"3 Textura

Construction Payment Management

Subcontractor Textura Setup and Contract Confirmation

In order to get setup for Textura, your general contractor will need to invite you to create an account. If you have not
received the e-mail asking you to create an account, please call 866-TEXTURA (866-839-8872), and a Textura

Representative can send you the invitation e-mail to get started. Once you have received the invitation e-mail, follow
the steps below to create your account and get setup on your projects. If you already have an account setup, skip to

Step 6.

1. Click the second link in your invitation email

a.

This will take you to a “Create Username” screen.

Note: This is an automatically generated message from the Textura System
To John Brown of Elmhurst Framing

Bluff Lake Builders has elected to use the Textura System to manage billing and payment activities relating to various construction projects with which you are involved. By this email, Bluff
Lake Builders invites vou to use the Textura system. The Textura system is an Intemet-based construction payment service that significantly improves today’s draw process. Invoices, Swom
Statements and Lien Waivers are automatically generated, electronically signed and available on-line for review and approval -- resulting in faster pavments. Users benefit from increased
productivity, lower costs, reduced risks, improved communication and better cash flow

Click the link below to obtain simple instructions on how to create an account in the system

http://dfdsvi040 intemal documentation _rciresources training Textura User Setup pdf

Once you have access to the instructions, click the link below to initiate setting up the account

http./dfdsvi040 intemal documentation _rc CreateUsemame pspZinitcode=GN4jgesrFblzWR Yu&login=1&jobTokenID=107668S \

Kind Regards,
Textura System
www texturallc com

2. Create a Username and Password

a.

Usernames should contain only letters, numbers, or underscores (_).
i. Usernames cannot contain any symbols or spaces.
ii. Example Username: jsmith

b. Passwords must be alphanumeric and at least 6 characters long.

C.

i. Passwords cannot contain any part of your name, your company name, or easily guessable
words.
ii. Example Password: js1960
Click “Submit”

. Create Username
%2 Textura sowom

Construction Payment Management

[™"Home | _ Log Out |

Please enter the user name and password
you would like 10 use 10 10g in o the Textura system

User Name
Enter Password

Re- Enter Password

{_ Submit |

h. Once your username and password have been created, click “Edit Your User Profile.”

3. Edit your user profile

a.

Fill out all of the information that has a red asterisk (*) next to it.

b. Select your user permissions under the “User Can” section.

i. Manage Projects: Allows users to enter invoices and break down schedule of values.
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ii. Manage Compliance: Allows users to submit legal documents such as insurance certificates.
iii. Sign on Behalf of the Company: Allows users to sign invoices and lien waivers.
iv. Notarize Documents: Allows users to notarize documents.
e User must be a notary.
v. All other permissions are not applicable to subcontractors.
c. Once all information is complete, click “Save Profile.”
d. If you are asigner or a notary, click “Edit your e-Sign PIN information.”
i. Create a 4-6 digit PIN that will be used to apply your electronic signature to invoices and lien
waivers. (This is similar to an ATM PIN).
e All documents on Textura are signed electronically.
e. Click “Submit”

Yes View All Organization Projects
[ Notarize Documents

B2 Textura: BEser
Elmhurst Framing
Construction Payment Management
Company Name: Elmhurst Framing Textura Customer Number: 15431
User Information
First Name: John User Name: " john-brown
Meddie Name: User Role: Local Administrator
Lastame:* Brown Tise: Prosidort Reset e-S|gn PIN
Con 1 mation
E-Maik joha-beown@elmhurstiramine Address:
Phonest: 866-339-8872 Address Line 2:
PhonesZ: Cay: Please enter the security PIN
Lotvle Phone: State: Slect State v you would like to use to for e-signing.
-6 digits i Forgot Pa rd?

P Zip Code: (Note that PIN must be 4-6 digits in length.) Forgot Password?

fication and Permissions Enter Current Password: ‘
E.mall Notificasion for Project Messages: User canc \
() E-Mail with each notification that occurs ] Manage Projects Enter PIN Number: ‘
O E.mait mo twice dally with ail the notifications [] Manage Compance
O Neverd will get them from my homepage P f 1

/ Manoge intarfaces Re- Enter PIN Number: 1
Df'emr‘""‘"" ] Sign on behalf of the company: Sworn statements, lien - )
(&) mmiddYyyyy (e.9., 12731/2008) walvers, and other documents.
O gammyyyy (e.9. 31.12.2008) | @
Yy (eq. ) Authorize payments for disbursement Submit
Note: 6d.Mon-yyyy (.9. 31.Dec-2008) is always accepted [ Disburse Company Funds
[T mManage Classified Attachments

