
Percent Complete Draw Requests

The program includes various methods to produce ‘interim’ draw requests designed to request money from lenders or
customers as a job progresses.  This Help Document will cover the ‘Percent Complete’ style of draw requests.  See
other Help  Documents for information on ‘Cost Plus Markup (or Builder Fee)’, ‘Lump Sum (Fill-In)’, ‘Basic Job
Cost Billings’, and ‘Simple List of Checks’ draw requests’.

The Percent Complete draw worksheet  is based on Percents Complete entered by the user.  The final pages of the
Draw Request display the ‘Current Balance Due’, ‘Balance to Finish’, ‘Change Orders’, and ‘Revenues Received’.

Continue to the next page.



Percent Complete Draw Requests - Opening the Window
The quickest way to open the window for preparing a ‘Percent Complete’ type of draw request is to
type ‘PCD’ in the ‘Index’ field on the Navigation/Home window.  See the next page for a
screenshot of the window that will open.

OR, you can click on the button labeled ‘Draw Requests’ under the ‘Task Menus’ on the Navi-
gation/Home window.  THEN, on the window that is shown below, click on ‘2 - Percent Complete
Draw Request’.

Continue to the next page.



“Percent Complete”Draw Request Options Window

On the “Percent Complete” Draw Request Options window shown below, enter a ‘Cutoff Date’, if needed.  (The program will automati-
cally supply today’s date.)   Then ‘Select a Job’ from the drop down list of jobs.

Then use the button labeled ‘Open Percent Complete Draw Worksheet’.

Other options on this window will be discussed towards the end of this Help Document.



‘Percent Complete’ Draw Worksheet

Use the Percent Complete Draw Worksheet to enter percents complete before printing the Draw Request.  The features on this worksheet are
discussed on the following pages.



RETENTION on a ‘Percent Complete’ Worksheet
IF your lender requires that a Retention Percent is held from the draws, enter the Retention Percent on the Setup window for the job as
shown below.  (See Help Documents about setting up a job.)

If the program finds that there is a Retention percent other than zero on the job’s setup window, that percent will display at the top of the
‘Percent Complete Draw Worksheet’ as shown below.  The program will calculate a ‘Retention’ amount to reduce the ‘Ready To Draw’
amount.   NOTE:  When you are ready to do your FINAL draw, open the job setup window and set the retention percent to zero.  In our
examples on the previous and following pages, we are NOT using retention, so the retention percent is zero.



Cost Report on the ‘Percent Complete Draw Worksheet’

To print reports of the detail behind the ‘Posted Costs to Date’ shown on the ‘Percent
Complete Draw Worksheet’, use the button on the toolbar labeled ‘Costs Report’.

NOTE:  As with all reports in the
program, these reports CAN be emailed
directly to the lender, if needed!



Review or Edit Costs on the Percent Complete Draw Worksheet

Double
Click!

To drill down to actual posted costs for a Cost Code line displayed on the ‘Percent Complete Draw Worksheet’, double click on the Cost
Code.  The window that will open can be used to review or make some corrections to the costs.  See the Help Documents available on the
‘List of Actual Job Costs Window’.

You can see the 2 costs that have been posted through our
cutoff date of 3/31/02.  Note the markup percent!



Enter Percents Complete on the Draw Worksheet

On the Draw Worksheet, enter percents
complete in the ‘% Complete’ column.

Enter a percent as a decimal number.
Example:  For 50%, enter .5; for 10%,
enter .1; for 100%, enter the whole
number 1 .

OR, to enter an amount and have the
program calculate the percent for you,
click on the button with the dollar sign.
A ‘Calculate Percent Complete’ win-
dow will pop up.

The program will display the amount of
the actual ‘Posted Costs To Date
(Marked Up) ’ which can help you
decide on an amount to enter.   Enter
your amount in the ‘Enter Amount
Complete’ field.  The program will then
calculate a percent complete for you.

If you use the button labeled ‘Apply the
Calculated Percent Complete’, the
program will supply the percent in the ‘%
Complete’ column on the worksheet.

Continue to the next page.



Preview or Print the Percent Complete Draw Request

BEFORE printing a Draw Request, you can
change the ‘signature area’ text that will print
at the top of a Draw Request.  Use the button
labeled ‘Change Text for Signature Area of
DrawRequests’.  A window will pop up to use
for changing the text.  (shown below)

After you have entered all the percents complete on the Worksheet and are ready to print or preview the draw request, use the button
labeled ‘Preview/Print Draw Request’ on the Worksheet.  The window shown below will pop up.

To preview or print the Draw request,
use the button labeled ‘Percent Com-
plete Draw Request’ on the window
shown to the right.  Continue to the
next page for an example of a printed
Draw Request.



Preview or Print the Percent Complete Draw Request - continued

A Percent Complete Draw Request example
is shown to the left.  Additional information
pages will also print like the one shown
below.  The additional information pageswill
display ‘Balance To Finish’, ‘Revenues
Received’, and ‘Change Orders Detail’.
Those pages do NOT have to be included in
the draw request given to the lender or
customer.  They will be printed on separate
pages after the initial Draw Request.



Post the Percent Complete Draw Request

After you have printed the Draw Request and use the ‘Close’ button on the
Reports toolbar, the program will pop open a window to use for posting the
Draw Request.   If you select ‘Yes, Post the Draw Request’, the program
will include all the costs on the draw request as ‘Prior Drawn’ on future
draw requests.

After the button to post the draw request is used, you will be returned to the
‘Options’ window shown below.  The bottom left of the window will display
a list of ‘Prior Draw Requests’ which will include the one just posted.

Continue to the next pages for information on printing the detail behind
posted draw requests AND for information on deleting a posted draw re-
quest.



Deleting a Posted Cost Plus Draw Request
To Delete a posted Percent Complete Draw Request, FIRST click on the draw in the list towards the bottom left of the window shown below.
Then use the button labeled ‘Delete Selected Draw Request’.



Changing a Draw Number OR a Draw Date
If you need to change the Draw Number OR the Draw Date that was posted for a Percent Complete
draw, FIRST click on the appropriate draw in the list towards the bottom left of the ‘Percent
Complete....Options’ window.

Then type in the correct date OR correct draw number and use the appropriate ‘Change Date’ or
‘Change Draw Number’ buttons.



Prior Draw Request Report

To print a Summary by Cost Codeof the costs included on a prior draw request, FIRST click on the appropriate draw
in the list of draws towards the bottom left of the ‘Percent Complete..... Options’ window.  Then use the button
labeled ‘View Summary of Selected Draw’.

NOTE:  The other 2 buttons for viewing Job Costs
are not relevant to a Percent Complete draw request.
They are used for ‘Cost Plus’ draw requests.


