost reports are a tool to help us understand the financial
health of the project. Entering accurate projections, reviewing
the data, and analyzing it will help you come to a conclusion
about the narrative of your project. The cost report is a
snapshot in time that allows you to compare more accurately
the changes from month to month. It will also let you directly
compare the amount billed versus the cost. 

Timeline

https://app.vidcast.io/share/e228c4a1-f87b-4657-b454-36eb334cb783
https://appriver3651010989-my.sharepoint.com/:x:/g/personal/jbooras_leekennedy_com/EWqBlB6CeKRPilir41ASQ7UBdXMFiV13En8W-vmpRhNpAw?e=FoJTW6


*NOTE
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Terms to know

Fee: Fee on the cost report is the job level profit that we
expect to earn on the project

Stipulated fee: Calculated as a percentage of cost at
the time of GMP. This is the minimum fee we expect
to earn on a project

Shared savings: Any savings left in the GMP is split
with the owner at the conclusion of the project 

Incentives: Incentives are where we earn additional
fee when we achieve a certain milestone on the
project. These are typically schedule related

Lump Sum/General Conditions: We agree to take
the full risk (and benefit) of the general conditions
budget

https://app.vidcast.io/share/e228c4a1-f87b-4657-b454-36eb334cb783


Terms to know

Contingency: Contingency is a provision for an
unforeseen event. *Think of this as a bucket of money
set aside for something we did not plan on*

In terms of the cost report, the contingency is the
total "cushion" that protects the LKCo fee. It is the
difference between our contract value and the
expected final cost

On a GMP cost report, the contingency is the
bottom line variance and is the singular most
important number on the cost report

(See examples on next page)

Adapted from Tom LeClerc 3/13/2023

*NOTE
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https://app.vidcast.io/share/e228c4a1-f87b-4657-b454-36eb334cb783
https://appriver3651010989-my.sharepoint.com/:p:/g/personal/jbooras_leekennedy_com/Eaf6JOGJlv5GpksOj5WneFkB3G3wyGpX5f-plHe0QELnZw?e=lVqsvN


Enter amounts in "Cost to Complete" for Fee and Insurance so that the
variance on these lines is zero.
 There are no items on the contingency log, because zero known
contingency draws identified. Nothing is entered on "Cost to Complete"
The total "Completion Variance" represents the "Project Contingency"

*NOTE
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Insurance and Fee Example:

Allowance and Related Cost Example:

"Cost to Complete" is adjusted for allowance to make variance zero. 

*NOTE- In all circumstances when a negative value is entered in "Cost
Complete", always enter a note explaining why.

https://app.vidcast.io/share/e228c4a1-f87b-4657-b454-36eb334cb783


There are different ways to view
the cost report in the treeview

Current Cost to Date
This is your live budget. 
Anything that is blue can                                                
be edited

*NOTE
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Cost Projections
This is where you will complete your cost report each
month. 

Monthly Cost Report
This is the broken out
SOV

https://app.vidcast.io/share/e228c4a1-f87b-4657-b454-36eb334cb783


After logging into CMiC,
click on the blue "Field"
button

Search for the job number
in the top search bar

Click on "Cost Reporting"

Click on "Cost
Projections"

1 - Update Cost Report

2 - Update Cost Report
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Review the contract number, year, and period. 

Scroll left and click "Go" to load the cost report

https://app.vidcast.io/share/e228c4a1-f87b-4657-b454-36eb334cb783


To update your cost report:
 Update the "Cost to Complete"
Add in any notes. Please note if cost codes don’t show up,
refer to page 20 

3 -Update Cost Report
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Click on the magnifying
glass next to "Cost to
Complete" on any labor
line to access labor
projections

Click "Save"

Click "Store Forecast" in
the top right corner

https://app.vidcast.io/share/e228c4a1-f87b-4657-b454-36eb334cb783


Go back to the treeview

Click on "Cost Reporting"

Click on "Monthly Cost
Report"

