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Completing an AIA Using a G702/G703 Excel Template: 

Pay App #1 Page 1 (G702) 

1. Open the Excel template, go to File, and Save As a new file  

2. Complete the top section of page 1 (G702) 

3. Enter Original Contract Amount 

4. Enter Retainage % found under Billing Information in your contract 

5. Enter change orders under Change Order Summary 

Note:  Net Change by Change Orders will automatically populate based on filling in the change order summary correctly 

 

10%

$2,130.00

$400.00
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Pay App #1 Page 2 (G703) 

6. Enter Application No. and Application Date 

7. Enter Description of Work and corresponding Scheduled Value 

8. Enter current amount to bill in This period 

9. Enter Materials Presently Stored for any materials stored offsite 

Note:  The Materials Presently Stored column must be used if materials are stored offsite 
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Progress Billing Pay App #2 Page 1 (G702) 

10. Open Pay App #1, go to File, and Save As a new file name 

11. Update the Application Number and Period to Date 

12. Enter line 6 total from the prior application into Less Previous Certificates for Payment 

13. Move previous month change order totals to Previous Months and enter any new change orders in Change Order Summary 
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Progress Billing Pay App #2 Page 2 (G703) 

14. Update Application Number and Application Date 

15. Enter Total Completed and Stored to Date totals into Previous Application 

16. Clear This Period totals and enter current billing totals under This Period 

Note:  The billing is now billed at 100% 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Note: this can be done by manually entering or highlighting the total completed and stored
values, right click and select copy, click on the first previous application cell, right click,
then select paste special - values
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Retainage Billing Pay App #3 Page 1 (G702) 

17. Open Pay App #2, go to File, and Save As a new file name 

18. Update the Application Number and Period to Date 

19. 

20.

 

Enter line 6 total  from the prior application into Less Previous Certificates for Payment
Enter 0% under Retainage

19.

20.
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Retainage Billing Pay App #3 Page 2 (G703) 

21. Update Application Number and Application Date 

22. Enter Total Completed and Stored to Date totals into Previous Application 

23. Clear This Period totals 

Note:  0.00 is now shown under retainage and is now listed as the Current Payment Due total on Page 1 (G702) 

 

 

 

Note: this can be done by manually entering or highlighting the total completed and stored
values, right click and select copy, click on the first previous application cell, right click,
then select paste special - values


