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@ Welcome to Cardinal Training
/

This training provides participants with the skills and information necessary to use Cardinal and is not intended to replace existing
Commonwealth and/or agency policies.

This course, and the supplemental resources listed below, are located on the Cardinal website (www.cardinalproject.virginia.gov)
under Training.

Cardinal Reports Catalogs are located on the Cardinal website under Resources:
* Instructor led and web based training course materials

« Job aids on topics across all functional areas

* Glossary of frequently used terms

The Cardinal screenshots included in this training course show system pages and processes that some users may not have
access to due to security roles and/or how specific responsibilities relate to the overall transaction or process being discussed.

For a list of available roles and descriptions, see the Statewide Cardinal Security Handbook on the Cardinal website in the
Security section under Resources.



/;/ Course Objectives
/

After completing this course, you will be able to:

Apply customer contract concepts
Understand the customer contract process
Create and maintain non-federal rate-based customer contracts

Create and maintain non-federal recurring customer contracts
Create and maintain non-federal amount-based customer contracts

Create a rate-based prepaid



p Course Objectives (continued)
/

Create an amount-based prepaid

Understand billing adjustments

Create and process amendments



/;/ Course Topics
/

We will cover the following lessons:

Lesson 1:

Lesson 2:

Lesson 3:

Lesson 4:

Lesson 5:

Lesson 6:

Lesson 7:

Lesson 8:

Lesson 9:

Understanding Non-Federal Customer Contracts

Understanding Project Costs

Creating Non-Federal Rate-Based Customer Contracts
Processing Non-Federal Rate-Based Customer Contracts
Creating Non-Federal Recurring Customer Contracts

Creating Non-Federal Amount-Based Customer Contracts
Creating Non-Federal Amount-Based Prepaid Customer Contract
Amending Non-Federal Contracts

Reports, Queries and Online Inquiries



Agenda
b ns

Understanding Non-Federal Customer Contracts

Understanding Project Costs

Creating Non-Federal Rate-Based Customer Contracts

Processing Non-Federal Rate-Based Customer Contracts

Creating Non-Federal Recurring Customer Contracts

Creating Non-Federal Amount-Based Customer Contract

Creating Non-Federal Amount-Based Prepaid Customer Contract




/’) Agenda (continued)
/

Amending Non-Federal Contracts

Reports, Queries and Online Inquiries




}) Lesson 1: Introduction
Y4

‘ Understanding Non-Federal Customer Contracts

This lesson covers the following topics:

* Project Accounting Overview
* Project Accounting Process

+ Key Concepts



7 Project Accounting Overview
/

Introduction

Project Accounting is composed of two
modules: Project Costing and Customer
Contracts.

Project Costing

The Project Costing module provides a tool
that identifies, controls, and tracks financial
information by project. That information can
be analyzed and used to measure and
manage performance over the life of the
project.

Customer Contracts

The Customer Contracts module allows the
creation of rules that govern the billing of
individuals, companies, localities and/or the
federal government for project related costs.
The customer Contracts module applies
those rules to costs accumulated in the
Project Costing module and calculates
amounts to be billed.

Modules

Cardinal Functional Areas

Accounts
Payable

Accounts
Receivable

Time &
Attendance

]|

CARDINAL

General
Ledger

Project
Accounting

Procurement

Project Costing

Contracts




/;/ Project Accounting Process
/

Project Accounting tracks the financial transactions related to a project, automatically bills external parties for their portion of
incurred costs, and provides reports on the project’s financial status.

Key processes in Project Accounting are:
* Create and Maintain Projects
* Create and Amend Contracts
« Collect, Distribute, and Price
*  Process Billing and Revenue

» Adjustments and Reconciliation



/;/ Key Concepts
/

Some key concepts in customer contracts include:

Non-federal contract numbers are auto numbered in Cardinal. You cannot inactivate a contract and create a new contract
using the same number because Cardinal does not allow duplicate contract numbers.

Amendments are used to make changes to an active contract. They enable you to maintain an audit trail, as well as a
historical record, of any changes made to the contract throughout its lifecycle

A project/activity combination is associated with one rate-based contract line at a time. You must remove the
project/activity from a rate-based contract line that is no longer in use before you can place those combinations on a
different contract line.

10



y Non-Federal Customer Contracts
/

Contracts represent an agreement between the agency and a customer. A customer can be a Federal agency, a local

government, company, or individual.

Cardinal contracts are identified as Federal or Non-federal, as shown below:

Cardinal Contracts

v

Federal Contracts

A 4

Rate-Based

v
Non-Federal Contracts
y v v v
Rate-Based Recurring Amount-Based Prepaids
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/;/ Non-Federal Customer Contracts
J

The Customer Contracts module is an integration point between the Project Costing and Billing modules. The Billing module
uses information from both the Customer Contracts and Project Costing modules to create the bill sent to the customer.

Non-federal contracts use rate-based, recurring, and amount-based contracts. Federal contracts use rate-based contracts.
Data generated from the contract lines passes to the Billing module to generate bills to customers.

Rate-Based Contracts: Rate-based contract lines enable costs to be incurred on a project and automatically billed. Billing of
these costs is calculated based on a rate set attached to the contract line. The Rate Set specifies the participation rate that
will be applied to expenditures for the project and activities associated to the contract line. You can set up limits for a rate-
based contract line to ensure the billing limits related to an agreement are enforced. The accounting entries for rate-based
billing transactions are created by Cardinal using pre-configured Accounting Rules. A prepaid amount can be associated to
a rate-based contract line in order for costs to be drawn down from an advance payment received from a customer.

12



/;/ Non-Federal Customer Contracts
J

Recurring Contracts: Recurring contract lines allow you to bill a customer a recurring fixed amount on a regular basis.
When creating recurring contracts, the number of billings is predefined. The accounting entries for recurring contracts are
created by Cardinal using chart of account values from Distribution Codes. The values are defaulted to the contract line
based on the Distribution Code associated to the Product used to create the recurring contract line.

Amount-Based Contracts: Amount-based contracts allow you to bill a customer amounts on a one-time, periodic, or regular
basis. The amounts billed do not have to be the same amount each month. Amount-based contract lines also provide the
ability to associate a prepaid amount to the contract lines and recognize the revenue on an periodic basis. The accounting
entries for amount based contracts are created by Cardinal using chart of account values from Distribution Codes. The

values are defaulted to the contract line based on the Distribution Code associated to the Product used to create the
amount based contract line.

For tips information on determining which contract to use, see the job aid entitled Helpful Hints for Non-Federal Contracts
located on the Cardinal website in Job Aids under Training.

13



@ Non-Federal Customer Contracts - Create
J

Create Customer Contracts includes the following steps:
+  Create contract header

«  Create contract line(s)

« Link projects and activities

*  Apply prepaids, if applicable

 Activate the contract

Set
Billing
Limit

Create
Contract
Line(s)

Create
Contract
Header

Link
Projects
and
Activities

Activate
Contract

Apply
Prepaids
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#/ Non-Federal Customer Contracts - Amend
/

A contract amendment is any change made to an active contract that alters the fundamental obligations and entitlements of
the contract; that is, you are changing or adding to the contract values that you previously entered. You make amendments to
a contract by using the Amendment Processing feature.

