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SECTION 1 
CONTACT INFORMATION 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



CM PRO 24.2      USER’S MANUAL 

7 | P a g e  
 

GENERAL PROGRAM INSTRUCTIONS 

 
1. INITIAL SETUP 

a. Type in your company name, phone number and address in 1.1 COMPANY LIST worksheet 

b. Type in company name, phone number and address in 1.1 COMPANY LIST worksheet for all of your most 
commonly users – Owners, Architects, Subcontracts and Suppliers 

2. GENRAL INSTRUCTIONS 

a. Click on the GREEN button on all pages to return to the NAVIGATOR page.  

b. Click on the BLUE button on various pages to print documents or reports.  

c. Click on the YELLOW button on various pages to access special worksheets.  

d. Reports can be printed using CTRL+P shortcut. You will see a standard Windows print dialog after that. 

e. You can close the report by pressing ESC key. This works for reports only. 

3. LOGO 
a. If you want your company LOGO on selected reports, put a logo file within Access database folder and have 

it named as "Logo.png". Hint: If you have it another format, you can use Windows Paint to save it as PNG. 

4. NETWORK USAGE 
a. For network usage there can be only one BACKEND database file. When you install the program on another 

computer, do not install BE database.  

b. All the users will use the same, shared backend database! Contact CORBUILD technical support if network 
setup is desired. 

c. Additional licenses need to be purchased to accessthe program on more than one computer terminal. 
d.  
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1.1 COMPANY LIST 
1. List all companies associated with a job that will receive correspondence. 
2. For residential jobs you can list the Owner's name as the Company Name. 
3. Assign a COMPANY TYPE to all companies that are listed. 

 

4. Print COMPANY LIST if desired. 
5. Click here to enter COMPANY TYPE 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



CM PRO 24.2      USER’S MANUAL 

9 | P a g e  
 

COMPANY TYPE 

  

1. Type in COMPANY TYPE 
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1.2 CONTACT LIST 

 

1. Type in CONTACT NAMES for all companies that are listed along with phone number,  email address and 
address information. 

2. Before you enter a CONTACT NAME you need to enter the Company Name in the 1.1 Company List. 
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SECTION 2 
JOB SETUP 
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2.1 JOB INFORMATION 

 

1.     Job No.    format: (2) letters followed by (3) numbers.  Examples:  GC001 - CM001 - JB322 

2.     Place a check in the Current Job column  for a job to show up on the Current Job List 

3.     The CURRENT JOB LIST is displayed on the HOME page. 

4.     By selecting the JOB on the NAVIGATION form, that job will be used for all the forms and reports as a DEFAULT 
VALUE. You can still change the Job on each of the forms. 

 

4.     It is very important to type in all known information about the job. 
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2.2 BUDGET CATEGORY 

 

1. The most common categories for a job are TRADES and CONTRACTOR FEES, however, there can be as many 
categories that are desired. 

2. The BUDGET CATEGORIES establish the breakdown for the SCHEDULE OF VALUES 
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2.3 SCHEDULE OF VALUES 

 

1. Steps for setting up SCHEDULE OF VALUES 

a. Enter a CATEGORY for each LINE ITEM 

b. Assign a LINE ITEM number 

c. Enter a Line Item DESCRIPTION 

d. Enter a COMPANY name for each LINE ITEM if the company name is known 

e. Enter the CONTRACT AMOUNT or the current budgeted amount.  

i. The Contract Amount must equal the exact value of the actual contract that is issued. 

2. For best results, dedicate (1) line for each subcontract that is issued. 

3. For best results, dedicate (1) line for each supplier purchase order (P.O.) that is issued. 

4. The total sum of all line items must not exceed the Base Contract Amount.  

5. If the BASE CONTRACT and the TOTAL amount of the LINE ITEMS entered are not equal, a VARIANCE value will 
be displayed. 

