
SUBCONTRACTOR PAYMENT PROCEDURES 

DBE SUBCONTRACTORS 

 

Select Your Role 
 

Click on the Home drop down and make sure that your role is selected/set to 
VendorSubcontractPaymentExt. The green check mark indicates the selected role. If you need to change 
roles, select the role you want and click on the Home button. 

 

 

 
Finding your Contract 

 
The following will appear. There are two methods for finding your contract. You can choose to type your 
contract number in the search box or click on the “show first 10” link. If you click on “show first 10”, a 
list of all active DOTD contracts will appear, however you will only be able to click on and view those 
payment records specific to your vendor information. 

 

 

 
Examples – Use one method or the other to find your contract 

 

 

 

 



1.  Type your contract number into the search box 
 
 

 
 

 
 

2.  Clicking “Show first 10” 



1.  

Viewing contract payment information 

 
Once you find the contract you want to access click on the dropdown arrow on the right hand side of the 
contract row. Select “Open Contract Payments” from the menu. 

 

 

 
A list of all payments made from DOTD to the Prime Contractor will appear in Estimate Number order. 
Click on the Estimate Number that you need to access. 
Note: The Estimate will not appear in the list until it is completely approved for payment by LADOTD. 

 

 
 

When you click on the Estimate Number, the Contract Payment Summary will appear with the 
information in the General tab displayed. There are three tabs on the left hand side. 

 
 
 

1.Select the tab for Subcontract Payments. 
 

Review the information that the Prime Contractor stated they paid you for the indicated estimate 
period.   Note: The estimate approval date is the date LADOTD sent approval for payment not the date 
the prime contractor received their payment. 

 



1.  

 
 
 

 

 
2.  Select Verify Payment from the dropdown menu. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Verify Payment 

 

Once you select Verify Payment, a subcontract payment report will load. You need to Review, Verify 
Receipt and Submit your payment verification. 



1. Review the payment information and click the arrow on the bottom right corner.  
 

 
 
 
 

2. Fill in the reporting information on this page. You will need to select one of the responses in the 
dropdown box, enter the payment amount you received and the date you received the payment. If you 
select “No” or “Yes, Not as expected” you will need to write a comment in the Payee Comment Box. 
Once you have entered the information click the arrow to proceed to the next page. 



 

 
 
 
 
 
 

3. Click the submit verification button. Once you click this button you cannot change the information. 
 

 