Amending Federal and Non-Federal Customer Contracts includes the following steps:
Enter Amendment Type and Reason Code

Amend Contract Header, Contract Line(s), and/or Contract Terms

+ Set Amendment Status to Ready

. Process Amendment

Amend
Enter Set
Contract
Amendment Amendment Process
Start Header,
Type & . Status to Amendment
Line(s), and/or
Reason Ready
Terms
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@ Non-Federal Customer Contracts — General Information
7" (continued)

A contract consists of two components:
« Contract header

* Contract line(s)

The contract header contains agreement information that is relevant to the entire contract. Agreement information may
include customer information, terms and conditions, contract dates, and so forth. Also stored at the header level is
administrative information, such as support teams, that are associated with the contract.

A contract line contains information that is relevant to the line. You can add multiple contract lines to a contract. Each

contract line has its own status thus allowing you to manage each contract line as appropriate in accordance with the terms
and conditions of the contract. To make a contract available for processing, contract lines must have a status of Active.

16



/,j Customer Contracts Page
V4

The Customer Contracts page provides links to access the major functions in Customer Contracts, such as Create and
Amend, Review Contract Summary, and Determine Price and Terms.

You can navigate to this page using the following path:

Main Menu > Customer Contracts

Customer Contracts

@E Customer Contracts

Access customer contracts.

Contracts Center
Access the key areas for managing customer confracts.

= General Information

5] Contract Notes

= Fixed Amount Acctg Distrib
3 More...

ﬁ Review Revenue
Review revenue recognized.
= Plans

=] Events

=] As Incurred
3 More...

Adjust Revenue and Billing
Adjust revenue and billing.
=] Review and Manage Limits

Favorites ‘ Main Menu - »  Customer Confracts -

Create and Amend
Create, modify, or review a contract and related information.

= Review Contract Summary
Review a confract summary.

Define confractual pricing.
= Amount Allocation
= Amendment Amount Allocation
= Contract Temms
3 More...

ﬁ Schedule and Process Billing

ﬁ Determine Price and Terms

Define, review, or process billing.
= Define Billing Plan
= Assign Billing Flan

ﬁ Review Contract Information

Review general informaticn within a contract.

= Contracts

= Amendments

= Aftachments
2 More...

= My Contracts
Define and update a personalized list of contracts.

Schedule and Process Revenue

Diefing, review, or process revenue to be recognized.
=) Define Revenue Flan

=] Assign Revenue Plan

=] Preview Revenus

ﬁ Review Billing
Raview billing.
=) Plans

=] Evenfs

=] Az Incurred

ﬁ Reports
Generate reporz for contract-related information.
=] Fed Acc Unbilled CostException
=] Transaction Relationship Rpt
=] Federal Contract Status Report
6 hore...
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}) Customer Contracts — General Information
/

To view an existing Contract, navigate using the
following path:

Main Menu > Customer Contracts > Create
and Amend > General Information

* Click the Find an Existing Value tab.
« Enter your search criteria.
* Click the Search button.

 The Search Results display below the
Search Criteria section.

» Click the link for the Contract you want to
review.

Favorites | Main Menu - > Customer Contracts = > Create and Amend~ > General Information

Enter any information you have and click Search. Leave fields blank for a list of all values.

I Find an Existing Value I' Add a New Value |

w Search Criteria

Business Unit[= v 50100 aQ

Contract 000000175
Sold To Customer

Customer Name
Contract Status

Processing Status|= ~]

Contract T\_.'pe
Contract Classification| = ~v]
Region Codz|begins with |

Contract Administrator[ begins with |
Master Contract #

U case Sensitive
Limit the number of results to (up to 200). |300

LLo0 LR B
<]

Search | [ Clear | Basic Search [& Save Search Criteria

Search Resulis
Wiew All

Contract Description Customer Name

Customer Status

Sold To Confract Process!

2
2
|

Status

L0000DD 1755 Adj VWater & Sewer Facililies 0000003320 MONTGOWMERY COUNTY PUBLIC SERVICE AUTH. ACTIVE

0000001759 Rev Share Local Match P-107141 0000108308 COUNTY SPOTSYLVANIA ACTIVE
0000001751 Widen Todd's Lane 0000117140 CITY OF HAMPTON ACTIVE

0000001750 Rt 7 Bridge Widening 0000142680 NORTHERM VIRGINIA TRANSPORTATION AUTH  ACTIVE
DOC&ER01 anede rl4gs 00000032
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/,/ Non-Federal Customer Contracts — General Information
7" (continued)

On the General Information page there are up to three tabs: General, Lines and Amendments. The contract header
information is located on the General tab and contains information relevant to the entire contract, such as Description,
Customer, Contract Type etc. The Amendments tab displays after the contract is activated.

Favorites v ‘ Main Menu v > Customer Confracts v > Createand Amend v > General Information

General || Lines || Amendments |

Contract Number 0000001755

Amendment Number 0000000000

Amend Contract

Contract Admin

Region Code
Contract Type A
Currency Code USD
Exchange Rate Type CRRNT
Contract Signed 08/12/2016

Contract Role

Revenue Profile
Use Project ChartFields: v/

p Other Information
p Summary of Amounts (2

Billing Plans

[F)save ||@F Returnto Search ||[=] Notify |

General | Lines | Amendments

Description Adj ‘Water & Sewer Facilities

Revenue Plans Milestones

Sold To Customer

MONTGOMERY COUNTY PUBLIC SERVICE AUTH.

*Contract Status ACTIVE Q

Add to My _Contracts

Processing Status
Q Amendment Status
Business Unit

Contract Classification
Start Date

End Date
Last Update Date/Time

Last Update User ID
Separate Fixed Billing and Revenue:
Separate As Incurred Billing and Revenue:

Renewals Supplemental Data

Active
Complete
VA Dept of Transportation

Standard
08/12/2016

03/19/2016 11:41:53AM
SHELLY.PRYCR

| New Window | Personalize

Go To |More

B |
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y Non-Federal Customer Contracts — General Information
7" (continued)

Contract Status: Displays a user-defined Favorites v ‘ MainMenuy > CustomerConfracts v > Create and Amendv > General Information
) ~ ) ‘ | New Window | Personalize
value that controls what processing can General | Lies || Amenaments |
occur agaInSt the Co_ntraCt' . ContraCt Contract Number 0000001755 Sold To Customer MONTGOMERY COUNTY PUBLIC SERVICE AUTH.
Statuses are associated with a PRT— [contract status crive Q
Processing Status which designates —— e
] . end Contrac | 0 My Contracts |
when a contract is available for lookup
and processing. When you enter a Description Ad) Waler & Sewer Facilfs Processing Satus Actie
contract, the status defaults to Pending. contactAdmin b Amendment Satus Conplte
Region Code Business Unit VA Dept of Transporiation
Contract statuses used for Non-federal Contac Typé. CobfopeLChassonion ol
Contracts include' Currency Code USD Start Date 08/12/2016
' Exchange Rate Type CRRNT End Date
Contract Signed 08/12/2016 Last Update Date/Time 08/19/2016 11:41:53AM
. Confract Role Last Update User ID SHELLY.PRYOR
i Pen d N g Separate Fixed Billing and Revenue:
Revenue Profile Separate As Incurred Billing and Revenue:
Use Project ChartFields: V!
. Active ) Other Information
p Summary of Amounts (2
. CI ose d Billing Plans Revenue Plans Milestones Renewals Supplemental Data GoTo |More v
[save || Retumto Search || Notfy | [B Add || UpdatelDispiay
General | Lines | Amendments
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// Contract Lines Page

The Contract Line information is
located on the Lines tab and details the
billing parameters that are used to
calculate the amount to bill a customer.

The Contract Line Status works in
conjunction with the Contract Status
on the Contract - General page. A
contract line can be eligible for
processing when both the Contract
Status and the Contract Line Status
are set to Active.

