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Access the State Aid Accounting System (SAAS) by going to the State Aid Finance Website. 
 

 

 
Click on SAAS Reports and click on “Application” link 
 

 
 

http://www.dot.state.mn.us/safinance/
http://www.dot.state.mn.us/safinance/saas.html


SAAS - DCP Payment Request Guide    

Page 3 of 10 
 

If you have never accessed the SAAS before, the system will automatically download the Crystal 
Reports ActiveX component.  Once the software has been installed, you should be able to access the 
reports. 
 

You will be required to type in a password to access the system.  If you do not know the password 
contact the State Aid Finance staff.  
 

 
 
Click on “Delegated Contract Process (DCP) Payment Request” link 
 

 
 

Enter your three digit county municipal number then press the tab key 
 

  

http://www.dot.state.mn.us/safinance/contactus.html
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Press the down arrow to view projects.  
 

 
 
Click on a project to select then select the next button. 
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Enter preparer’s first name, last name and phone number. 
 

 
 
Enter your next Voucher Number (Last Voucher Nbr: 4) 
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Enter “Retainage Percent” OR “Retainage Amount” (must be blank or zero for Final Request) 
 

 
 
If applicable, enter the “Monetary Deductions/(Dis)Incentive Adjustment Amount,” if this is not 
prorated adjust the appropriate category.   
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If applicable, enter the “Liquidated Damage Amount,” the amount may be “Prorated” or “Non-
Prorated,” or both.  

 
 
Enter the “Work Completed Through Date” using the drop downs. Check the Final Voucher if this is a 
final request. 
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Enter remarks you wish to include on the payment request (200 character limit) 

 
 

Enter “Certified to Date Amounts” for each category. Total should equal the total certified on your 
documentation. Click on “View Report” when all fields have been entered. 
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The following pages show examples of a Partial and Final Payment Request. Sign and send the 
request along with the supporting documentation as instructed on the Partial or Final Request. 
 
State Aid Finance does not need the additional payment detail report pages that are printed with the 
Partial or Final request.   However, you need to check with your DSAE, he may require the additional 
pages with your final payment request. 
 
See the DCP Final Payment Request Sample Packet (PDF) for guidance in preparing the final submittal 
packet. 
 

 

http://www.dot.state.mn.us/stateaid/construction/forms/pay/FinalPaymentRequestSamplePacketr1.pdf
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