4 - Print Cost Report

5 - Print Cost Report
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To print your cost report, you can print it in either a PDF or
Excel format

Click on the "Export to Excel" icon to export the report
into an Excel document
Click on the "Export to PDF" icon to create a PDF file

*NOTE: 
Click on the "Maximize" button to make the report larger
Click on the "Filter" button to filter results

https://app.vidcast.io/share/e228c4a1-f87b-4657-b454-36eb334cb783


6 - Print Labor Report

7 - Print Labor Report
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Go back to the
treeview

Click on "Cost
Reporting"

Click on "Detail Job
Cost Report"

Use the
magnifying
glass next to
"Contract" to
input the job
number

Click "OK"

https://app.vidcast.io/share/e228c4a1-f87b-4657-b454-36eb334cb783


8 - Print Labor Report

9 - Print Labor Report
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Above the "Category Code" filter by L (Labor)

Click on the calendar to identify the "Reference Date"

To view your labor report, 
Click on the "Export to Excel" icon to export the report
into an Excel document
Click on the "Export to PDF" icon to create a PDF file

*NOTE: 
Click on the "Maximize" button to make the report larger
Click on the "Filter" button to filter results

https://app.vidcast.io/share/e228c4a1-f87b-4657-b454-36eb334cb783


Use the
magnifying
glass next to
"Contract" to
input the job
number

Click "OK"

10 - Print Labor Report

11 - Print Labor Report
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Go back to the
treeview

Click on "Cost
Reporting"

Click on "Labor Hours
Report"

https://app.vidcast.io/share/e228c4a1-f87b-4657-b454-36eb334cb783


12 - Print Labor Report
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To print your cost report, you can print it in either a PDF or
Excel format

Click on the "Export to Excel" icon to export the report
into an Excel document
Click on the "Export to PDF" icon to create a PDF file

*NOTE: 
Click on the "Maximize" button to make the report larger
Click on the "Filter" button to filter results

https://app.vidcast.io/share/e228c4a1-f87b-4657-b454-36eb334cb783


There are 3 ways to view the cost report.
     *NOTE: Scroll down on the far right to view 

*NOTE

Module 11: Cost Reporting/ Projections
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a. Contract Forecast Summarized by Cost Code

b. Contract Forecast Summarized by Category

c. Contract Forecast Summarized by SOV

If your cost report is not populating, verify the "Year" and
"Period"

https://app.vidcast.io/share/e228c4a1-f87b-4657-b454-36eb334cb783


      *NOTE: The PM will 
        receive an email 
        notification that they 
        have an open invoice to 
        approve

After logging into CMiC,
click on the blue field

Click on "Workflow
Notification"
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1

2
The unapproved invoice will appear on the right side
of the screen

https://app.vidcast.io/share/e1aa60a9-27a3-4ac0-8928-8c03584f8253
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3

4

Click on the notification
A new screen will load on the right

Click on "View"

After clicking "View", a new screen will appear
Click on the pdf on the left side of the screen

https://app.vidcast.io/share/e1aa60a9-27a3-4ac0-8928-8c03584f8253
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5

6

View the invoice and
confirm it to be approved
and processed for
payment

Scroll down to "Registered
Invoice Details

Click the blue "+"

Use the magnifying
glass to input

Cost Code/
Account
Category 
Amount

*NOTE- The WM Code
will autofill

    **To add another line, click the blue "+" on the 
      right side of screen

https://app.vidcast.io/share/e1aa60a9-27a3-4ac0-8928-8c03584f8253
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7

*NOTE
To verify that you have entered the distribution for
the entire invoice amount, scroll to "Registered
Invoice Header"

Distributed Amt should equal the total “Invoice
Amount” 
“Remaining Balance” should be 0.00

Click "Update" at the top of the screen

https://app.vidcast.io/share/e1aa60a9-27a3-4ac0-8928-8c03584f8253


Once you click on “Approve” a new screen will
show and you must click “Submit” to complete
the full Approval process of the invoice

