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Materials Review and Insufficient Certification 
This guide explains the necessary steps in the Appia service to review materials in a daily report and 
certify material for a payment.  For more detailed information, please see the online help. 

Daily Report Review Materials 

If any items posted in your daily report include materials, the materials usage must be 
reviewed before the report can be approved. You can adjust the material quantity if it is 
incorrect.  

If you are editing the daily report, click the Review Materials tab. You will not see this tab if 
there are no materials to review or if the usage rate is 0 to 0.  

The Appia service opens the Review Materials page and lists the details of the item and 
material. If an item is split between funding packages, a field is displayed for both. Review the 
material information and if necessary, make any adjustments to the number of approvals 
required in the Material Quantity field. 

If there is an insufficient quantity, the Material Quantity field in the Material Review 
section on the daily report will be negative, and there will be an insufficient quantity 
indicator on the Work Performed tab on the Payments page. Insufficient items will not 
be paid. Approval is done on the Materials page. 

 

Insufficient Materials Certification 

Any item material associations that have not been approved for items in the payment 
will be flagged as insufficient on the payment’s Work Performed tab. Insufficient items 
will not be paid. Approval is done on the Materials page. 

Click the red check mark to see the material details. Click the View Materials for Item link to 
go to the Item’s page for the material. 
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Once you know which material is insufficient, return to the Materials tab. There may be more 
than one material per item, and there may be more than one item per material.  

1. Select Approve from the insufficient material’s slide menu. Click Add.   

 
2. Enter the approval date.  The date must be before the date of the payment in order to 

be approved for this payment. 
3. Select the form the approval was set from. Add information in the other fields as 

necessary.  
4. The value in the Quantity field must be equal to or greater than the value in the 

Insufficient Quantity field.  Enter the appropriate value in the Quantity field and click 
Save. 

If the insufficient material was associated with more than one item for the payment, you may 
need to approve the material again.  

When all approvals have been completed, return to the payment. 