Contract Lines can have a status of:
« Active
« Cancelled
« Pending
* Inactive

Favorites v

| General | Lings § Amendments |

Contract Number 0000001755
Amendment Number 0000000000

C Amend Conratt

Contract Lines I?

General | Detal | Biling Amount Details | Revenue Amount Datalls || Deferred Revenue ‘

Actions Linea  Product

Actions 1 AMT_PROJEID

Billing Plans Revenue Flans

[Fsaie [ Retumio Seach | Nalfy |

General| Lings | Amendments

ManMenus > CustomerConfracls+ > Crealeand Amend= 3 General Information

Sold To Customer MCNTGOMERY COUNTY PUBLIC SERVICE AUTH.
Contract Status ACTIVE

Standalone

Description Price Type Sk

Fartic - CON - CCT - Amount

ilestones Renewals

Bundle Start Date
Q, 08122016

Supplemental Data

| New Window | Help | Persaralize Page |

Fersona[ize\FInd|ViewAH|@|@ First 4 fof1 ) Last

End Date

Active

Supplemental Data

Supplemental Data

GoTo Mo

v
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}) Lesson 1. Checkpoint
/

Now is your opportunity to check your understanding of the course material. Read the question and select your answer.

-

1. What allows Cardinal to maintain an audit trail, as well as a historical record, of any changes
made to the contract throughout its lifecycle?

Y4

2. A contract consists of what two components?

AN

\(

3. In Cardinal, contracts are classified as either Federal or Non Federal.

True or False

AN
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;) Lesson 1: Checkpoint (continued)
/

4. Match the Contract Type to it's Description:

Contract Type Description

Rate Based Allows you to bill a customer a fixed amount either one time, periodic or regular basis
Recurring Allows costs to be incurred on a project and automatically billed

Amount Based Allows you to bill a customer a recurring amount on a regular basis

~N

Y4

5. What criteria warrant a rate-based contract setup?

J
~

\(

6. What type of information do you find on the contract header? On the contract line?

AN

23



}) Lesson 1: Summary
/

‘ Understanding Non-Federal Customer Contracts

In this lesson, you learned:

«  The Project Accounting functional area is composed of two modules: Project Costing and Customer Contracts.
* You can only associate a project/activity combination with one contract line (and contract) at a time.

* You use amendments to make changes to Active contracts.

24



}j Lesson 2: Introduction
Y4

‘ Understanding Project Costs

This lesson covers the following topic:

Understanding Project Costs

25



/p/ Understanding Project Costs

Before a project accumulates costs, the project and its associated activities must have been created in Cardinal.

Transactional data from other modules can only be pulled into the Project Costing module if the transaction has the PC
Business Unit (PC BU), Project, and Activity ChartFields populated and the entries have posted in the GL module. The
screenshot below is an example of these three fields in the Accounts Receivables module on the Create/Update Journal

Entries page.

Favorites - ‘ Main Menu - * General Ledger- *  Joumals + *  Joumal Entry ~ *  Create/Update Journal Entries

Header || Lines | Totals || Errors || Approval

Unit 50100 Journal ID NEXT Date 11/29/2016
Template List Change values
| Inter/IntraUnit “Process | Edit Journal W Process
T Personalize | Find | IE—II E
Select Line *Unit *Ledger Account Fund Program Department PC Bus Unit Project Activity
] 1 50100 Q) ACTUALS 5013550 (04100 |G 103010 Q, [10024 & (50100 Ci |DDO0O7YS21 |Gy |930
€ >

Lines to add 1 =]

Totals Personalize | Find | View Al | 2] ] First ‘4 1of1 &) Last

Unit Total Lines Total Debits Total Credits  Journal Status  Budget Status

50100 1 0.00 0.00 N N

[F]save ||[=]Motify ||:* Refresh E: Add || 5] Update/Display




/;/ Understanding Project Costs (continued)
/

Transactions entered in other modules, which contain project costing ChartFields, are pulled into project costing and
populated on the project transaction table. These transactions are assigned analysis types which enable Project Costing to
process them further for billing and / or funds distribution.

Analysis Types are categories that are assigned to transactions to identify different types of transactions, such as estimated
costs, budgeted amounts, actual costs, and billed costs. A single transaction can create multiple transaction rows on the
project table. These transaction rows may be processed further and result in additional transactional rows being created and
distinguished by the associated analysis type.

You can use reports, online inquiries, and Analysis Types to review and analyze transactions between source modules and
the Project Costing module.

Analysis Groups identify a group of Analysis Types and are used to analyze project costs. They are needed for many
Project Costing project analysis functions and mass changes to execute properly.

System Source identifies where the row was generated. Examples would include: GL Batch (BGL), AP Batch (BAP), AR
Batch (BAR), EX Batch (BEX), KK Budget Journal (PKK).

27



// Understanding Project Costs - Analysis Types

Analysis Types:

CNV, ACT, ATE, PAY, FDS and FDR are used to
denote original transactions and are all eligible for
billing if the project and activity associated to the
expenditure is defined on an active Customer
Contract. In rare cases, transactions with analysis type
ATT are eligible to be billed for federal contracts.

BIL means the amount can be billed.

BIL, BLD, BAJ, OLT, NBL, DEF, FBD and UTL denote
billing transactions.

FRV denotes revenue transactions for amount based
contracts.

BD1 denotes Budget rows for specified project.

ATR, ATL, ATA, ATQ are original transactions that are
not eligible for billing.

Analysis Type

Description

CNV Converted Expenditures
ATE Account Type-Expense

PAY Time and Labor Actual

FDR Fund Distribution Reversals
FDS State Distribution

ACT Actual Cost

BIL Billable Amount

BLD Billed Amount

BAJ Billing Adjustment

OLT Over Limit Amount

DEF Biling Deferred Amount
NBL Not Billable

ATT Account Types-Transfer

ATR Account Type-Revenue

ATL Account Type-Liability

ATA Account Type-Asset

ATQ Account Type-Equity

FBD Fixed Cost Billed Amount
FRV Fixed Cost Revenue Amount
UAJ Prepaid Utilization Adjustment
UTL Prepaid Utilization (Billing)
BD1 Total Cost Budget - Scenario 1

28




/;/ Understanding Project Costs — Integrations
/

General Ledger (GL), Accounts Payable (AP), Expenses (EX), Accounts Receivable (AR), and Commitment Control (KK) all
send project transactions to Project Costing during nightly batch processing if the transactions include Project Costing
ChartFields, i.e., PC Business Unit, Project, and Activity, in the distribution. This includes:

* GL journals that originate in GL

« AP vouchers

« EX employee expense

* AR direct journal accounting lines

« KK budget journal lines

Time and Labor (TA) sends project related transactions to Project Costing periodically when time and labor costs are
allocated if the transactions include Project Costing ChartFields.

 TA timesheet data transactions

29



/;) Understanding Project Costs — Integrations (continued)
/

Transactions from other modules are posted to Project Costing with an Analysis Type based on the source module and the
Account associated with the transaction.

Source Module | Account | Analysis Type | Analysis Type Description

AP, EX Expense ACT Actual Cost

GL, AR Expense ATE Account Type - Expenses
GL, AR, AP, EX Revenue ATR Account Type - Revenue
GL, AR, AP, EX Asset ATA Account Type - Asset
GL, AR, AP, EX Liability ATL Account Type - Liability
GL, AR, AP, EX Equity ATQ Account Type— Equity
GL, AR, AP, EX Transfer ATT Account Type - Transfer

30



}) Lesson 2: Checkpoint
/

Now is your opportunity to check your understanding of the course material. Read the question and select your answer.