(requires below Bolds)
Notary Inforrnation
Notary State: Select State v
Notary County:
HNotary Municipality:
Notary Expirasion Date:
Notary Certificate Number:
(S Protie )

f. Click “Edit Your Organization Profile”

Edit Primary Organization

Fill out all of the information that has a red asterisk (*) or a blue asterisk (*) next to it.

i. You will need your banking information to complete this page.
e Use the account number in which you would like your money deposited.
= PLEASE NOTE: This will be the account in which the Textura fee will be taken
out of. Please be sure your account does not have a debit block on it.
o If your account does have a debit block, please fill out a debit

= @
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authorization form with your bank to allow debits from Textura
Corporation (CIN): 2261212370.
e If you choose to pay the Textura fees via Credit Card click “Manage Accounts” and add
your Credit Card information.
= Be sure to select your credit card next to “Pay Usage Fees With.”

Click “Update Organization”

By Textura®

Construction Payment Management

Home Log Out

John Brown
Elmhurst Framing

Edit Primary Organization

Help
Textura Customer Number: 15431
Business Information Bank Information
Company Name: " Elmhurst Er’aiming? -
Country; * United States of America. v &
Address Line 1: " 1010 Highway F
e e 004545 10600005 2
Address Line 2:
City. " . e
i o Bank Name First Bank |
State: ~ I————
Zip Code: * kol Ermhwst | Edit Accounts
Bank State: | linois v
County: " e &5
Bank Country: | United States of America v, Edit Accounts or Add a New Account

Phone:

Fax

Alternate Phone: —-— Routing Number or SWIFT 123456780 ‘
i — Coge:” i

Bank Account Name:

CONCERNING ACH ROUTING NUMBERS: Routing numbers often differ from

Mobile:
. _———— the number on a Check or Deposit Ticket. Please confirm with your bank that
Default Currency: usD b the routing number you use is valid for ACH transfers. Note: Routing x VYT |
¥ Type ‘ Visa e |

numbers which begin with the digit"5" are not used in the ACH system.

Default Translation: EnglisH»US v .
X Account Mame: ‘
- - - Stored account# on file, ending in 6789

TaxID; 1 1 Bank Account# First Mame: J

TaxRate Table: i t Tax Rates ooy [ , :

(o] Type: Corporation ¥ : Lastiiame.

Organization Role: Subcontractor * Account Mumber™ ‘
Denotes Fields Required for Payment

Accounting Package:  None % it
Document Imaging Expires: January w2011 v

System:

Invoice Export Timing:

v

None
Fay Usage Fees With: Primary Bank Account % Security Code: ™
When Invoice is Approved ecurity Code |

Manage Accounts

Consolidated — Billing Address:* |
o 8 I

Disable Manual City:* ‘

Creation of

No

Subcontracts: State/Pravince: ‘Alabama

Eamest Money §68 Zip:*

Balance

g

Tancastons, ___ ew Eamestoney Eounir

Days before

passwords

Default date input format:

@ mmiddiwyy (e.9., 12/31/2008)

O gdmmyy (9., 31.12.2008)

Note: dd-Mon-yyyy (31-Dec-2008) is always accepted.

365 ¥

expire:

Update Organization

4. Agree to Terms & Conditions

a.

If you have questions on Textura’s Terms and Conditions please call 866-TEXTURA (866-839-8872).

5. Confirm Contract

a.

From your home page click on the project name to get to the Project Home Page.
i. Click “Confirm Contract” on the top left under project actions.

Construction

f

Bl loowow

3 " Project Home Page s
4 Textura e T

Project Actions  (1Unread messaqges) Show prolecd summa

act

~ Home | LogOut

Payment Management ol Conctruc T BRtiake

L1 Sov / Subcontracs | Project Setup | Compiance |

Project Summary

— \ Contract Change Order

i (
.
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i. PLEASE NOTE: The Textura Usage Fee for this project is displayed on this screen and will be
taken out of your bank account or charged to your credit card once you click “Confirm.”

ii. If the contract is missing change orders, you can still confirm your participation in the project,
and then you should contact your general contractor to inquire about your change order status.

iii. You must confirm your contract before you can submit an invoice.

c. Click “Confirm”
[ Wome | togOut ]
" Textura Accept Contract pereer-ae
2s Hes 3 A Ereont Frameg
Conttruction Payment Manpgement

You have been invited by Blulf Lake Buliders to participate in the Chicago Headguarters project

Genwral Contractor Testura T8

Project Number Project Number

General Contractor Buf! Laxs Soicen Project Namwe Crcage Merdzcarien

SOV Control Ermenyt Frameg Project Address

Invoice Controt Ermeunt Fameg

Contract#  Cootract Date Descripbon Orpanization Ongnal Contract Change Orders  Contract Amount  Blled  Retention  Contract Balence

