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Contractor Qualification Statement Enhancement

With QuickBooks closed, start CAPS — go to the Help menu -> Check for updates -> enter the Vista
and//or Windows 7 UAC (User Account Control) password when prompted. From the Select an Update
dropdown menu choose Version 5.0.214. Click the Download & Install button twice.

When the update has finished downloading
the CAPS Contractor Qualification Setup
Wizard will appear.

Welcome to the CAPS
Contractor Qualification Setup
Wizard

Click the Next button

The Setup Wizard will install CAPS Contractor Qualification on
wour computer, Click "Next” to continue or "Cancel” ko exit
the Setup Wizard,

< Back. l Mexk = ] [ Cancel ]

i CAPS Contractor, Qualification Setup |Z||:IE| The screen shot to the left simply indicates
Select Installation Folder 49 that the Co_ntract_or Qualiﬁcation Statement
This is the Falder where CAPS Contrackor Qualification will be installed. £ . program will be installed in the SAME folder

=48 in which your CAPS program is currently
installed. There should be NO NEED to
'-!-Borlon;il'l',m this Folder, click "Mext". To install to a different Folder, enter it below or click Change thlS |OcatI0n

Eokder, Y Click the Next button
|C:'|,Program Files\Cap!, Browse, .

This is the DEFAULT program path and there should be no
need to change it.

Advanced Installer

[ < Back “ Mext = ] [ Cancel ]
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Ready to Install

The Setup Wizard is ready ko begin the CAPS Contractar Qualification installation

Click "Instal" to begin the installation. IF you want to review or change any of vour
installation settings, click "Back”, Click "Cancel" ko exit the wizard,

Advanced Installer

< Back I Install ] [ Cancel
N ]

|

Installing CAPS Contractor Qualification

Flease wait while the Setup Wizard installs CAPS Contractor Qualification. This may
take several minutes,

Skatus:

Advanced Installer

< Back Mext =

Cancel

i& CAPS Coniractor Qualification Setup

Completing the CAPS
Contractor Qualification Setup
Wizard

Click the "Finish" button to exit the Setup Wizard,

< Back Cancel

At this window, click the Install button.

The window to the left simply provides an
overall status of the installation

Click Finish when you are presented with the
window shown at the left:

On Windows XP you will need to
close CAP and restart the program.
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To generate a Contractors Qualification Statement
From the CAPS main File menu -> choose Qualification Statement.

Setup
Each icon on the left represents a different section of the Contractor’s

- Qualification Statement which must be completed BEFORE you can
Subrmitting actually create the completed document.

‘!r) Information that you enter in each section is saved and can be edited

Droaime and/or updated as time goes on.
rgarization

=)
_.:,J, :S
Lizenzing

- 3
a5

E=perience

§

References

iﬂ

Financing

Signature

AT
o}

Create Ward
D acurment
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SUBMITTING SECTION
This section contains basic information about who you are submitting the Qualification Statement to as
well as basic information about your company — each item is explained below.

1t Contractor's Qualification | = [ Elamex

Setup Submitting

% Submitted To
Submitting Address

L

Organization Name of Project
"'3\ Type of Work file separate for for each Classification)
j @ General Construction ) HVYAC ) Electrcal
Licensing ) Plumbing ) Other — Specify
)
Epamas Submittzd By
2378 Dane Hill Road i
g:j Address West Charleston VT, 05872
References
ilﬂ Principal Office
Financing Corporate Structure
@ @ Corporation ) Partnership ) Individual
= Joirt Venture ) Other - Specify
Signature

Save ‘

Undo Changes l Exit J l Help

Create Word
Document

Submitted To — who you are submitting the Qualification Statement to
Address — their address
Name of Project - the project name as it relates to this submission
Type of Work — what type of work will you be performing on this project - NOTE you will need
to submit one Qualification Statement for EACH type of work you will be performing
Submitted By — Your licensed CAPS company name will automatically appear on the final
document with no additional effort on your part
Address — your companies address, from your QuickBooks file -> Company Information. This
address can be displayed as a single line or you can click into the box at the end of your street
address -> and press the Enter Key to have your address display on two lines.
Principal Office — the location of your principal office
Corporate Structure — how is your business structured
When you have completed the information in the Submitting Preference be sure to click the SAVE button
before moving onto the Organization section.
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ORGANIZATION SECTION

