
How to…  
Apply Liquidated Damages 



Click on “Add New” to create a 
Non CM Pay Item. 



Type “999” into the “Pay Item” and you 
will get several options.  Select “99950-
0000 CI LIQUIDATED DAMAGES.” 

Select “No” because it is not item 
specific. 



This information will self 
populate once you choose 
the retainage item. 

Choose your schedule.  If 
you have more than one 
schedule, choose the last 
schedule. 

Enter in “9998.”  If you 
have already used the line 
item 9998, use 9997 or 
the second biggest 
number possible. (First 
biggest is for Final Review 
Retainage.) 



Enter a “Supplemental 
Description.”  Some 
people might do an item 
for each month of LDs. 

Press “Save & Close” 

Enter in the “Total Day” 
that you think will be 
charged for this item. 

Enter in the value of the 
LDs per Section 108.  
Make sure it’s a negative 
unit price.  



In the “Non CM Pay 
Items” tab, you will 
see the new item.  



You can now enter a pay 
note for the amount days 
the contractor went into 
LDs.   Note:  Your pay note will be for 20 days.  

The pay note will be a positive number 
because the unit price is negative. 
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