001 9243011 Comupng Sysiems  Eimbunyt Framng 200,000 00 00 20000000 000 G0 200,000 00
Usage Fee Amount
Textura Usage Fee based on Contract Balance 30000 Lse ofthe Tenura system 1o Bus contract Fee will De collecied upon condrmaton of
SANCPAION in peopect Plaate click 53¢ 203000 Hormadon
Description Sandard Fee apotes
Deterrable Amount 000 7] setact hoeo if you wesh 1o Cetee foes in excess of $250.00 Deferred amount will be
collected upon Arst SSDuseMent 10 IS conlract Pladse ncte Ceferral incurs 3 545 00 fee
Current Amoont
To be paid upon contract confem
Ploase cick bolow 1o confrm partOpation in The project
| Confirm | Dechne | Reason

d. Click “Assign Users to Project”
e. Assign Users to Project
f. Make sure there is a check mark in the boxes for Project Manager, Compliance Manager, and Signer.
g. If you need to create new users to perform these roles you can do so from your home page.
h. Click “Create User” on the left hand side of the Home Page.
i. Once created, you will need to go in and assign the user to the project.
j. You are able to have multiple Project Managers, Compliance Managers, and Signers.
k. Click “Save Changes” once all users have been assigned.
I

You are now setup and ready to begin using Textura. If you need to break down your schedule of values
see “How To: SoV Breakdown.” When it is time to submit an invoice, you will receive an e-mail letting
you know your General Contractor has opened up a draw. If you need assistance invoicing see “How To:

Entering Invoices in Textura.”
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SoV Breakdown

Once subcontractors have confirmed their participation in a project, they are prompted to edit the budget or the
schedule of values (SoV). Subcontractors can either leave the SoV as a single line item or break out the SoV into multiple
line items. Whether or not the SoV needs to be broken down is a decision made between the subcontractor and the
general contractor.

1. Login to the Textura System
a. Login Page: https://cpm.texturacorp.com/system/Main.psp
b. Click the project name for which you would like to break down the SoV.
c. Click “Edit budget for project <Project Name>" under “Project Actions.”
i. You can also edit your SoV by clicking “Edit Schedule of Values” from the SOV/Subcontracts
dropdown menu on the blue navigation bar.

By Textura:

Construction Payment Management

X
Project Home Page John Brown

U3 5 Elmhurst Framing

[T orow | ncertaes | ot Subconrats | Change Orders | ProjetSetup | Repors | Compiance |

Create Subcontract b
P e Ct SUMMary
Project Actions (2 Unread messages) |Edit Schedule of Values

.Emlbu‘j‘]eti‘:rwc\ej Michael's Renovation Ivine: General Construction.

Subcontract Change Orders

Show Subcontract Change Orders

| Assign Invoice Codes

** None ***  View Schedule of Values

Conpitraws

5 None **

2. Breakout the SoV
a. Textura automatically allocates your entire contract value to 1 single line item. If 1 line item is okay click
“Save Changes.”
b. If your contractor requires a detailed SoV, click “Add New Line” for each line item needed.
i. Each line will need a Phase Code, Description and Budget Amount
e Phase Code: Determines the order in which the lines will sort.
= Lines are sorted by the first #, so if your SoV has multiple lines use leading 0’s
for the phase codes.
o Ex: 001, 002, 003...010...100
e Description: Description of the work being performed on the specific line item.
e Budget Amount: Amount of money scheduled for each line item.
= This amount should be entered in the “SoV Amount Adjusted” column.
c. IfyourSoV is very large (over 100 lines) you can upload it from an Excel CSV (Comma Delimited) file.
i. Click “Download Example CSV File” to format your SoV into a file that can be uploaded.
ii. You will not need to add each line individually if you choose this option.

" Textura Edit Schedule of Values o
AP I ACAUANATS Elmhurst Framing
Construction Payment Management - x Help
ra e
[__Save Changes H Revert to Saved ] Reallocating for Draw #1 - Not yet initiated.
General Constructiop
—
SoV [ 1 Payments]
l Add New Line ][ Copy Selected ][ Delete Selected ] ‘ Browse... Upload New from CSV Download Example CSV File
Nav] Phase Sy SoV Amount [ Net Change Contract Sumto | Subcontract | BiMed to Date e Retention to Date|  Balance to
Code Current i | Adjusted By C/0 Date Amount Adjusted o Adjusted Complete
L Troo General Construction 3,0 00 0.00 2,000,000.00) 0.00 3,000,000.00 0.0 0.00) 0.00 0.00) 3,00
e 000 o0 000 500 000 200
Working Totals: 3,000,000.00 0.00 3,000,000.00 0.00 3,000,000.00 0.00 0.00 0.00 0.00 3,000,000.00
Totals: 3,000,000.00 0.00 3,000,000.00 0.00 3,000,000.00 0.00 0.00 0.00 0.00 3,000,000.00



https://cpm.texturacorp.com/system/Main.psp
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d.