Module 12: Approving Invoices
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8

9

To approve the invoice, click "Approve"

To reject the invoice, write a comment in the
comment section and click "Reject"

https://app.vidcast.io/share/e1aa60a9-27a3-4ac0-8928-8c03584f8253


      *NOTE: The PM will 
        receive an email 
        notification that they 
        have an open invoice to 
        approve

After logging into CMiC,
click on the blue field

Click on "Workflow
Notification"
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1- Approving Committed Invoices

2- Approving Committed Invoices

The unapproved invoice will appear on the right side
of the screen
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3- Approving Committed Invoices

4- Approving Committed Invoices

Click on the notification
A new screen will load on the right

Click on "View"

After clicking "View", a new screen will appear
Click on the pdf on the left side of the screen
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5- Approving Committed Invoices

6- Approving Committed Invoices

View the
invoice and
confirm:

Job #
Contract #
Invoice
Amount

Scroll down to "Registered Pay Request Detail”

Review line items

*NOTE- These are the items that the invoice is entered
against. The “Previously Certified Amount” cell would be
filled if a previous invoice amount was billed against that
line item.
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7- Approving Committed Invoices

8- Approving Committed Invoices

Choose the line item
Scroll right to “Current Task Amount” and enter the
invoice amount into the cell

Click “Update” and the
top of the screen

*The screen will refresh and
you will see that the
“Distributed Amount” and
“Total Completed” on the
left side of the screen will
equal the “Invoice Amount”

The “Current Task Amount” and
the “Invoice Amount” should be
the same
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9- Approving Committed Invoices

10- Approving Committed Invoices

Close out of the screen
This will take you back to the “Workflow
Notifications” screen

Click the “Approve”
button

The screen will
refresh and
show that the
invoice is
approved
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11- Approving Committed Invoices

Click “Submit”
The page will reload

Once you see the message “You have successfully
approved, rejected, or closed the selected
notifications”, you have fully approved the invoice



REFERENCE: Report Guide 

Accounts Payable Reports
Non Compliance Reports

Insurance, Job
Orders, Lower Tier
Waivers, Lien
Waivers, Recons, Etc.

Check Reconciliation
Aged Payables by Job
Report
Vendor List Reports

Accounts Receivable Reports

Billing Status Report
Payment Status Report
Aged Report
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REFERENCE: Report Guide

Job Costing Reports
Project Budget Report
Job Cost Transaction
Report
Job Cost Variance
Report
Cash Flow Report
Cost Detail Report

Subcontract Management Reports

Non-Compliance Report
Subcontractor Draw
Request
Commitment Detail
Report
Subcontract Detail
Summary Report
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REFERENCE: 
CMiC Assist Resource

To access CMiC Assist, click on the life raft next to
your user name in the top right corner
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Click the chat
assist next to
your user name

 If you click
here, you can
send a message
to a CMiC expert

If you find that CMiC is not working correctly, use the
CMiC Cloud Status to see if there is an incident report
filed

https://docs.cmicglobal.com/portal/Content/E_Reference_Material/CMiC_Assist/CMiC_Assist.htm
https://status.cmiccloud.com/?subscription_confirmed=true


GLOSSARY OF TERMS

PCO
(Proposed

Change Order)
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Term in Procore Term in CMiC Definition

PCI

A formal proposal
issued to the owner
for a change in
either the project
cost or project
schedule

A fixed set of
codes that are
used to manage,
track, and report
costs on a
construction
project

Phase CodeCost Code

Commitment(s) Subcontract(s)
A contract issued
to a subcontractor



GLOSSARY OF TERMS

CCO
(Commitment
Change Order)
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Term in Procore Term in CMiC Definition

SCO 
(Subcontract

Change Order)

A change order
written to a
subcontract

A series of PCI's
(change orders)
rolled into an
owner change
order

OCO (Owner
Change Order)

PCCO (Prime
Contract Change

Order)

