
1 - Set up first bill
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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
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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
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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
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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
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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
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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

95

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"
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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