As you continue to add new lines, the Working Totals section will remain in red until you have allocated

your entire contract value in the “SoV Amount Adjusted” column.

By Textura

Construction Payment Management

[__Save Changes ][ Revertto Saved | Reallocating for Draw #1 - Not yet initiated.

General Construction

_H[ ‘[ Contracts ] Payments ]

Edit Schedule of Values

John Brown
Elmhurst Framing

[ Browse... ] Upload New from CSV Download Example CS

g.

[ Add New Line ][ Copy Selected I [ Delete Selected ] File
Nav Phase SoV Amount Net Change Contract Sum to Subcontract Billed to Date % Comy Retention to Date Balance to
Code Current Adjustment Adjusted By C/0 Date Amount Adjusted e Adjusted Complete
L 100 Genersl Conditions. {2,500,000.00)) 500,000.00| £00,000.00| 0.00 0.00 5
:‘ 101 Site Concrete 380,000.00] 290,000.00| 390,000.00|
L 0.00 0.00 0.00 0.00) 0.00
_> Working Totals: 3,000,000.00 {2,110,000.00) £90,000.00 0.00 890,000.00 0.00 0.00 0.00 0.00 £90,000.00
Totals: 3,000,000.00 0.00 3,000,000.00 0.00 3,000,000.00 0.00 0.00 0.00 0.00 3,000,000.00
e. Once all line items have been added with a Phase Code, Description, and Budget Amount, the Working

Totals and Totals will appear in black under the “SoV Amount Adjusted” column.

i. There will be red under the “SoV Amount Current” and “SoV Amount Adjustment” columns,
however once you click “Save Changes” the red numbers will update as long as the “SoV
Amount Adjusted” column is balanced.

Please Note: Your SoV lines can only add up to the contract value from the Totals row in the “Sov
Amount Adjusted” column. If you have change orders the General Contractor will need to add them to
the system before you are able to add them to your SoV.

i.See How To: Allocating Change Orders

Click “Save Changes”

B Textura

Construction Payment Management { )

John Brown
Elmhurst Framing

Edit Schedule of Values

[ Save Changes ][ Revert to Saved

] Reallocating for Draw #1 - Not yet initiated.

General Construction

‘[ {
SoV || Contracts ] Payments ]

Browse... Upload New from CSV Download Example CSV File

Add New Line |

-~ Phase Sov_ Amount _ Net Change Contract Sum to Billed_ to Date %% Comp Retenti.on to Date Balance to
Code Current Adjustment Adjusted By C/0 Date Amount Adjusted Adjusted Complete
100 General Conditions 500,0 0.00) 500,000.00 500,000.00| 0.00) 0.00 0.00) 0.00
101 Site Conarete 0.00 390,000.00) 290,000.00|
102 |FootingsiFoundations 0.00) 200,000.00) 200,000.00)
b oz Structurs! Steel 0.00 250,000.00) 260,000.00
|04 Electrical Work 0.00) 200,000.00) 200,000.00|
| 108 (Caulking/Seslant 0.00 200,000.00 200,000.00)
108 |Overhead Doors 0.00) 100,000.00 100,000.00
107 Plumbing 0.00 260,000.00) 260,000.00)
108 Fire Protection 0.00 250,000.00 250,000.00)
109 (Conveying Systems 0.00 200,000.00) 200,000.00)
110 Landscaping 0.00| 150,000.00 150,000.00 0.00) 0.00 0.00) 0.00)
11 Profit & Overhesd 0.00 200,000.00) 200,000.00)
Working Totals: 3,000,000.00 0.00 3,000,000.00 0.00 3,000,000.00 0.00 0.00 0.00 0.00 3,000,000.00
Totals: 3,000,000.00 0.00 3,000,000.00 0.00 3,000,000.00 0.00 0.00 0.00 0.00 3,000,000.00
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Allocating Change Orders in Textura

The general contractor will create a change order in Textura to increase or decrease the contract value. You will receive
an e-mail once your general contractor adds change orders to Textura. You can access your change orders by clicking on
the link in the e-mail notification. You can also access your change orders from the Project Home Page. Subcontractors
are unable to add a change order to their SoV until their general contractor has added the change order to the

system.

1. Login to the Textura System

a. Login Page: https://cpm.texturacorp.com/system/Main.psp

b. Click the project name for which you have a change order for.

c. Click “Show Contract Change Orders” to view the change order details.

d. If the change order needs to be added to your schedule of values, a red notification bar will appear
stating “Schedule of Values Out of Balance.”

i. Click “Required: Edit Schedule of Values” to add the change order to your SoV.

e. Some change orders are automatically added to your SoV by your general contractor. If this is the case,

you will not be prompted to edit your SoV on the left hand side of the Project Home Page.

