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American Water Quick Reference Guide 
  

DRAFT PAYMENT APPLICATION 
The Draft Payment Application is used to allow for a review of the anticipated Pay App.  This review exercise provides for a 
streamlined review cycle that should eliminate re-work on submitting the formal Pay App. 

WORKFLOW 

 

OVERVIEW 
• Created and submitted 

• Reviewed by authorized party 

• Acknowledged and moved to Finish 

• Detailed cover letter and backup sent to AW 
Project Manager and Initiator 

• Draft Pay App Closed and available for reporting 

 

INSTRUCTIONS 
1) Select the Project to submit the Draft Pay App for 

o The Project Name will appear in the drop-down next to Project Processes once you go to Step 2 
2) Go to Processes on the Project Menu (left hand side of the screen) 
3) Click Start Process in the upper right 

 
4) Start typing the process name or scroll through to select Draft Payment Application (DPA) and click Start in the lower 

right 
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START 
Enter the following: 

• Enter the Period Begin (or select from calendar) 

• Enter the Period End (or select from calendar) 

• Enter the Amount Requested 
o This must match the Supporting 

Documentation 

• Provide a Description of Work Completed 

• Attach Supporting Documentation 
o This must be a single PDF of the Pay App 

and all invoices, receipts, pictures 
o The Supporting Documentation will be 

automatically placed in the correct folder 
Click Submit to route for review 

 

  

INITIATOR REVISE 
If the Draft Pay App is returned, immediately go to the 
Comments tab to review what needs to be addressed.  
Make the requested updates or explain via comments 
why it cannot be done, ensuring all required fields 
remain filled out: 

• Period Begin 

• Period End 

• Amount Requested 

• Description of Work Completed 

• Supporting Documentation 
o This must be a single PDF of the Pay App 

and all invoices, receipts, pictures 
o The Supporting Documentation will be 

automatically placed in the correct folder  
  

REVIEW DRAFT PAY APP 
Review the information entered as well as the contents 
of the Supporting Documentation, validating against the 
work that is known to be complete during the 
designated time frame. 

For changes, select Revise and click Take Action; outline 
exactly what needs to be addressed in the comments.  
The Draft Pay App will be returned to the Initiator. 

If acceptable, select Acknowledge and click Take Action.  
This will generate a cover sheet that will be sent to the 
AW Project Manager as well as the Initiator.  The Draft 
Pay App will be marked closed and available for 
reporting.  
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AW REVIEW DRAFT PAY APP 
Review the information entered as well as the contents 
of the Supporting Documentation, validating against the 
work that is known to be complete during the 
designated time frame. 

For changes, select Revise and click Take Action; outline 
exactly what needs to be addressed in the comments.  
The Draft Pay App will be returned to the Initiator. 

If acceptable, select Acknowledge and click Take Action.  
This will generate a cover sheet that will be sent to the 
AW Project Manager as well as the Initiator.  The Draft 
Pay App will be marked closed and available for 
reporting.  
  

FINISH 
Everything is visible as Read-Only, including the Draft 
Pay Application package, which includes Supporting 
Documentation, sent to the Project Manager and 
Initiator via email. 

 
  

REPORTS 
To run reports for the Draft Pay Application Process … 

1) Go to the Reports Tab 

2) Begin to type Draft into the filter box 

3) Select the desired report from the list to run 

. 

 