6. Adjust the values in the Amount column or add additional LINE ITEMS until the variance value is $0.00  

7. There are (4) four REPORTS that can be printed by clicking on the BLUE buttons 

a. BUDGET 

b. BUDGET w/CATEGORY 

c. SCHEDULE OF VALUES 

d. SUBCONTRACT – This report requires additional entires that are covered in Section 3.5, 3.6 and 3.7 
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2.4 DOCUMENT LIST 

 

1. The purpose of the DOCUMENT LIST is to provide a list of the contract documents that are included with the 
OWNER AGREEMENT and the SUBCONTRACT AGREEMENT that are included in Section 3 - CONTRACTS. 

2. The intent is to list any documents that are part of the signed agreement. This can include: 
a. Architects and Engineer drawings 
b. Sketches 
c. Specifications 
d. Proposal,memos, letters or other documents acknowledged by all of the contracting parties 
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2.5 DOCUMENT RELEASE LIST 

 

1. The DOCUMENT RELEASE LIST is intended to track each time a set of documents or a single document is 
issued/re-issued that is considered an official construction document. 

2. This list records the NAME of the DOCUMENT RELEASE and the RELEASE DATE 
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2.6 DOCUMENT LOG 

 

1. The DOCUMENT LOG is where you enter each DOCUMENT that is release with a DOCUMENT RELEASE. 
2. When printed the DOCUMENT LOG will show the latest release date for each DOCUMENT that is included in 

the DOCUMENT LOG 
3. There are (2) printing options: 
4. DOCUMENT LOG – will show all DOCUMENT entries from the beginning to the most current version 
5. Ext. A – DOCUMENTS - will show the only latest release date for each DOCUMENT. This Exhibit A is printed 

with the OWNER AGREEMENT and the SUBCONTRACTS in SECTION 3 
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SECTION 3 
CONTRACTS 
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3.1 OWNER CONTRACT – SCOPE OF WORK 
 

 
 

 
1. All entries in this worksheet will be printed on the OWNER CONTRACT as Exhibit B – Scope of Work 
 
2. Enter all relevant scope of work items. 
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3.2 OWNER CONTRACT – CONTRACT PROVISIONS 

 

 

1. All entries in this worksheet will be printed on the OWNER CONTRACT as Exhibit D – Contract Provisions 
 
2. Enter all relevant scope of work items. 
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3.3 PURCHASE ORDER - LOG 

 

 

1. Each entry in this worksheet will setup a separate PURCHASE ORDER for the selected JOB. 
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3.4 PURCHASE ORDER - DETAILS 

 

 

1. All entries in this worksheet will be printed on the PURCHASE ORDER form. 
 

2. Enter all relevant items for each PURCHASE ORDER.. 
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3.5 SUBCONTRACT – SCOPE OF WORK 

 

 

1. Enter the scope of work description lines for each SUBCONTRACT that will be issued. 
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3.6 SUBCONTRACT – SCHEDULE OF VALUES 

 

 

1. Enter the schedule of value lines for each SUBCONTRACT that will be issued. 
2. The total amount of schedule of values must equal the LINE ITEM amount 
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3.7 SUBCONTRACT – PROVISIONS 

 

 

1. All entries in this worksheet will be printed on the SUBCONTRACT as Exhibit D – Contract Provisions 
 

2. Enter all relevant scope of work items. 
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3.8 CONSULTING AGREEMENT – SCOPE OF WORK 

 

 
1. Enter all relevant scope of work items for the Consulting Agreement. 
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SECTION 4 
ACCOUNTING 
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4.1   QUOTE LOG 

 

 

1. Enter all QUOTES for extra work as they are received throughout the course of the job. 

2. All quotes must be assigned to a LINE ITEM from the worksheet 2.3 SCHEDULE OF VALUES 

3. QUOTE amounts can initially be entered either in the PENDING or APPROVED column. 

4. If a QUOTE amount is entered in the APPROVED column, the PENDING amount must be $0.00. 

5. For QUOTES that are marked as VOID or REJECTED, the PENDING and APPROVED columns must be $0.00. 
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QUOTE STATUS 
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4.2   CHANGE ORDER LIST 

