
1 - Click "Job Billing"

2 - Click "Job Programs"

3 - Click "JB Progress Billing"



1 - Click the arrow up to put it in the
correct billing month. (this is last
months billing so 7/25 is correct)

2 - Click on Grid to
find the projects



Click "Progress Group" (2) times to
alphabetize and start from the Z-A



His will be on top now

1 - Click the job in the
"Grid" column

2. Click on "Items"



1 - Enter amount to
bill here or (see #2)

2 - Enter % complete
here and amount will
auto populate

** You can do either #1 or #2 but not both for the same line item

3 - Click "Info"



Click "Ready to Bill"
once billing is entered

Only click "Skip
Billing" if you did not
enter an amount to
bill that month

Enter notes as
needed (Most of the
time its not needed,
its internal notes)

Last Step - Once you click to Ready to bill of
skip billing, then click "Grid" and start on
page 4 again till all projects are completed


