Contractor Pay Requests — Architect/Engineer Approval Process

1.

Check your email

Look for an email from cflow-emailer1@cavintek.com with the subject line:
Approval Required: Pay Request from [Contractor Name] for Project [Project Name]

(Example: Approval Required: Pay Request from Acme Contractors for Project Construct New
Office Buildings)

Approval Required: Pay Request from Acme Contractors for Project Construct New Office
L= BT
Buildings  Inbex

cflow-emaileri 10:49 A} - v

"DEPARTMENT OF AIMNSTRATK

A Architecture & Engmeerin;NDwiancn
Acme Contractors has submitted a pay request for:

A&E #:  2025-11-01

Project:  Construct New Office Buildings

Amount:  $111250.00

Please review and approve or reject this pay request by clicking the link below:
https://us.cflowapps.com/cflow/publicapproval?
linkld=Ykx5g0luk9wvz8FVNzjKY34+GnYe++BAQsNWjL CW/gIGB9Qed5JUMy8yuBISZbN1

Architecture & Engineering Division
Department of Administration

1500 E 6th Ave.

Helena, MT 59620

406-444-3104

If you have questions about this submission, contact Steve Faherty at (406) 422-2080.

v 2025-11-01 Acme Contrac...

Review the attached Pay Request
The contractor’s pay request will be attached to the email.

Click the link in the email

A webpage will open requesting a One-Time Password (OTP). - OTP generated and sent 1o your x I

@ registered mail

An email containing the OTP will be sent to you.

Cflow Approval w/o Login  Inbox -

cflow-emailert

Verify your email address

Thanks for verifying your email account.

Your One Time Password (OTP) is 5908

Thanks
Cflow Team



4. Enterthe OTP
After entering the OTP, you will be taken to the Approval Form.

Please enter your OTP

Enter OTP:

Contractor Pay Request / Architect Approval

[® Form [ Attachments & comments

[0 Architect/Engineer Review

C O n S u lta nt Pay Request Approved *
Approval O o

D contractor Info

~
Contractor Name Name
Acme Contractors Steve Faherty

Email

CO ntra CtO r (9 sfaherty@mt.gov
Information

Phone Number

(406) 4222080

[ Project Info

AE Number Project Name

Amount

Pay Request Number
2025-11-01

Construct New Office Buildings $111,250.00 02
AE Division Project Construction M...

ﬂ Steve Faherty X o~

Attach Form 101

Upload additional files

Captcha & 20251101 Acme Convectors - 4, & (] | Nefle
Submit
Button

D6 C1I1PH 3 Enter capicha here Submit Form

5. Approve or Reject the Pay Request

o If approving:

Select Yes for “Pay Request Approved,” enter the captcha, and click Submit Form.

[0J Architect/Engineer Review

Pay Request Approved * D6 CI P H [Dﬁ-CIF'H ]
O‘r’es No




o Ifrejecting:
Select No, enter the reason for rejection, enter the captcha, and click Submit Form.

[ Architect/Engineer Review

Fay Request Approved *
Yot D A

Reason for Rejecting Pay Request *

D r i -
Please coffect amount for Change Ordaes 81 and resubrr - appdval

6. After submission:

o If approved: The request is routed to the A&E Division Construction Manager for final
approval and payment.

o Ifrejected: The contractor is notified with your reason for rejection and must resubmit a

corrected pay request.
Note: Upon rejection, the submission is void, and the 35-day payment timeline resets
when the corrected request is resubmitted.

7. Additional Information:

o Inthe Attach Form 7108field, you can preview or download the submitted form. This is the
same form that is attached to the email.
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@ Form @ Anachmems & Comments

(] Architect/Engineer Review

Pay Request Approved *

Email Phone Number

) 422-2080

Project Name Amount Pay Request Number

upload additional files

Attach Form 1071 Download File Attach Form 101



	Contractor Pay Requests – Architect/Engineer Approval Process