 

 

1. CONTRACTOR CHANGE ORDERS can be added to the CHANGE ORDER LIST after you have entered quotes 
that are either PENDING OR APPROVED 

2. All CHANGE ORDERS must be assigned a CO No. 

3. The OWNER CO No. is assigned only when you want the Owner to sign-off on a CHANGE ORDER 

4. Enter a number of days in the ADDED DAYS column is when you want to notify the Owner that contract 
completion date will be extended. The entry should be in calendar days. 
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4.3   CHANGE ORDER – ASSIGN QUOTE 

 

 

1. Select the QUOTE No and then select the CO No. that the QUOTE will be assigned to. 

2. Multiple quotes can be assigned to a single CO No. 
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4.4   PAY APPLICATION – SET UP 

 

 

1. Select the JOB NAME 

2. Enter the PAY APP No. 

3. Enter PAY APP DATE 

4. Enter PERIOD FROM 

5. Enter PERIOD TO 
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4.5   PAY APPLICATION – ASSIGN CHANGE ORDER 

 

 

1. Select the ASSIGN CO number and the enter the PAY APP No that it will be assigned to. 
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4.6   PAY APPLICATION – DETAILS 

 

 

1. Steps for entering PAY APPLICATION - DETAILS 

a. Check the HOME page to ensure that the JOB No. is selected in the JOB LIST. 

b. Enter the PAY APP No. in the black drop-down box at the top of this page. 

c.  Enter the AMOUNT to be billed for THIS PERIOD for each LINE ITEM that you want to bill. 

d. Enter the AMOUNT to be billed for PRESENTLY STORED for each LINE ITEM that you want to bill. 

e. Enter the % of RETAINAGE that you want to be held for LINE ITEM that you want to bill. 

2. Print the PAY APP reports that you like to see as outlined below with the BLUE buttons 
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4.7   PAYMENT LOG 

 

 

1. The 1st purpose of the PAYMENT LOG is to record all OWNER PAYMENTS received. These payments are 
entered in the OWNER PAYMENTS column.  

a. If you are under contract to an entity other than the OWNER you can still use this column to record 
payments received. 

2. The 2nd purpose of the PAYMENT LOG is to record all CONTRACTOR PAYMENTS. These are payments 
you have made to your subcontractors and suppliers. 
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PAYMENT TYPE 
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4.8   CHECK REQUEST 
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4.10     WAIVER OF LIEN 

 

1. Enter the LINE ITEM No. for the WAIVER OF LIEN that you want to print and click on the waiver type. 
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4.11     TRADES AND RATES 
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4.12     TIMESHEET – ALL JOBS 

 

 

1. Enter time for any job in which you need to track labor cost. 

2. Print reports as listed in the BLUE buttons shown above 
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 EXPENSE TYPES 
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4.13     TIMESHEET – JOB SORT 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



CM PRO 24.2      USER’S MANUAL 

104 | P a g e  
 

 

 

 

 

SECTION 5 
CORRESPONDENCE 
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5.1 MEETING MINUTES 
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ITEM STATUS 
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5.2 SUBMITTAL LOG 
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SUBMITTAL ACTION 
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SUBMITTAL TYPE 
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5.3 REQUEST FOR INFORMATION (RFI) 
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5.4 MEMO 
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5.5 TRANSMITTAL 
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DELIVERY METHOD 
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5.6 DAILY REPORT 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 





CM PRO 24.2      USER’S MANUAL 

126 | P a g e  
 

5.7 FIELD DIRECTIVE 
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5.8 SAFETY MANUAL 
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5.9 FORM LETTERS 
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SECTION 6 
JOB CLOSEOUT 
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6.1 CLOSEOUT LETTER 
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6.2 PUNCHLIST 
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6.3 OWNER TRAINING AND RECEIPT 
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6.4 GUARANTEE FORM 
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