Budget
Billing Budget/

Cost Budget

*NOTE: Both the
billing and cost
budget in CMiC
mean the same
thing and should
always be equal



GLOSSARY OF TERMS

Categories:
 Labor1.
 Subcontracts2.
 Materials3.
 Equipment4.
 Other5.
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Term in Procore Term in CMiC Definition

Categories: 
L= Labor
S= Subcontract
M= Materials
E= Equipment
O= Other

Additional
categories that are
new to CMiC and
not previously
used in Procore or
Viewpoint

C= Contingency
A= Allowance

*NOTE: While the
majority of
subcontract costs
are coded to
S/Subcontract,
you will now have
the option to code
things like sub
changes to a new
category,
C/Contingency or
A/Allowance. This
is an optional
functionality. If
you prefer to code
to S/Subcontract,
you are able.



GLOSSARY OF TERMS

147

Term in Procore Term in CMiC Definition

Budget
Modification/

Transfer 

Budget
Modification/

Transfer 

Contingency
Usage

Class: Transfer

Allowance Usage

Class: Transfer

 Budget Transfer

Class: Transfer

Budget transfer to
move
contingency costs
into other line
items

(Must net to $0)

Budget transfer to
move allowance
costs into other
line items

(Must net to $0)

Budget transfer to
move costs into
other line items
that will typically
be shown to the
owner. 
(Must net $0)

Budget
Modification/

Transfer 



GLOSSARY OF TERMS
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Term in Procore Term in CMiC Definition

Budget
Modification/

Transfer 

Related Costs

Class: Transfer

Internal CO/
Back Charge

Budget transfer to
move relate costs
into other line
items

(Must net $0)

Budget transfer to
move related costs
into other line
items that will NOT
typically be shown
to owner.
*DOES NOT affect
the budget, even
when posted*

Budget
Modification/

Transfer 

Budget
Modification/

Transfer 
Original Budget

You will bring your
original budget in
as a PCI under the
"Original Budget"
type. This allows
you to use an
excel import file.
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Term in Procore Term in CMiC Definition

PCO-in/ External
Change Order

Scope Change

Class: External

This is the
standard PCO that
will affect the
budget. You will
roll these into your
owner change
orders *PCCO in
Procore and OCO
in Viewpoint



VIDEO INSTRUCTIONS
*NOTE: Right click the link to view the video

Module 1

 Create a Project1.
 Update Job Info2.
 Create Contract3.
 Start Job4.

Module 2

 Create PCI Markups/ PCI
Markup Rules

1.

 Markup Rules Explained2.

Module 3

 Project Maintenance1.

Module 4

Module 5

 Import a Budget1.

 Manual Budget Setup1.

Module 6
 Create a subcontract1.
 Print/Run Report2.
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https://app.screencast.com/ynUGyUmlIV0KA
https://app.screencast.com/Qh5SrpN5UC6r4
https://app.screencast.com/Qh5SrpN5UC6r4
https://app.screencast.com/OLZjyc0yLIENL
https://app.screencast.com/ZZIZsQrKkyi1m
https://app.screencast.com/kn6uHWfeE2Uey
https://app.screencast.com/kn6uHWfeE2Uey
https://app.screencast.com/GI7C2roN1ssqm
https://app.screencast.com/IwrWSGFFZCRE2
https://app.screencast.com/IwrWSGFFZCRE2
https://app.vidcast.io/share/f1e53418-e68a-4b70-a126-681a6972cd93
https://app.vidcast.io/share/f1e53418-e68a-4b70-a126-681a6972cd93
https://app.vidcast.io/share/c439c420-953b-45e7-b65a-cd1a1d7cd0a3
https://app.vidcast.io/share/c439c420-953b-45e7-b65a-cd1a1d7cd0a3
https://app.vidcast.io/share/669d045e-f2cf-4eb9-9a44-26070da03503
https://app.vidcast.io/share/669d045e-f2cf-4eb9-9a44-26070da03503
https://app.screencast.com/bGxqroDXSH6Q0


VIDEO INSTRUCTIONS
*NOTE: Right click the link to view the video

Module 7
 Create a PCI1.
 VOID PCI2.

