Managing Budgets, Purchase Orders, and Bills in

BidBuild

This document explains how to move from a budget line item to a purchase order, convert that
purchase order into a bill, and then send the bill to QuickBooks or mark it as paid. It also covers

a faster shortcut method and how to review all purchase orders and bills across jobs.

Step 1: Open the Relevant Job

Go to the job that you want to work on.
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When you are in the job, go to the Finance section.
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Step 2: Review Budgets for the Job
In the Finance section, open Budgets. This is a list of all of the budgets from the proposal that get
transferred into the budget area.
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From here, select the budget items that you want to create a purchase order for.
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Step 3: Create and Save the Purchase Order

Select where the purchase order is going to go to (the vendor or recipient).
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Save the purchase order.



T Create Purchase Order

Create a new purchase order for Smith Job

T PO DETAILS
Title

Smith Job

@ Hide costs/totals for vendor

& Add auto-numeration (e.g. [Your title] PO-001)

T LINE ITEMS

Backwash Valve | 80344
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Address
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State

IL

2 CONTACT PERSON

Name Email

BidBuild Admin
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I, Upload files

Cancel
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$369.08 $300.04 @
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City
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Zip

dave@bidbuild.app

Sag @ Create Bill

Once it is saved, you will see that the purchase order has been created. You can then go into your PO

section.
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Locate that same purchase order, go to the approval area, and approve it.

Wit O ¥ Analysis Budgets m @ Bils [ Invoices (© Change Orders
Overview Purchase Orders &
PO # Vendor Status Heritage Status Cost Created Actions
Schedule
To-Do's Smith Job PO-001 & Heritage Supply Group Sent New $11,945.09 11:28 a.m. 05/09/286 (]
Documents
Smith Job PO-002 & Heritage Supply Group Sent Acknowledged $212.80 09:30 a.m. 07/06/26 (]
Selections
Smith Job PO-004 ARTISTIC PAVERS Sent N/A $300.04 09:07 p.m. 10/12/26 %
Products
Inspections Total $12,457.93
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Time Logs Rows per page: 50 1-3 of 3
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Step 4: Create a Bill from the Approved Purchase Order

Once the purchase order has been approved, it is ready to receive a bill. Select Create Bill from the
purchase order.
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Enter all the information from the vendor’s bill and create the bill.
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Once the bill has been created, you will find it inside the Bills section.
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From there, if you have a QuickBooks integration, you can send this bill directly to QuickBooks from

the options on the side, or simply mark it as paid.
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Step 5: Use the Quicker Budget-to-Bill Shortcut

The other, quicker option is to start again from your Budget:
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Select where you want to send those items (the vendor) and then directly choose Create Bill without

going through a separate PO approval step.
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Create a new purchase order for Smith Job
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From there, once the bill has been created, you can proceed to manage it.

Create Bill

Create a new bill with vendor details and attachments.

BILL DETAILS
Title Bill amount
Smith Job PO-005

& Bill amounts are locked. To change it, adjust the

purchase order budgets, then create a new bill.

Bill Number Bill date *

B 10/12/2028
(O Enable auto-numeration (e.g. B-001)
Job* Vendor *

Smith Job
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Id [in} Jobs Smith Job Q. Search bt
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Title Vendor Status Date Amount Remaining Actions
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To-Do's Smith Job P0O-004 ARTISTIC PAVERS Paid 10/12/26 $300.04 $0.00
Documents
. Smith Job PO-005 CMP Pending 10/12/26 $1,590.80 $1,590.80 h
Selections
Total $1,820.84 $1,590.80
Products
Inspections
Rows per page: 50 % 1-2.0f 2
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Step 6: Review All Purchase Orders and Bills Across Jobs

Also note that it is a good habit to use the Job section overview. Here, you also have access to all
Bills and POs in one area.

Overview Bills

&

Title Vendor Status Date Amount Remaining Actions
Schedule
To-Do's Smith Job PO-004 ARTISTIC PAVERS Paid 10/12/26 $300.04 $0.00
Documents

Smith Job PO-005 CMP Pending 10/12/26 $1,590.80 $1,590.80
Selections @ Edit

Total $1,820.84 $1,590.

by Payme

Products B Apply Payment
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Rows per page: £0
o L
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Activities
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When you select this page, you will see all of the purchase orders that are associated with all jobs.
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You will also see the same consolidated view for all bills.
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&) Heritage Demo Acc... © @
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2, Leads
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8 Scenes [E] Heritage Test Job 1P0O-005 1

Smith Job PO-005 1
@ Financing

It is very common to set your filtering to see only All Pending. These are all bills that either need to

Status

Sent

Approved

Sent

Sent
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be sent to QuickBooks or still need to be paid.

Zbidbuild D Bills
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Jump to PO's Page Y
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ss =

QUICK A
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n 1 0
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[ Saved Filters
Payment Title Status Bill Date

& Dashboard

2 Leads
Smith Job PO-005 Pending 10/12/26
@ Ccatalog
[ Contacts Total
SALES & CLIENT-FACING
8 Scenes

B Financing

Due Date

N/A

N/A

DECLINED

0

Heritage Status

Closed

New

Acknowledged

N/A

Job

Smith Job

Smith Job

Current Cost

$12,037.29

$11.05

$11,945.09

$182.85

$1,590.80

PAID

Purchase Order

Smith Job PO-004

Smith Job PO-005

BILLED

1

Contingency

$0.00

$0.00

$0.00

$0.00

+$86.90

PAID

Job Name

Heritage Test Job 1

Heritage Test Job 1

Smith Job

Heritage Test Job 1

Smith Job

PARTLY PAID
QuickBooks Status Vendor

disconnected

ARTISTIC PAVERS

CMP

Date Venc
05/18/26 & H
07/02/26 8 K
05/09/26 & K
05/28/26  § F
10/12/26 CMP
Bill Amou
$300.04
$1,590.80
$1,890.84