-

1. Project costs are created in many modules. Name two of them.

Y4

2.  What ChartFields must be populated for the project transactions to be sent to Project Costing?

AN

31



}) Lesson 2: Summary
/

‘ Understanding Project Costs

In this lesson, you learned:
* Project transactions must have the PC BU, Project, and Activity ChartFields in order to integrate with Project Costing.

* Analysis Types are used to identify different types of transactions in the Project Costing module.

« The Analysis Types used to identify transactions are determined by their source modules (Accounts Payable,
Accounts Receivable, etc.)

32



/’) Lesson 3: Introduction
/

‘ Creating Non-Federal Rate-Based Customer Contracts

This lesson covers the following topics:

Create non-federal rate-based customer contracts

Cardinal Contracts
|

v
Non-Federal Contracts

y
Rate-Based




@ Non-Federal Rate-Based Contracts
J

Rate-based contracts are created by adding contract lines with a rate-based product. Each contract line must have one or
more project/activity combinations and a rate set. Project Costing (PC) receives cost rows which include PCBU, project and
activity as they are posted in GL. These cost rows are priced based on the rate set associated to the contract line and
creates billable rows. The Customer Contracts module sends the billable rows to the Billing module where invoices are
created. Once the cost row has been processed and the billable amount invoiced in Billing, the cost row cannot be processed

for billing again.

The accounting entries for the billing and revenue are managed by the Customer Contracts module. Accounting Rules define
the Chartfield values that are used to send the billing entries to Billing and the revenue entries to GL.
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V4

» Adding a Contract

To create a contract, access the General Information
page using the following path:

Main Menu > Customer Contracts > Create and
Amend > General Information

Click the Add a New Value tab.

Business Unit defaults for your agency (i.e., 50100
for VDOT). Do not change.

Contract defaults to NEXT. Do not change for a
non-federal contract.

Enter the Sold To Customer using the look up
icon.

Contract Classification defaults to Standard Do
not change for a non-federal contract.

The two check box fields, Separate Fixed Billing
and Revenue/Separate As Incurred Billing and
Revenue, are not used.

Click the Add button.

Favaorites - Iain Menu = v Customer Confracts» > Createand Amend~ > General Information

General Information

Find an Existing Value | Add a New Value |

Business Unit 50100 | Q
Confract|NEXT
Sold To Customer|0000000001 Q
Contract Classffication| Standard v

Separate Fixed Billing and Revenue

Separate As Incurred Billing and Revenue

Add

35




(L,

V4

7} Creating Contract H

The General tab displays. Enter the
contract header information:

Description: Enter a short detailed
description about the contract. The
field is limited to 35 characters.

Contract Type: Select the
appropriate Value:

A— Letter of Authorization
F— Federal

G- Grant
J— Federal Grant
L— Local
O- Other

R— Resolution

eader

Favorites ~

General | Lines |

Contract Number NEXT

Main Menu » » Customer Confracts » > Create and Amend » > General Information

Sold To Customer PIEDMONT CONCRETE CONTRACTORS INC.

| New Window | Help | Personaiig

*Contract Status PENDING Q
| Copy From Confract |
Description |Local Contract 277 Processing Status Pending
Contract Admin Q
Region Code Q Business Unit VA Dept of Transportation
| Contract Type L a | Contract Classification Standard
Currency Code USD Q
Exchange Rate Type | CRRNT v| Last Update Date/Time
Contract Signed 09/01/2019 Eﬂ Last Update User ID
Contract Role Q Separate Fixed Billing and Revenue:
Separate As Incurred Billing and Revenue:
Revenue Profile Q
Use Project ChartFields: &
} Other Information
} Summary of Amounts (7
Billing Plans Revenue Plans IMilestones Renewals GoTo |More v|
([ save | (=] Noty | (4 Add || 2] UpcatemDisplay |

(General | Lines
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(L,

V4

7} Creating Contract

Currency Code and Exchange
Rate Type default. Do not
change.

Contract Signed: Defaults to
the current date. Update with
the agreement date. If there is
no agreement date you may use
the date the contract is eligible
to begin billing.

Use Project Chartfields
checkbox— Defaults as
checked and cannot be
changed.

Header

Favorites » Main Menu «

General | Lines |

Contract Number NEXT

> Customer Confracts » > Create and Amend » > General Information

| New Window | Help | Personali

Sold To Customer PIEDMONT CONCRETE CONTRACTORS INC.

*Contract Status PENDING

Q

| Copy From Confract || Add fo My Contracts
Description |Local Contract 277 Processing Status Pending
Contract Admin Q Amendment Status
Region Code Q Business Unit VA Dept of Transportation
Contract Type L Q Contract Classification Standard

Currency Code |USD
Exchange Rate Type | CRRNT v

Confract Signed 09/01/2019

Contract Role Q

Revenue Profile o]
| Use Project ChartFields: / I

Other Information

} Summary of Amounts (?

Billing Flans Revenue Flans Milestones Renewals

General | Lines

Last Amended
Last Update Date/Time

Last Update User ID
Separate Fixed Billing and Revenue:
Separate As Incurred Billing and Revenue:

Amaount Allocation

Supplemental Data

GoTo |More

v]

([} Add

|[ %] UpdatelDisplay |
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y Creating Contract Header (continued)
/

Click the arrow next to the Other
Information section to expand
the section.

Legal Entity:

* Choose STATE for non-
federal contracts.

* Federal Region Code field
defaults to 03 (FHWA). Do
not change for a non-federal
contract.

 Proposal ID field is a free
form field and can be left
blank. If necessary, this field
can be used to define the total
contract amount.

« Click the Save button. The
Contract Number displays.

Favorites « Main Menu -

General || Lines |

Contract Number 0000002008

> Customer Confracts » > Create and Amend » > General Information

| New Window | Help | Perso

Sold To Customer PIEDMONT CONCRETE CONTRACTORS INC.
*Contract Status PENDING Q

Copy From Contract | | Add fo My Contracts

Description |Local Contract 277
Contract Admin
Region Code

Contract Type |L

Currency Code USD

Processing Status Pending
Q Amendment Status
Q Business Unit VA Dept of Transporiation
e}

Contract Classification Standard
Last Amended

Exchange Rate Type| CRRNT

V| Last Update Date/Time 08/11/2018 12:30:13FM

Contract Signed |08/01/201%
Contract Role
Revenue Profile
Use Project ChartFields: ¥/
¥ Other Information

I Template Contract
[IMaster Contract

O Legal Review Complete
O credit Check Complete

O contains Cotermination Lines

} Summary of Amounts (7

Billing Plans Revenue Plans Milestones

General | Lines

&) Last Update User ID SHELLY.PRYCOR
Separate Fixed Billing and Revenue:
Separate As Incurred Billing and Revenue:

Q

Parent Contract
Master Contract

| Legal Entity[STATE |
Purchase Order

Proposal 1D I

Federal Region Code |03

2 o0

Amount Allacation GoTo |More v

Renawals Supplemental Data

|Es Add || 5] Update/Display |




4/ Creating a Contract Line

A contract line details the billing parameters that are used to calculate the amount to bill a customer and has its own
accounting distributions, billing limit, billing plan, and revenue plans. Each contract line within a contract can have a status of
Active, Cancelled, or Pending. Contracts converted to Cardinal as CLOSED will have a contract line status of Inactive.

The Hold Billing on Unpaid Cost, Hold Revenue on Unpaid Cost and Standalone Sale checkboxes default as unchecked
and should not be checked.

You add contract line(s) from the General Information page:
* Click the Lines tab.