Module 8

 Create a subcontractor change
order

1.
Module 9

 Create an owner change order1.

Module 10

 Set up first bill1.
 Create new owner bill2.
 Include change orders in your
bill

3.

 Assigning job cost
transactions to owner bill

4.

 Exporting reqs GCPay/ Add SC
cost to bill

5.

 Bill lump sum line items inc.
fee and insurance

6.

 Clearing billing and retainage
overrides 

7.

 Printing the bill and backup8.
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https://app.vidcast.io/share/9c2679c6-ede1-4e81-896d-c4d2e3333c13
https://app.vidcast.io/share/9c2679c6-ede1-4e81-896d-c4d2e3333c13
https://app.vidcast.io/share/f44ef8d7-ffcf-46c8-8123-8ca53e5485d3
http://d62a9dd/
https://app.vidcast.io/share/31f5299c-19e8-49a8-8e1b-ace2a94e0a43
https://app.vidcast.io/share/31f5299c-19e8-49a8-8e1b-ace2a94e0a43
https://app.screencast.com/vQWB4uPFrqmEd
https://app.vidcast.io/share/2741d911-711b-4106-b96a-67300de1f403
https://app.vidcast.io/share/2741d911-711b-4106-b96a-67300de1f403
https://app.screencast.com/XJ4WGaDe5zdN0
https://app.vidcast.io/share/f3d8dd2f-5ba5-44ce-bcda-58f2a4993593
https://app.vidcast.io/share/f3d8dd2f-5ba5-44ce-bcda-58f2a4993593
https://app.vidcast.io/share/9f111d01-4c93-48a3-bae0-4c75e62a5043
https://app.vidcast.io/share/9f111d01-4c93-48a3-bae0-4c75e62a5043
https://app.vidcast.io/share/8e4e78b7-44bf-4f94-b12b-1db4a9f67243
https://app.vidcast.io/share/8e4e78b7-44bf-4f94-b12b-1db4a9f67243
https://app.vidcast.io/share/2c0e01ff-0b88-4301-a760-0df06dbd1493
https://app.vidcast.io/share/2c0e01ff-0b88-4301-a760-0df06dbd1493
https://app.vidcast.io/share/3f02dd86-f15f-4bcd-892d-7c223021f5a3
https://app.vidcast.io/share/3f02dd86-f15f-4bcd-892d-7c223021f5a3
https://app.vidcast.io/share/3f02dd86-f15f-4bcd-892d-7c223021f5a3
https://app.vidcast.io/share/b1b4afa9-8239-4a2a-9a71-a61802c52db3


VIDEO INSTRUCTIONS
*NOTE: Right click the link to view the video

Module 11
 Project Financial Management
Slideshow

1.

Update/Print Cost Report2.

Module 12  Approving Invoices1.
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https://appriver3651010989-my.sharepoint.com/:p:/g/personal/jbooras_leekennedy_com/Eaf6JOGJlv5GpksOj5WneFkB3G3wyGpX5f-plHe0QELnZw?e=lVqsvN
https://appriver3651010989-my.sharepoint.com/:p:/g/personal/jbooras_leekennedy_com/Eaf6JOGJlv5GpksOj5WneFkB3G3wyGpX5f-plHe0QELnZw?e=lVqsvN
https://appriver3651010989-my.sharepoint.com/:p:/g/personal/jbooras_leekennedy_com/Eaf6JOGJlv5GpksOj5WneFkB3G3wyGpX5f-plHe0QELnZw?e=lVqsvN
https://app.vidcast.io/share/e228c4a1-f87b-4657-b454-36eb334cb783
https://app.vidcast.io/share/e1aa60a9-27a3-4ac0-8928-8c03584f8253

