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PURPOSE AND DESCRIPTION 

 

Purpose 

This document explains the key activities involved in managing INFORMS Retainages. It 
provides an overview of the sub-processes involved, as well as step-by-step procedural 
guidance to perform the activity. 
  

Description 

The key activities for performing a Retainage Inquiry, Retainage Adjustment and Retainage 
Release. 
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RETAINAGE ADJUSTMENT 

NOTE: Only users with the Retainage Administrator role can process Retainage Adjustments. 

Step Action 

1.  Log into INFORMS. 

2.  
Navigate to the Voucher Inquiry page: Finance / Supply Chain (FSCM) > Payables 
Operations > Accounts Payable WorkCenter > Links > Vouchers > Retainage Tracking 
by Supplier Inquiry 

3.  
 

• Select applicable Business Unit (BU) and/or any other search criteria. 

• Select Search. 

4.  

 
• Inquiry/Inquiries will be populated with retainage details and balances. 
• Select Adjust Retainage for the desired entry. 

5.  

 
Retainage adjustment is process via Journal Voucher. A portion or the total balance can be 

adjusted by making the necessary changes in the Chartfield Distribution. 

• Change the Total to Zero. 

• Change the Line Amount to Zero. 
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• Select the Copy Down check box. 

• Select the Add Row button. 

6.  

 
• Enter the desired number of rows to add. 

• Select OK. 

7.   
• Change the value in the Line 1 Merchandise Amt field. 

• Enter the value in the Line 2 Merchandise Amt field.  
o This value must be a negative number. 
o NOTE: The two values must equal net zero 

• Change the Line 2 Fund, Dept, or Account field code as appropriate. 

• Select Save. 

8.  End of process. 
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RETAINAGE RELEASE 

Retaining Release Invoices must be received by the Finance Construction Unit. The Finance 

Construction Unit will forward for scanning by Central Finance Shared Services. 

Step Action 

1.  Log into INFORMS. 

2.  
Navigate to the Voucher Inquiry page: Finance / Supply Chai (FSCM) > Payables 
Operations > Accounts Payable WorkCenter > Links > Payment Request > Payment 
Request Center 

3.  

 

 
• Select Create. 

4.  

 
• Select Captiva Payment Requests. 
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5.  

 
• Leave the Origin, Supplier ID, and Invoice Number Fields blank to display all invoices for 

your Business Unit. 

• Complete the Supplier ID to display results for that Supplier. 

• Select Search. 

6.  

 

• Select the appropriate invoice. 

• Select OK. 

7.  

 

• Ensure the Retainage Release box is checked. 

• Ensure the PO ID field is completed. 

• Enter the Description. 

• Select the Save for Later. 
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8.  
 

• Select OK. 

9.  

 

• Select Next. 

10.  

 
• Verify the Supplier name and address. 

• Select Next. 
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11.  

 
• Select Add Lines. 

12.  

 
• Complete the following fields. 

o Description 
o LINE Amount 
o Amount 
o Fund Code (This must match the Retainage Table) 
o Department (This must match the Retainage Table) 
o Account (This must be 2210000000) 
o Grant (This must match the Retainage Table) 
o PC Business Unit: (If applicable, this must match the Retainage Table) 
o Project: (If applicable, this must match the Retainage Table) 
o Activity: (If applicable, this must match the Retainage Table) 
o Select OK. 
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13.  

 
• Select Next. 

14.  

 
• Select Review. 
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15.  

 
• Review the information for accuracy. 

• Select Return. 

16.  

 
Select Submit. 

17.  End of Process 

 