* Click the Add Contract Lines button.

Favorites - | Main Menu ~ » Customer Confracts ~ > Create and Amend ~ > General Information
| Mew Window | Help | Personaliz:
Contract Number 0000002008 e Sold To Customer FPIEDMONT CONCRETE CONTRACTORS INC.

Contract Status PENDING

| Add Contract Lines | Add Default Kit

Contract Lines (7 Personalize | Find | Wiew All | = | E First ‘4 1o0f1 "*' Last

General Detail || Biling Amount Details Revenue Amount Details Contract Liability
Actions Line Product Description Price Type Hold Billing on | Hold Revenue on tandalone Sale Bundle Start Date End Date *=5Status Supplementa

P yp Unpaid Cost Unpaid Cost PP
Actions Active Supplement:
< 2>

Billing Plans Revenue Plans Milestones Renewals Amount Allocation Supplemental Data Go To [More |
[§]save ||[=] Motify [ Add 2 Update/Display

General | Lines




V4

The General Information — Add Contract
Lines page displays.

To search for non-federal rate-based
products:

* Product Group: Select any value
beginning with RTE, except RTE_FED
(Federal Government).

* Price Type: Select Rate as this is a rate-
based contract. This field displays the
price type that was defined for the
product on the Product Definition page.

e Click the Search button.

7} Creating a Contract Line (continued)

Favorites = ‘ Main Menu » Customer Contracts~ > Createand Amend~ > General Information

General Information

Add Contract Lines
Search (2
Product Group |RTE_CONSTA iy L] Product Kits
Product [ | Renewable
Product Description
Price Type |Rate W I
Physical Nature v
Create Adhoc Product Return to Contract Lines
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p/ Creating a Contract Line (continued)
/

The search results populate below the search criteria. Select the check box next to the product you want to use to create the
contract line.

Product: Displays the product name.

The product name will contain the Source Type_Category_Participation Rate. You will select the appropriate product based
on the terms of the contract being created. For example, if the contract will bill for miscellaneous goods and services to the
construction fund to a state agency customer at 100%, you would select product: MG&SE_CON34_100. You may use the
Distribution Code query to confirm the entire COA string for the product.

If a product is not pre-defined, you will create a new rate based product. For more details about creating a rate based product,
see the job aid 501 _PA354 Create Rate Based Contract located on the Cardinal website in Job Aids under Training.

Favorites v | Main Menu v > Customer Confracts v > Createand Amend~ > General Information
| New Window | Help | Personalize Page | E&

General Information
Add Contract Lines

Search (2

Product Group RTE_CONSTA Q [ Product Kits
Product [JRenewable
Product Description
Price Type |Rate v
Physical Nature [ v]
| searcn |
Search Results (2 Personalize | Find | View Al | E1] B First (0 1470117 ¥ Last
General Templates |
Description Price Type :2{::;:8[ Product Kit *Fee Type Start Date End Date Renewable Renewal Action Quantity uom

M 1MG&SE_CON34_100 Misc - CON - State Agency Rate Goods N None 09/01/2018 |[5§ EJ N 1.0000 Q ~

[0 2MG&SE_CON35_100 Misc - CON - Other Agency Rate Goods N None [E) EJ N 1.0000 Q

[0 3MG&SE_CON36_100 Misc - CON - STA - Bristol Rate Goods N None ] EJ N 1.0000 Q

[0 4MG&SE_MGS47_100 Misc - STAPLES MILL PROJ DRPT Rate Goods N None [ EJ N 1.0000! Q 41




,} Creating a Contract Line (continued)
/

« Description: Displays the description of the product.

* Price Type: Displays the price type of the product. If you narrowed the search results by price type, this is the value you
selected.

* Physical Nature: Defaults to Goods
* Product Kit: Defaultsto N

+ Fee Type: Defaults to None.

Favorites ~ | Main Menu ~ » Customer Confracts + » Create and Amend ~ > General Information
| New Window | Help | Personalize Page | &
General Information
Add Contract Lines
Search (2
Product Group RTE_CONSTA Q, [ product Kits
Product [JRenewable
Product Description
Price Type | Rate v
Physical Nature v
| search |
Search Results (7 Personalize | Find | View Al | 2 | = First ‘4 117 of 17 '} Last
| General Templates
Producta Description Price Type :2%‘::?' Product Kit *Fee Type Start Date End Date Renewable Renewal Action Quantity uom
¥ 1 MGRSE_CON34_100 Misc - CON - State Agency Rate Goods N MNone 08/01/2018 |[3] B N 1.0000 Q, A
0 2MG&SE_CON35_100 Misc - CON - Other Agency Rate Goods N None | ] | E N | 1.0000| | Q
O 3MG&SE_CON3G_100 Misc - CON - STA - Bristol Rate Goods N MNone | EJ | Et:l N 1.0000 Q
0 4 MGASE MG Misc - STAP, RPT = =n0d! MNone ! N | .0oog| |



,j Creating a Contract Line (continued)
/

« Start Date: The contract line start date. This date should be the contract signed date from the contract header. The value

that you enter appears on the Contract - Lines page.

« End Date: The contract line end date. This field is left blank.

* Renewable & Renewal Action: not used in Cardinal

General Information

Favorites « | Main Menu « » Customer Confracts » > Createand Amend ~ > General Information

| New Window | Help | Personalize Page | &

Add Contract Lines
Search (2

Product Group
Product

Product Description
Price Type

Physical Nature

Search Results (7

| General || Templates
Products
1 MGE&SE_CON34_100

2 MG&SE_CON35_100

OO0 &

3 MGASE_CON36_100

O

[RTE_CONSTA & O Product Kits
| O Renewable
Rate hd
v
| search |
Description

Misc - COMN - State Agency
Misc - CON - Other Agency

Misc - CON - STA, - Bristol

Price Type

Rate

Rate

Rate

Physical
Nature

Goods
Goods

Goods

Product Kit *Fee Type

N

N

N

4 MG&SE, MG Migc - STAP RPT 3 spod

MNone

MNone

Mone

Personalize | Find | View Al | 22| [ First ‘4’ 147 of 17 '»/ Last

Start Date End Date Renewable Renewal Action Quantity UomM

peo2019H [0 |HON [ toooo| [ e P
| | EH N 10000 [ &y

| 9 | CL I

aulNone 2 "_..' ‘@'.— @N NP ~ ’q.unou 9 /
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,} Creating a Contract Line (continued)
/

* Quantity: Displays quantity for the product.
« UOM: Displays the unit of measure associated with the product, if any.

Scroll down to the bottom of the page.

Favorites | Main Menu » Customer Confracts » > Create and Amend ~ > General Information
| Mew Window | Help | Personalize Page | =
General Information
Add Contract Lines
Search (7)
Product Group |[RTE_CONSTA Q. I product Kits
Product| | (] Renewable
Product Description | |
PrceType[Rde ]
Physical Nature| v]
|  Seach |
Search Results (7] Personalize | Find | View All | & | E First ‘4 117 of 17 '»/ Last
| General || Templates |
Producta Description Price Type Egﬁr';a' Product Kit *Fee Type Start Date End Date Renewable Renewsal Action Quantity uom
M 1 MGASE_CON34_100 Misc - CON - State Agency Rate Goods N None [pgro1r2019 | | FH N 1.0000 Q A
[0 2MG&SE_CON35 100 Misc - CON - Other Agency Rate Goods N None | |5 | [ N 1.0000 [ |Q
O 3MG&SE_CON36_100 Misc - CON - STA - Bristol Rate Goods N None | & | [ 10000 [ |@
O 4MGRSEMG Misc - STAP RPT ; 2000 Naone ' ' G N .0000
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}) Creating a Contract Line (continued)
/

* Create Plans from Template and Combine Like Templates: These check boxes default and should not be changed.
These templates create the predefined bill plans and revenue plans for the product(s).