This section contains basic information about how your company is organized — each item is explained

below.
r{;l Contractor's Qualiﬁcation'_ =& = | To move between the
Setup COrganization month, day, and year fields
Date opened for business? 8/16/2000 [@~ use your arrow keyS
Date opened for business under present name? 8/16/2000 [@~

Licensing State of Incorporation

w5
Experience Vice-president’s name(s)

@ Secretary’s name

References Treasurer's name

5&5

Signature If your orgarization is individually owned answer the following:

Create Word
Document

COrganization

o

LA |
]'E;, If your organization is a corporation answer the following:

I Financing Type of Patnership {if applicable)

What former names has your organization operated?

Date of Incorporation, or creation 8/16/2000 [E-

President’s name

fbu I your organization is a patnership answer the following:

MName of General Partners

Name of Owner

I your organization is other than those listed above, describe it and name the principals.

Undo Changes

Date opened for business — enter the date that you opened your business

Date opened for business under present name — enter the date that you opened your business
under it’s present name

What former names has your organization operated — enter any other names that your business
has operated under

Date of Incorporation, or creation — enter the date that your business became incorporated or
was created

State of Incorporation — enter the name of the state that your business is incorporated in
President’s name — self explanatory

Vice-president’s name(s) — self explanatory

Secretary’s name — self explanatory

Treasurer’s name — self explanatory

Type of Partnership (if applicable) — if your business is a Partnership, enter the partnership type
in this field

Name of General Partners — self explanatory

Name of Owner — if your business is a Sole Proprietorship, enter the owners name in this field
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If your organization is other than those listed above, denote it an name the principals — if

your business has any other formal entity structure than listed above — enter the business type and
the name of the owners here.

LICENSING SECTION

This section contains basic information about your company’s licensing — each item is explained below.

*®: Contractor's Qualification

Setup Licenzing

% Ligt jurizdictionz and krade categonies in which your organization is legally qualified
Submitting to do businesz, and indicate registration or license numbers, if applicable.

i
Licensing

o5

Experience

)

List jurisdictions in which your organizations's partnership or trade name iz filed.

References

%}l

Financing

Save Undo Changes Exit l [ Help

Create Waord
Documnent

In the first box you should list the jurisdictions and trade categories in which your business is
legally qualified to do business, be sure to include registration or license number — if applicable

In the second box you should list jurisdictions in which your businesses partnership or trade name
is filed.
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EXPERIENCE SECTION

This section contains basic information about your company’s experience — each item is explained below.

- Contractor’s Qualification

Setup Experience

bk Ligt the categories of work that your organization normally performs with its own forces.

Submitting

1)
Organization
T

o

Claims and Suits, [If any answer is yes, details must be attached.)

Documnent

-d‘_g Hawe you ever failled to complate any wark awarded? Mo
Experience Are there any judgements, claims, arbitration proceedings or suits N
pending or outstanding against your organization or its officers? >
Has your organization filed any law suits or requested arbitration
ith db tructi tracts within the last five years? No v
EeEemes with regard bo construction contracts wi [EEIEY,
ﬂ Within the lazt five vears, has any officer or principal of your organization
] ] ever been an officer or principal of another arganization when it falled to Mo
Financing complete a contruction contract?
is Projectz in Progress l Edit Projects In Progress
Signature . : . ] R 2
I ajor Projects completed in last 5 pears Edit Projects Completed
Construchion expenience and present Edi . & .
Create Woard commitmets of key individuals It experience & commitments

Save Undo Changes l Exit l [ Help

In the first box, list the categories of work that your business normally performs with its own
workforce.