Home Log Out

'. Textura Project Home Page pra
i & i A ers Eimhurst Framing
Construction Payment Management 1 -
: Ta Help
. SoV [ Subcontracts | Project Setup .
Project Summary
Schedule of Values Out of Balance Show project summan
equired: Edit Schedule 0fValues -« mmm—
Required: Edit Schedule of Values Contract Change Order
Show Contract Change Orders |
Project Actions 4 Unread messages)
25-Aug-2011 l
Change Order Details
. :
| Active as of Draw #2 View Uploaded Files (0)
Change Order # 01 Adjustment to Contract Amount 14,500.00
Change Order Title: Additional Materials Change Order Date: 04-Apr-2011

Change Order Description: Additional Materials for buildout

2. Allocate the Change Order
a. Your SoV will appear with a column outlined in red.
b. Under the “Save Changes” button you can view the number of change orders that need to be added to
your SoV.

i. Change Orders need to be added individually.

c. The amount of the change order that needs to be added will appear in red in the “Allocate” column.
i. You can only allocate the amount that is in the header of the “Allocate” column.
ii. Inthis example a change order for $14,500 needs to be added to the SoV.
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Change Order Allocation

Chicago HeadBuagers -

Ba Textura

Construction Payment Management

238 Framing

[ Save Changes ][ Revert to Saved ]

e You have 1 Change Orders to allocate, now allocating 01 - Additional Materials for $14,500.00 <¢—————
e Reallocating for Draw 2 - Not yet initiated

e L — p— L —
John Brown
Elmhurst Framing

General Construction
Add New Line /
Phase sy Net Change Contract Sum to Subcontract
Cod Description Allocate 14,500.00 By C/O Date A t
01 Labor 0.00; 0 65 0.00
02 Lumber 0.00
03 Fastners 0.00
Working Totals: 0.00 125,000.00 0.00 125,000.00 0.00 34,450.00 $0,550.00
Totals: 14,500.00 125,000.00 14,500.00 133,500.00 0.00 34,450.00 105,050.00

d. There are two ways a Change order can be allocated.

i. Allocate the change order value among the existing line items on your SoV.
Ex: Increase line 02 “Lumber” by $13,000 and 03 “Fasteners” by $1,500 for a total of

$14,500.
Once the full change order is allocated, the Working Totals will match the Totals.

John Brown
Elmhurst Framing

B Textura

Construction Payment Management

Change Order Allocation
t Chicago Healtuagers -
1-90238

.;E
5

|

[ Save Changes ][ Revert to Saved ]

« You have 1 Change Orders to allocate, now allocating 01 - Additional Materials for $14,500.00
o Reallocating for Draw 2 - Not yet initiated

General Construction
Add New Line
Phase SE= Net Change Contract Sum to Subcontract X Balance to
Cod Description Allocate 14,500.00 SoV Amount By C/O Date Asscaat Billed to Date Chasaleta
01 Labor 0.00| 85,000.00 ) 250.00 48,75
02 Lumber ——  12.000.00)
03 [Fastners —_ 1,500.00 0
Working Totals: 14,500.00 125,000.00 14,500.00 139,500.00 0.00 34,450.00 105,050.00
Totals: 14,500,00 125,000.00 14,500.00 139,500.00 0.00 24,450.00 105,050.00

Add a new line to your SoV for the change order.
o C(Click “Add New Line” and put the total Change Order value on the new line item.

Click “Save Changes”

General Construction
— TR o
{ Add New Line
Phase LN Net Change Contract Sum to Subcontract 8 Balance to
Cod Description Allocate 14,500.00 SoV Amount By C/0 Date A t Billed to Date N Saka
01 Labor 0.00| 85,000.00 85.000.00 0.00 250.00! 48.750
02 Lumber 0.00 0
03 Fastners 0.00 15,000.00 2 800.00
04 Change Order 01 14,500.00 14 14 4
Working Totals: 14,500.00 125,000.00 14,500.00 139,500.00 0.00 34,450.00 105,050.00
Totals: 14,500.00 125,000.00 14,500.00 139,500.00 0.00 34,450.00 105,050.00
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iv. Once all change orders have been allocated you will be taken to a status screen saying “You
have successfully allocated all Change Orders.”