* Click the Add Contract Lines button.

BT NI L VO e VNIV s NP AN VAR Ww\nﬁw%wm ]

Rale

I Renewal Plans

[] 17PROJE_PROS2 100 Partic-CON-STA-NCOVA
Select Al O cearal

Create Plans from Template Combine Like Templates

M Billing Plans M Billing Plans

I Revenue Plans I Revenue Plans

Add Contract Lines

Create Adhoc Product

Refurn fo Contract Lines

Goods N None H H N 10000 | ]Q v
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};} Creating Contract Line (continued)
/

A message displays indicating the number of contract lines added to the contract.

Click the Return to Contract Lines link to continue processing the contract.

Favorites + | Main Menu « >

General Information

Add Contract Lines

Customer Confracis = > Create and Amend = > General Information

Search (7
Product Group RTE_CONSTA ) [ 1 Product Kits
Product [ ] Renewable
Product Description
Price Type [Rate v|
Physical Nature | v
Search | 1 line(s) have been added to the contract
Create Adhoc Product Fefurn to Contract Lines
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4/ Creating a Contract Line (continued)

After you return to the Lines tab, click the Save button. Saving the contract creates both a billing and revenue plan that is
associated with the Product used to create the contract line.

You can add additional contract lines using the Add Contract Lines button or you can delete a contract line by clicking the

Delete Row icon (minus sign). You must un-assign the Billing and Revenue Plans before the contract line can be deleted.
You can only delete a contract line from contracts with a Processing Status of Pending.

Favorites | Main Menu - > Customer Confracts = > Create and Amend = > General Information
Related Content v | New Window | Help | Personal
General Lines
Contract Number 0000002008 Sold To Customer PIEDMONT CONCRETE CONTRACTORS INC.

Contract Status PEMNDING

| Add Contract Lines || Add Default Kit

Contract Lines (7 Personalize | Find | View All | T | [ First ‘4 1 0f1 "}/ Last

General Detail Billing Amount Details Revenue Amount Details

Actions Line Product Description Price Type Hﬂhdpsiiél iggst:n Hollﬂ_l DR;‘SEEEE,EO” Standalone Sale Bundle Start Date End Date *5ta
-+ Actions 1 MGE&SE_CON24_100 Misc - COMN - State Ag| Rate ] [l Cy, |02/01/2019 |[5] [E] @
< >
Billing Plans Revenue Flans Milestones Renewals Amount Allocation Supplemental Data GoTo |Maore v
Ié Save ||[=] Motify [C} Add 2| Update/Display
——

General | Lines




/jj Creating a Contract Line (continued)
/

The General tab, in the Contract Lines section, shows the basic information for the line(s), including Product, Description,
Price Type, Start Date, and the line’s Status.

The status of a line can be Active, Cancelled, or Pending. Contracts converted to Cardinal as CLOSED will have a contract
line status of Inactive.

Eavorites - | Main Menu = > Customer Confracts » > Create and Amend » > General Information
Related Content + | New Window | Help | Persona
General | Lines |
Contract Number 0000002002 = Sold To Customer PIEDMOMNT CONCRETE CONTRACTORS INC.

Contract Status PEMDING

| Add Contract Lines [ Add Default Kit |

Contract Lines (2

l General 'I Detail || Billing Amount Details || Revenue Amount Details |

Personalize | Find | View All | 2 | I First "4’ 10f1 "B/ Last

Actions Line Product Description Price Type HSLdpaEiié' igg;” Hﬂ';:g:;:fgﬂ;“” Standalone Sale Bundle Start Date End Date *Sta
- Actions 1 MG&SE_CON34_100 Misc - CON - State Ag Rate O | Q. [09/01/2019 |[5] [ @
£ >
Billing Plans Revenue Flans Milestones Renewals Amount Allocation Supplemental Data GoTo | Mare v|
|[Flsave ||[x] Motify | [h Add || %] Update/Display

General | Lines
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4/ Creating a Contract Line (continued)

From the Lines tab, under the Contract Lines section, click Detail tab.

The contract Billing Plan and Revenue Plan were defaulted based on the Product you selected to create the contract line.
The status of these plans can be:

* Pending: Contract is not active.

« Ready: Contract is active and no transactions have been processed for the billing or revenue plans.

» Cancelled: The plan has been cancelled.

* In Progress: Transactions have been processed against the contract’s Billing Plan and Revenue Plan.

Favorites - | Main Menu ~ > Customer Confracts ~ > Create and Amend ~ > General Information
Related Content + | New Window | Help | Personali

General Lines

Contract Number 0000002008 Sold To Customer FPIEDMONT CONCRETE CONTRACTORS INC.
Contract Status PENDING

Add Contract Lines [ Add Default Kit
Contract Lines (¢ Personalize | Find | View Al | & | E First ‘4 10f1 '} Last
General Detail || Biling Amount Details || Revenue Amount Details
Actions Line Product Description Price Type Billing Plan Revenue Plan Contract Terms Accounting Internal Notes Ship to Custo
) - ) ] NP PIEDMONT ¢
+ Actions 1 MGE&SE_CON34_100 Misc - CON - State Acg| Rate Pending Pending Contract Terms Distribution Internal Motes
CONTRACTC
< >
Billing Plans Revenue Plans Milestones Renewals Amount Allocation Supplemental Data Go To |More M
[Fl5ave ||[=] Motify 4 Add 2| Update/Display

General | Lines




/2

/
L,

The Billing Amount Details and Revenue Amount Details tabs, in the Contract Lines section, provide further information

Creating a Contract Line (continued)

about the contract lines, including the Price Type, UOM, and Billing/Revenue Limit Amount, if applicable.

Favorites |

General Lines |

Contract Number 0000002002 = 5

Main Menu - > Customer Confracts » > Create and Amend ~ >

General Information

old To Customer FPIEDMONT CONCRETE CONTRACTORS INC.
Contract Status PEMNDING

| Add Contract Lines |

Add Default Kit

Contract Lines (%

Related Content = | New Window | Help | Persond

Contract Number 0000002002

Sold To Customer FPIEDMOMNT CONCRETE CONTRACTORS INC.

Contract Status PEMDING

Add Contract Lines |

Add Default Kit |

Contract Lines (7

|[§]save ||=] Motify |

General | Lines

Persenalize | Find | View Al | 2 | B First ‘4’ 10f1 "*' Last

General || Detail || Billing Amount Details I Revenue Amount Details I
Actions Line Product Description Price Type Quantity Revenue Limit
- Actions 1 MGE&SE_COMN34_100 Misc - COM - State Agen| Rate 1.0000 0.00
Billing Flans Revenue Plans Milestones Renewals

Amount Allocation Supplemental Data

Personalize | Find | View An | 2| B First ‘' 10f1 ‘b Last
General || Detail | Billing Amount Details || Revenue Amount Details |
Actions Line Product Description Price Type Quantity UOM Billing Limit Unit Billimg
- Actions 1 MGESE_COM34_100 Misc - CON - State Agency Rate 1.0000 0.00 0.00 [=]

Billing Flans Revenue Flans Milestones Renewals Amount Allocation Supplemental Data Go To |More ]

|[F]save ||E=] Notify | |Es Add || 5] Update/Display |
General | Lines

Favorites - | Main Menu ~ > Customer Confracts ~ > Createand Amend ~ > General Information

Related Content - | Mew Window | Help | Persong

General Lines |

Unit Revenue Simulate Revenue Pricing

0.00 Simulate Revenue Pricing =1

Go To

Mare ]

[Ex Add || 5 Update/Display |
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»/ Associating the Rate Set, Projects, Activities, and Billing
Limit on the Contract Line

After you create the contract header and line, you associate a rate set, billing limit, projects and activities for each contract line.
Associating projects and activities to the contract line allows transactions to be billed and prevents the combination from being
associated to another rate-based contract line.