Answer the next 4 questions about any claims or suits that your company has been involved in

1. Edit Jobs in Progress button

The Jobs in Progress window will display information about the jobs that you have brought into

CAPS for AlA type billing AFTER you click the Refresh button.

Jobs that exist in QuickBooks that you do not do AlA type billings for will have to be manually

entered in this window — begin entering information about those other jobs AFTER the

</JobsInProgress> tag.

You MUST manually update the value of Work In Progress and under contract.

You can set your own parameters for reporting Jobs as “Complete” by percentage and/or by when the
last bill was issued.
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1 Contractor's Qualification -- Project in Progress & Completed.

(==] = N

Jobs In Progress | Jobs Completed

Mote: Text between the tags <JobsinProgress: and </JobsInProgress: is from your CAPS database and
these tags" will never be prnted. Click Refresh to update this data from your CAPS database.

<JobsInProgress =

Change Orders
Original Contract Date:
Criginal Contract:
Change Orders:
Total Billed:
Percent Complete:

GuickBooks Job Record=Project
Criginal Cortract Date:
Criginal Contract:
Change Orders:
Total Billed:
Percent Complete:

Deleting A Line
Criginal Cortract Date:
Criginal Contract:
Change Orders:
Total Billed:
Percent Complete:

Changing Estimate Structure
Criginal Cortract Date:
Criginal Contract:
Change Orders:
Total Billed:
Percent Complete:

Same ttem - Multiple Times
Criginal Cortract Date:
Qriginal Contract:
Change Orders:
Total Billed:
Percent Complete:

Handling Change Orders
Criginal Cortract Date:
Qriginal Contract:
Change Orders:
Total Billed:
Percent Complete:

AlA Training Exercize
Criginal Cortract Date:
Q_n'ginal C:or!tlact:

Caongider jobs complete when more than@pemerﬂ has been biled or the |ast bill issued is maore than a:.'s old.

1/5/2007
§7.500.00
£1,500.00
$1.250.00
13.85%

1/5/2009
$26.527.50
£0.00
$4.018.75
15.15%

10/1/2008
$21.500.00
($2,000.00)
$7,450.00
38.21%

10/1/2008
$18.250.00
£0.00
$3.5975.00
21.78%

10/1/2008
$11,500.00
£0.00
$1,150.00
10.0%

10/1/2008
$9.487.50
£4,000.00
$6,689.38
49.60%

11/2/2009

$105,000.00

The jobs listed here are ONLY the |
jobs that you have brought into CAPS

for AlA type billing.

There may be additional jobs from
your QuickBooks file that you will need
to enter manually - and keep updated.

You can also bring ALL of your jobs |
into the CAPS program and just not
send the AlA billings out.

m

Total worth of work in progress and under contract{ Estimated 5213265

Refresh

Save

2. Edit Projects Completed button
You can set your own parameters for reporting Jobs as “Complete” by percentage and/or by when the
last bill was issued. Once these parameters have been set and the Refresh button has been clicked,
Jobs that fit the parameters you set that have been brought into CAPS for AlA type billing will appear

in this list.

v

100000000

You can set your own
parameters for
reporting Jobs as
“Complete” by
percentage and/or by
when the last bill was
issued.

You MUST manually
enter the dollar value
of Work in Progress &
Under Contract — we
do provide you with
an “Estimated” value
of the jobs in CAPS

Click the Refresh
button to pull
information about
Jobs in Progress from
the CAPS program.

Jobs in QuickBooks
that are NOT in CAPS
will NOT be included
in this window — you
will need to manually
enter those jobs.

Other jobs that exist in QuickBooks, but have NOT been brought into CAPS for AIA billing WILL
have to be MANUALLY entered. You can begin entering information about these jobs AFTER the
</JobsCompleted> tag.