Entering Invoices in Textura
Subcontractors will receive an e-mail notification when a draw has been opened for billing. You can access the “Enter
Invoice” screen by clicking on the link in the e-mail notification. You can also access your invoice screen from the Project
Home Page. Subcontractors are unable to submit an invoice until the General Contractor has initiated a draw and

invited subcontractors to bill.

m. Login to the Textura System
n. Login Page: https://cpm.texturacorp.com/system/Main.psp
0. Click the project name for which you would like to submit an invoice for.
p. Click “Enter Invoice for Draw #” under the “Open” section from your Project Home Page.
A - Project Home Page -
&l Textura bt~ LT
Construction Payment Management . o e Busdacs )
[] Sov /7 Subcontracts | Project Setup | Compkance
Project Summary
s > A5 Contract Change Order
W R 1AL 20-Ape-2011
.
Peading Paymeat |_Draw Date |
e
[Comptetea | Draw Date | Disbursed|
o

6. Enter Billing Values
There are four different ways to enter billing amounts:
i. % Comp: Type the percentage complete for each line item.

a.

ii. Work Completed This Period Amt: Type the dollar value for each line item.

iii. Material Stored This Period: Type any material stored amounts for each line item.

e This amount will move to Work Completed in subsequent draws.

iv. Total Completed And Stored To Date Amt: Type the total amount completed for each line item.
Retention will be automatically calculated.

Click “Save Changes”

By Textura:

Construction Payment Management

This draw allows for previously held retention billing

Enter Invoice

1-90238 Fr;

#1(February

aming

John Brown

Elmhurst Framing

“Log Out

[ Save Changes ] [ Revert to Saved ] I No Invoice This Draw ] Invoice Number* 001
Work Completed terial Stored)]| TO%0! Sompleted Retention
o ! This Period
Hide/Show Colun (% comp) Valse Previous | | This Period | - Yo Date ToFlalsh This Period Request
| Amt | Amt Amt Amt Held % Previously Held
01 - Laber
1031'( 26 ojp 0.0 ] 16250 oo| 0 ool 16.250 ool 0.0 | 1,628 oo[ 10 aol 0 | 0.00)
02 - Lumber =]
rcml 23 33[ ] 5,000 oo[ C  10,00000 15,000 zo] I 1,500, ool 10 oo[ I 0.00)
03 - Fastners B —
Tonll 21 33[ 0 l l 3,200 ool ) oo[ 3.200 ool 0 l 320 ool 10 ool 0 l 0.00)
Total  27.56 126,000.00 0.00 24,450.00 10,000.00 34,450.00 90,550.00 344500  10.00 0.00 0.00
Self Performed  27.86 126,000.00 0.00 24,450.00 10,000.00 24,450.00 90,550.00 348500  10.00 0.00 0.00
Contracted  100.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
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d. Click Next Steps “Edit Contractors and Material Suppliers”
i. If your general contractor does not require you to list sub-tier contractor or supplier details,
then your Next Step will be “Send to Signer” and you can move to Step 4 of this guide.
7. Edit Contractor and Material Suppliers
a. List all suppliers and organizations you have paid and are going to pay throughout the project.
b. Click “Add New Row” to enter in a new supplier/organization.
i. Type the name of the organization under “Org Name.”
e If your suppliers are required to sign lien waivers on Textura, then select the
organization from the drop down menu.
e [f your suppliers are not required to sign lien waivers on Textura, then type out the full
company name.
ii. Type the description of work under “Service.”
e Ex: Supplier
iii. Type the contract value under “Contract Amount.”
e The contract value should be the total amount you plan on paying the supplier
throughout the project.
e [f you are unsure of the amount, put in an estimate. This column can be revised each
draw.
iv. Type the payment amount this period under “Current Payment.”
c. When finished click “Save Changes”

' d, d . | | Home Log Out
= Textura“ Edit Contractors and Material Suppliers | ...
>h ters Elmhurst Framing
Construction Payment Management b 1_ raming
Line org Org Contract[Previously Current|Balance
Delete|O"9 Name status Locatlorl Stz Amount Paid payment| Due
Elmhurst Framing self ﬁl'i’:;‘s"s‘- Framing 103,000.00 0.00 25,505.00 77,495.00
O ABC Contractors Lw Sub o™ [Equipment 22000 0.00 5500 16,500.00
Subcontractors (On-system) Total: 0.00 0.00 0.00 0.00
Affidavit Lines Total: 22,000.00 0.00 5,500.00 16,500.00
Contracted Total: 22,000.00 0.00 5,500.00 16,500.00
Contracted as Percentage of Total: 17.60% 0.00% 17.74%  17.55%
Overall Total: 125,000.00 0.00 31,005.00 93,995.00
ﬁ"Add New Row || Save Changes | [ Cancel |

d. Click Next Steps “Send to Signer”

8. Send to Signer
a. Click “Show Draw Summary” on the right hand side of the screen under Project Summary.
b. Verify the payment amount on the right, and click the button labeled “Send to Signer.”
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.
" TeXtu ra* Send to Signer John Brown .