To access the pages where you add the project and activities, you will use the following navigation from the Contract Lines tab:

Click the Detail tab.

Click the Contract Terms link.

Favorites + | Main Menu « > Customer Confracis = > Create and Amend = >

General Lines

Contract Number 0000002008

Sold To Customer

General Information

Contract Status PENDING

Add Contract Lines

| | Add Default Kit

Contract Lines (%

General Billing Amount Details

Actions Line Product
- Actions 1 MGE&SE_COMN34_100
Billing Flans Revenue Flans

[§]save ||[=] Motify

General | Lines

Eevenue Amount Details

Description

Price Type

Misc - CON - State Ag| Rate

Milestones

Reneawals

Billing Plan

Pending
<

Amount Allocation

PIEDMONT CONCRETE CONTRACTORS INC.

Related Content = | New Window | Help | Personal

Personalize | Find | Viewall | &3 | B First (0 10f1 ) Last

Revenue Plan Contract Terms Accounting Internal Notes Ship to Custo
; e FIEDMOMT ¢
Pending Contract Terms Distribution Internal Notes CONTRACTY
>
Supplemental Data Go To [More ]

[C% Add || 2] Update/Display
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#/ Associating the Rate Set to the Contract Line
/

The Related Projects tab displays.

* Enter the PC Business Unit (i.e.,
50100 for VDOT).

» After you enter and tab out of the
PC Business Unit field the Rate
Set will automatically populate.
The Rate Set value defaults
based on the Product used to
create the contract line.

Favorites | Main Menu ~ > Customer Coniracis = >

. Related Projects -

Fl%
Contract Number 0000002008
Amendment Number
Contract Line 1

Product MG&SE_COMN34_100

Description Misc - CON - State Agency

Create and Amend ~ >

General Information > Contract Terms

Sold To Customer FIEDMONT CONCRETE CONTRACTORS INC.

Contract Status PEMNDING

Price Type Raie

PC Business Unit|50100 ]
Billing Limit 10,000.00 Transaction Limits Review Limits
| Perform Limit Checking |
Rewvenue Limit 10,000.00
Discount ID Q Retainage ID Q
[ Tiered Pricing Tiered Pricing
Associated Rates Personalize | Find | & First 4/ 10f1 "}’ Last
Effective Date Status Rate Selection Rate Set
1[poioi201e x| [Active v| [Rate Set v] |MG&SE_CON34_100 | Rate Set [+ [=]
Associated Projects & Activities Personalize | 2 First ‘4’ 10f1 ‘* Last
*Project *Activity
O Q Q (=l
Create Project [ Create Activity || All Activities [ | Summary Activiies | | Delete Activities |
Return to General Information
Amount Allocation
|[Flsave ||[ch Returnto Search ||[Z]Motify | i Refresh | J Update/Display | [ & Include History | (57 Cormect History
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Associated Rates section:

« Effective Date: Enter the start date of the
agreement. This date is normally the same as
the contract signed date. This date determines
which transactions can be priced for billing.
Transactions with an accounting date prior to the
Effective Date are not eligible to be billed.

* Status: Identifies the Rate Set as either Active
or Inactive. The value defaults to Active.

 Rate Selection: Defaults to Rate Set. Do not
change it.

* Rate Set: Defaults based on the product you
used to create the contract line. Do not change
it.

* Click the Save button.

» Click the Amount Allocation link at the bottom
of the page. This page allows you to define a
Billing limit for the contract line. If a Billing limit is
not required, you do not need to access this

page.

/) Associating the Rate Set to the Contract Line (continued)

Favorites | Main Menu »  Customer Confracis » > Create and Amend » :  General Information »  Contract Terms

Related Projects

IEE“
Contract Number 0000002008 = Sold To Customer PIEDWMCOMNT CONCRETE CONTRACTORS INC.
Amendment Number Contract Status PENDING
ContractLine < 1 Price Type Rate

Product MGRSE_CON34_100
Description  Misc - CON - State Agency

PC Business Unit|50100 Q
Billing Limit 10,000.00 Transaction Limits Review Limits
Perform Limit Checking
Revenue Limit 10,000.00
Discount ID Q Retainage ID Q
[ iered Pricing Tiered Pricing
Associated Rates Personalize | Find [ First (4 10f1 (P Lagt
Effective Date Status Rate Selection Rate 3et
13012019 x |[5) [Active v| [Raie et v| [MGASE_CON34 100 | Q. Rate Set [+] [=]
Associated Projects & Activities Personalize | 2 First (4 1of1 (1) Last
*Project *Activity
0 Q Q [+ =]
Create Project [ Create Activity [ All Activities || summary Activiies | | Delete Activities

Return to General Infarmation

Amount Allocation

[§]8ave |||ah Returnto Search ||[Z] Notify || 2% Refresh 4 Update/Display _L-'I Include History I_/ Correct History

53



4

/

s

V4

The Billing Allocation page for the contract line displays. Here you can set the contract line’s billing limit.

Setting the Billing Limit for the Contract Line

-;_,L'I Save

Favorites « |

Billing Allocation

Contract 00000020028

Business Unit 50100

Contract Billing (7

Total Billing
" Fixed Billing (%

Fixed Billing

Billing Discounts/Surcharges

Met Fixed Billing

Contract Line Pricing (7

Retrieve n
Billing Price 1% product
1 MGE&SE_CON34_100
Select Al O clear Al

Line Totals (7
Billing Amount
Discounts/Surcharges

Prepaids
Return to Contract Terms

1 'L{*‘ Return to Search | |‘i| Notify

Currency USD

Main Menu - >  Customer Confracts -

> Create and Amend ~ >

Sold To Customer 0000000001

Contract Admin

0.00

0.00

0.00

0.00

Bundle Price Type

Rate

Recurring Billing

Billing Limit

General Information > Contract Terms

> Amount Allocation

FIEDMONT CONCRETE CONTRACTORS INC.

Unallocated Billing 0.00
Unallocated Fixed Billing 0.00
Inclusive Prepaids 0.00
Allocation | Incomplete ~]
| Recalculate
Personalize | Find | (2| & First (40 10f1 2 Last
Quantity Billing Limit Limit Check Actions
1.0000 000 | LimitCheck | - Actions
| Recalculate
D.00
0.00 Total Billing 0.00
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Billing Limit: If there is a billing limit for
a contract line:

« Enter the billing limit in the Total
Billing and Billing Limit fields.

* Click the Recalculate button. The
Unallocated Billing field updates to
zero and the Allocation changes to
Complete.

* Click the Save button.

Click the Return to Contract Terms
link.

y Setting the Billing Limit for the Contract Line

Favorites | Main Menu ~ > Customer Confracts ~ > Create and Amend » :  General Information > Contract Terms

[ Billing Allocation |

Contract 0000002002

Business Unit 50100 Currency USD

Contract Billing (2

Sold To Customer 0000000001

Contract Admin

Total Billing 10,000.00)
v Fixed Billing (7
Fixed Billing
Billing Discounts/Surcharges 0.00
Net Fixed Billing 0.00
Contract Line Pricing (2
Retrieve = .
Billing Price Line Product Bundle Price Type
1 MG&SE_CON34_100 Rate
Select Al O Clear Al
Line Totals (7
Billing Amount 0.00 Recurring Billing
Discounts/Surcharges 0.00 Billing Limit

Return to Contract Terms I

'-LEJ_]Sa‘.re |J@ Return to Search  ||[=] Notify |

> Amount Allocation

PIEDMONT CONCRETE CONTRACTORS INC.