You MUST manually enter (and then update) the dollar value of the AVERAGE annual amount of
construction work performed during the past five years.
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1 f Contractor's Qualification -- Project in Progress & Completed. SHAEE X ] YOU MUST manua”y

[dobs In Progres|| Jobs Completed | ) enter (and then update)
the dollar value of the
Mote: Text between the tags <JobsCompleted: and </JobsCompleted: is from your CAPS database and AVERAGE annual

these tags" will never be prnted. Click Refresh to update this data from your CAPS database. .
amount of construction

kJobsCompleted:

Stored Materials work performed during
Original Contract Date: 12/1/2003 -
Orginal Cortract: $335,000.00 the past five years.
Completed Contract: £336,000.01

</obsCompleted> Click the Refresh

button to pull

The jobs listed above are completed jobs (billed at 100%) that have been brought into CAPS for AlA Biling. Other jobs may need to be i i
added to the Jobs Completed window which you have not used CAPS for billing. !nformatlon abOUt JObS
in Progress from the

CAPS program.

Jobs in QuickBooks

These are the "completed" jobs - based on your

specifications below: | that are NOT in CAPS
"More than 75% r:_:lf thejo_b has been billed out OR the last bill will NOT be included
that was issued is more than 180 days old. in this window — you
Additional jobs from your QuickBooks file - that you have not will need to manually
brought into CAPS - must be manually entered and updated. enter those jObS.

You will also need to manually enter & update the average
annual amount of construction work performed during the past
o years.

Caongider jobs complete when more tha@uemerﬂ has been biled or the |ast bill issued is maore than a:.'s old.

Average annual amourt of construction work performed during the past five years. (Estimated $336000 500000

o

3. Edit experience & commitments button
In this window you can enter additional information about your experience and present commitments.
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Use this window to
enter information
Contractor Experience and Present Commitrments about your
experience and

' present
commitments.

:#: A305 Contractor Experience and Present Commitments
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REFERENCES SECTION

In this section, enter information about your companies Trade References, Bank References, Boding
Company and the Name & Address of your Bonding Agent.

EEX

:®: Contractor’s Qualification

Setup References

§§ Trade References

Submitting

XY

Organization

?‘& Bank References

Licensing

o

EHEB[iBnCB

References Wame of bonding company

2

Financing

Surety

Mame and addrezs of agent

Signature

Create word
Docunment

Save Undo Changes Exit l [ Help
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FINANCING SECTION
The Financing section holds information about the financial records that you are submitting for you

company, including who prepared them and the date that they were prepared.

EBX

- Contractor’s Qualification

Setup Financing

%‘é A financial statement must be attached.

Sufamiitng Mame and Address of firm preparing financial statement,

b

Organization

ﬂ)}
r [Drate of Finahcial Statement Friday . Januarp 01, 2010+ |

Licensing

dg* |5 the attached financial statement for the identical Yer |«

) organization named on page one’?
Experience

If not, explain the relationship and financial responsibility of the organization
whose financial statement iz provided [e.qg.. parent-subsidary].

Financing

Will the organization whoze financial statement iz attached act Yes W
az a guarantor of the contract for construction’?
Create \Woard
Document
Save Undo Changes Exit I l Help
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SIGNATURE SECTION

This window contains information about the person who is signing the Contractor Qualification
Statement — by default this information comes from the CAPS program -> System Setup menu -
> Address & Default Information — Notary tab -> Representative and Representative Title
fields. You can change this default information here if you’d like.

N
1% Contractor's Qualification = [([E e

Setup Signature

%aﬁ: Prirt & date "Dated at this..." with today's date {unchecked leave blank)

Submitting
i By: Representative Info form CAP System Setup->Address &

I 1
\\4) Title: Representative Title

Crganization

R
Licensing Save Undo Changes Exdt l [ hice

3
Experience

&

References

ﬂ

Financing

Prirt & date "Subscrbed and swom..." with today’s date {unchecked leave blank)

Signature

Create Word
Document
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CREATE WORD DOCUMENT

Click the Create Word Document button, sit back and wait for Word to respond — review, print, and
save your document.

- Contractor’s Qualification

Setup Pririt

b
Submitting [ Create word Document
-
1)

Organization

%

Licensing

w4

Experience

§

References

29

Financing

Create \Woard

Document

Save Undo Changes Exit I [ Help
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