Chicago Heagdguarters - Elmhurst Framing
Construction Payment Management

1-90238 Framin

#1(April) - 20-Apr-2011

Draw Date: 20-Apr-2011 Period: 01-Apr-2011 - 30-Apr-2011  Project Summary as of Draw #1
Edit Contractors and Material Suppliers Original Contract Sum 125,000.00
Net change by Change Orders 0.00
Contract Sum To Date 125,000.00
Total Completed To Date 34,450.00 27.56
Invoice Retention 344500 10.00
Lien Waiver Total Earmed Less Retention 31,005.00

MO LIRSS Payment [ 3700500

View Draw Reguest

c. Ifyouare the signer, click on the green “here” link from the status screen to sign the documents.
i. You can also click on the Draw # at the top of the page.

d. If you are not the signer, an e-mail will be generated and sent to the signers on the project.
i
ii. You must sign the documents before the pay application is submitted.

9. Sign Invoice and Lien Waivers
a. From the Draw Home Page and the Project Home Page signers should click “Sign Invoice for Draw #.”

' D P Home Log Out
ol Textu e raw-Home Page prem—; e
Ch ) Heagauarters Elmhurst Framing
Construction Payment Management g GG
# (AL ) . '\7,7‘-7 1 =
150 / Subcontracts | Project Setup | Compliance | 3
Draw Date: 20-Apr-2011 Period: 01-Apr-2011 - 30-Apr-2011
N > summary
Subcontractorinvoice Status

b. Review the Payment Amount, type in your PIN (4-6 Digits), and click “Sign Invoice.”

Home Log Out

.. Textura: Sign Document pores; <o
Chicago HeadqUarness - Elmhurst Framing
[Construction Payment Management 1 na
#1(April) - 20-Apr-2011
Project Summary as of Draw #1
Original Contract Sum 125,000.00
liers Net change by Change Orders 0.00
Contract Sum To Date 7 125,000.00
PIN" eeee | Sign Invoice [Rejecl Draw to PM ] Total Completed To Date 34,450.00 27.5
) Retention 344500 10.00
P gt e Total Eamed Less Retention 31,005.00
Previous Payments 0.00
Payment
Subcontractor Invoice Status

c. Your PDF document will appear.
i. Click “Click Here to Sign” in the body of the document.
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Instructions: 1) Your PDF document appears in the window below.
2) Scroll through this document and find the location labeled: Click Here to Sign on page 1.
3) Click that label to sign the document. Please click gnly once.

=5 E O - ]2 [JE <Y ©® [ |-| A | =5 I iz
€
™
ATA Document G702™ — 1992

Application and Certificate for Payment

7o OWNER PROJECT: APPLICATION NO: 1 Distribtion 1o
’;’; > : S revses PERIOD TO: 04/20/2011 owner O
et ,,,,,q 12 Sweer CONTRACT FOR:1-80223 - Framing ARcHITECT OO
FROM CONTRACTOR: ViA ARCHITECT. CONTRACT OATE: 04012034 contRacTOR O
Ermes fraeirg PROJECT NOS: SELD 8

N oTHER

e s

The undersiguned Contractor certifies that to the best of e C 's
and belief the Work coversd by thus Applicaton for Payment has been completed in accordance
with the Coomact Documents, thar all amounts bave beer paid by the Conmactor for Work for

CONTRACTOR'S APPLICATION FOR PAYMENT
Apphuben.smdeﬁorpnuezx.-smm 1n coznection with the Coumract Contnuaton

1. ORIGINAL CONTRACT SUM .ot $ 12300000 which previous Cestificates for Paymoent were itsued and payments received Som the Owner, and
2:Mat change by Changs Ordess = — . that current payment shown herein is now due.
3. CONTRACT SUMTODATE (L@ 12} oo — $__12500000 CONTRACTOR: Elmbhurst Framing
4 TOTAL COMPLETED AND STORED TO DATE (Coemn G o G703) . § ___ 3445000 —
5. RETAINAGE: By i i I Date:

2. 10.0% of Completsd Work. State of Courty of.

(Cotumn D - E on G793) s 244500 Subscribed and sworm 1 this
b. 10.0% of Stored Material Netary Pubic:

(Comn F on GT03) $___ o000

Totst 183 53 + 5O of Total 16GTOY) . S 384500
S TOTAL LESS e $ 3100500 ARCHITECT'S CERTIFICATE FOR PAYMENT
(Line 4 Less Line S Total) In accordance with the Conmract Documents, based oo on-site and the data
7.LESS PREVIOUS CERTIFICATES FORPAYMENT . . % 000 this the Aschitect cestifies 1o the Owner that to the best of the Archirect's knowledge.
(Line & from prior Cartificate) jon and bebef the Work has progressed as indicated, the qualiry of the Work 1s m
[ DUE . S e A T oosoo] sccordmnce with the Conmact Docwments and the Coctactor is ennted 1o pavmsent of the

d. Your Electronic Signature will appear on the document.
i. Click “Click Here to Continue” to submit the document.

