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Contractor Pay Request
Create Request for Retainage Release 
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‣ Once the Contract has been billed out at 100%, you may now request 
Retainage Release.
‣ This will be a $0.00 payment request and will trigger the release of 

Retainage.

Request Retainage Release (Contractor)
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• Log into OAKS CI

a. Click + sign

b. Type project name or 
number in search bar

c. Click appropriate 
project to open

a
b

c
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Request Retainage Release (Contractor)
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‣ In OAKS CI navigate to:

‣ Logs -> Contractor Pay 
Request

‣ Click Create
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Request Retainage Release (Contractor)
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• Enter all required * fields under 
the General tab, scrolling down as 
necessary

• Enter Title
• Choose Contract Reference
• Enter Request Date
• Final Payment: Yes
• Retainage Release Requested: Yes
• Enter Period From, Period To Date
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Request Retainage Release (Contractor)
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Request Retainage Release (Contractor)

• Scroll down to the 
Prevailing Wage section

• Click Select next to 
Prevailing Wage Report

• Choose most recent 
Prevailing Wage Report
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‣ Ensure the Prevailing Wage 
Start and End Date match the 
Pay Request

Request Retainage Release (Contractor)
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Request Retainage Release (Contractor)

• Previous Pay Request block:
• Initial Pay Request

• Select: No

• Previous Pay Request
• Choose the most recent Pay Request
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Add Line Items (Contractor)

a) Click on the Pay Request Detail tab
b) Click Add
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e

Add Line Items (Contractor)

‣ Select any Line Item, all Line 
Items should be already 
billed at 100%

c) Provide Short Description

d) Leave Percent Complete at 
100%

e) Click Save once complete
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Send Pay Request (Contractor)
‣ Click Send
‣ Verify the Workflow Action to Submit the record for Associate Review

‣ Click Send
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