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Overview 
 

 
By the end of this Module, you will be able to: 

1. Create a Claim/Liens 

2. View Contract Claims/Liens 
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Creating a Claim and Liens 

 
1. Select “Contract Administration” from your dashboard. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 

2. Search for the contract (number) only, press Enter or “Show first 10”.  Any previously 
entered claims will be displayed. 
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3. Select the desired contract. 
 
 
 
 
 
 
 
 
 
 
 
 

4. Select “Claims” from the left side menu. 
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5. Select “Add”.  
 

 
 
 
 
 
 
 
 
 
 

6. Enter information into the three required fields: 
• “Contract Claim Type” (Claim or Lien) 
• “Status” (defaults to Open) 
• “Received Date” (use calendar icon) 

Select “Save” when completed. 
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7. The additional following fields can be used during the claim process if applicable: 
• “Contract Claim Category” 
• “Claimant Name” 
• “Subcontractor” (can use search feature) 
• “Requested Amount” 
• “Requested Days” 
• “Comments” 

Select “Save” when completed. 
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8.  If attachments need to be added, use the “Component Actions Menu” and select 
“Attachments”.  Follow module for uploading attachment file. Reminder to add C&M 
role for viewing attachment. 

 
9. Upon claim settlement, enter the resolution information into the Claim: 

• “Status” 
• “Resolution Date” 
• “Payment Amount” 
• “Days Granted” 

Select “Save” when completed. 
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Viewing Claims and Liens 
 

 
 

1. Select “Contract Claims” from your dashboard. 
 

 
 
 
 
 
 
 
 
 
 
 

 
2. In the search box, type the contract (number) only and press enter. 
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3. The list will display below of contract claims/liens.  All claims and liens need to have a 
“Closed” Status. 

 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

4. To view any attachments to the claim/lien, use the “Open Row Action” button. 
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