Your signed document appears below
Instructions: )

SHOE ¢ O K 02| Aw- | (] -
z
™
AIA pocument G702™ - 1992

Application and Certificate for Payment
TO OWNER: PROJECT: APPLICATION NO: 1 Outrtion v
BT Lake Duncens Crcago resdguaens PERIOD TO: 042302011 omer [
321010 regeeay £ 123 Mam Svwet CONTRACT FOR: 160238 - Framing ancwTect (O
TR0 CONTRACTOR: by - penlcant CONTRACT DATE: 0401/2011 conTrACTOR (]

s PROJECT NOS: naw O
231012 regraay oner O
O, Bron 60124
CONTRACTOR'S APPLICATION FOR PAYMENT The underugned Cootractor certifies that 10 the best of the C s >

knowledge,
and bebef She Work covered by s Applcation for Paymest hus been completed i accordunce

Appbcation 1 made for paysoest, 23 shown below, = connection with the Contract. Costimution
with the Cootract Documents, that all amounts have been paid by the Contractor for Work for

Sheet, AIA Document G703, is attached.

1. ORGIMAL CONTRACT SUM S _ s which previous Cartificates for Prymest were issond 2nd payments recerved from the Owner, 20d
T Mot change Dy Change Ordens o am Bt carrent paytoent thows berem 1 now dae
3 CONTRACT SUM TO DATE (Line 1+3) Y
4 TOTAL COMPLETED AND STORED TO DATE (Colwma G 0n G793) ___Mapn
3 RETANAGE .{[ John Brown ] Owe _ADMO1 2011
& 10.0% of Compietes Work o Courty of,
Couma 0 - LonGrey) | J—T Y Subscribed snd sworm 1o before me B
B0 0% of Blored Matens Notary Pubie:
[Cornma ¥ oa GT8Y) T} My Camminsion expires:
v 1 Jeas e

e. If notarization is required, the notary will need to come to your computer and enter in their Username,
Password and PIN.
i. They will apply their electronic notary to the document by clicking “Click Here to Sign” in the
body of the document, and clicking “Click Here to Continue.”
f. Continue to sign and notarize all required documents until you get to a page saying Your Document has
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been signed. Next Steps Sign Lien Waiver

i. Click “Sign Lien Waiver” to complete the signing process.

Put in your PIN (4-6 Digits) and Click “Sign Lien Waiver.”

Apply your electronic signature by clicking “Click Here to Sign” in the body of the document, and
then clicking “Click Here to Continue” on the top left.

Once all documents are signed you will get to a status screen saying “Your Documents have been
signed. This pay application has been sent to <Your General Contractor> for approval.”

This screen indicates your pay application has been submitted successfully, and the draw # will
now appear under the “Pending Payment” section of your Project Home Page.

5 : Status - —
4 Textura S

Construction Payment Management

-A

. SoV / Subcontracts | Project Setup .

Your document has been signed. This pay application has been sent to Bluff Lake Builders for approval.

Your general contractor is responsible for releasing your payment. You will receive an e-mail
once payment has been made.

10. Billing for Retention

a.
b.
C.

“Enter Invoice” screen will let you know if the draw allows for previously held retention or not.
If draw allows for retention billing the text will say “This draw allows for previously held retention”

Enter retention being requested against each line under “request previously held” column.
[ iome | —tog Out |

3 . Enter Invoice
dl Textura el e

1289007 Electrical

Construction Payment Management
#4(May Biling) - 29-Apr-2012

Retention for the current billing is locked. This draw allows for previously held retention billing ‘

% Comp

[ Amt | Amt | Amt Held

pr— \ oot |
sdl led Val Material Stored This Period| Stored Bal To Finish
- falue Previ This Period To Date ance Ta Fimis This Period -
re ™ Prev Held Request Previously Held

01 - Electic

ool o] Ze0.000.00]

Tom] oo

iz s
2000 00] oo Ze o000

ol ET

loa- Lober
o] o] 70,000 09]

Tom] w00
oot

o] oo o]

ol 5od]
230000 10,00 35,000.00
250000 10,00 35,0000 oo

000 oo

25,000.00 0.00 375,000.00 112,000.00
0.00 375,000.00 112,000.00
0.00 0.00 0.00 0.00

Total 7700 487,000.00 350,000.00
350,000.00 25,000.00

Self Performed 77.00 487,000.00
0.00 0.00

Contracted 100.00 0.00 0.00

Click save changes & complete steps 6-9
Still Need Assistance? Call 866-TEXTURA (866-839-8872)
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