Unallocated Billing 0.00
Unallocated Fixed Billing 0.00
Inclusive Prepaids 0.00
Allocation | Complete V]
I Recalculate

Personalize | Find

Quantity Billing Limit

1.0000 10,000.00

0.00

10,000.00

[ B At 0 1of1 O Last

Limit Check Actions

Limit Check |

Total Billing

~ Actions

10,000.00
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#/ Associating Projects to the Contract Line
/

The Contract Terms page displays for the
selected contract line.

To associate Project(s) and activities:

Enter your Project ID in the project
field, or click the look up icon for a
list of available values.

Select the radio button next to the
Project ID.

Click the Summary Activities
button.

Favorites = ‘ Main Menu =

Related Projects

Contract Number 0000002003

Amendment Number

Contract Line

1

»  Customer Confracts = > Create and Amend » =  General Information » Contract Terms

Sold To Customer FIEDMONT COMCRETE CONTRACTCORS INC.
Contract Status PENDING

Price Type Raie

Product MG&SE_CON34_100
Description  Misc - CON - State Agency
PC Business Unit 50100 Q.
Billing Limit 10,000.00 Transaction Limits Review Limits
| Perform Limit Checking |
Revenue Limit 10,000.00
Discount ID &} Retainage ID Q
U Tiered Pricing Tierad Pricing
Associated Rates Personalize | Find | (ED] First ‘4’ 1of1 '} Last
Effective Date Status Rate Selection Rate Set
1[08/01/2018 [5) [Active v| [Rate Set v| [MGASE_CON34_100 |Q Rate Set &=
Associated Projects & Activities Personalize | Y First ‘4’ 10f1 '»/ Last
*Project *Activity
@I 0000100004 a, ] [=]
| Create Project [ Create Activity [ Al Activities summary Activities | Delete Activities |

Return to General Information

Amount Allocation

[[F]save

|[E Return to Search | |[=] Notify

[|£ Refresh | JE| Update/Display :',J Include History L_}r Correct Histery
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7l Associating Project Activities to the Contract Line
7" (continued)

Belated Contentw | MNew Window [ Helo | B

The Summary Activity Selection pop-up 7| summary Activity Selection for 0000100001 x
window displays and allows you to add all Related Cortent v | Helo
activities associated with your selected nei
phase(S). o Project Activities Personalize | Find | View 100 | @] [ mist 0 12507143 (1) Last
Select ~ WBSID Activity Name Activity Activity Type :Lfﬁ:‘““g Start Date End Date
. ©o . 1 [ 1 & Preliminary Engineering Phase 2101 9101 Active 03012011 D4/30/2036
Detailed activities ar(_e grou_ped by prOJeCt Bu E 11 PE Participating 0151 9101 Active 03012011 D4/30/2038 "
phase’ €.g., PE Partici P atin g. E O 12 PE Non Participating 9171 9101 Active 03012011 D4/30/2038
o te 2 E Right of Way Phase 9102 9102 Active 03012011 D4/30/2038
* You are able to add all activities for a 0 21 Rwpatispatng
phase by CIiCking the check box next to - 22 B RW Non Participating 9172 9102 Active 030172011 D4/30/2036
the phase ACtIVIty, e.g. Prelimin ary 221 Staff Appraising 721 8102 Active 030172011 0473012036
En g ineerin g Phase. You may select N 222 Fee Appraising 722 9102 Active 03012011 D4/30/2038
only non-participating activities by 8 223 CourtTestmony Staff Appr 7 9102 Aciive 030101 042002036
selecti ng the check box next to the PE 224 Court Testimony Fee Appr 724 9102 Active 03012011 D4/30/2038
.. . .. E 225 Appraisal Review 725 9102 Active 03012011 D4/30/2038
Non-Participating activity. = _
o 226 RWIPE-PE Activities on RW Job 726 9102 Active 03012011 D4/30/2038
227 RWIConstr - Constr on Rw Jab 727 9102 Active 03012011 041302036
* O_nce you have selected the phase(s), " 228 R/W Educational Courses 720 9102 Active 03012011 D4/30/2038
click the OK button. el 229 Attorney Fees - Other 751 9102 Active 03012011 D4/30/2038 v
o] [ canst [ Refiesn |
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7" (continued)

The activities you selected display on the
Related Projects tab, for the Contract
Line.

* Click the Save button.

* Click the Return to General
Information link.

,} Associating Project Activities to the Contract Line

Favorites | Main Menu ~ » Customer Confracits ~ > Create and Amend ~ > General Information » Contract Terms
Related Projects
Contract Number 0000002008 Sold To Customer FIEDMONT CONCRETE CONTRACTORS INC.
Amendment Number Contract Status PEMNDING
Contract Line Price Type Rate
Product MG&SE_COMN34_100
Description Misc - COMN - State Agency
PC Business Unit|50100 [=X
Billing Limit 10.000.00 Transaction Limits Review Limits
| Perform Limit Checking |
Revenue Limit 10,000.00
Discount ID | =X Retainage ID [ |2
[ Tiered Pricing Tieraed Pricing
Associated Rates Personalize | Find | 2 First ‘4’ 1 0of1 “*' Last
Effective Date Status Rate Selection Rate Set
1[Der11/2018 |H [Active ~| [Rate Set ~] [MG&SE_CON34_100 |Gy Rate Set =1
Associated Projects & Activities Personalize | (2 First '4' 125 0f32 '}' Last
*Project *Activity Description Description
@) (0000100001 Q. [721 Q) Rural Additions - Pittsylvania Staff Appraising =1
) [ooop1ooDoDt | & [722 |G, Rural Additions - Pittsylvania Fee Appraising =]
) [ooop1ooDoot | & [723 |G, Rural Additions - Pittsylvania Court Testimony Staff Appr =]
[oog; | iti i j
R ”‘\.MJMHM el W
Create Froject Create Activity Activities Surhfiary Activities Delete Activities
Return to General Information
Amount Allocation
I |5 save I 2" Return to Search [=7] Motify 4 Refresh Update/Displa & Include History [”» Correct History
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#/ Billing Plan (continued)
/

Cardinal returns you to the Lines tab. Access the Billing Plan General tab:
*  Click Detail tab under the Contract Lines section of the page.

* Click the Pending link under the Billing Plan field.

Favaorites - | Main Menu - » Customer Confracts » > Create and Amend = > (General Information

General |' Lines |

General | Lines

Related Content = | New Window | Help | Personal

%
Contract Number 0000002008 Sold To Customer FIEDMCNT COMCRETE CONTRACTORS INC.
Contract Status PENDING
| Add Contract Lines [ Add Default Kit |
Contract Lines (¢ Personalize | Find | View All | 2 | E First ‘4 10f1 %' Last
General | Detail || Billing Amount Details || Revenue Amount Details |
Actions Line Product Description Price Type Billing Plan Revenue Plan Contract Terms Accounting Internal Notes  Ship to Custo
. . " i I FIEDMONT (
« Actions 1 MG&E&SE_CON34_100 Misc - COM - State Ag Rate Pending Contract Terms Distribution Internal Motes CONTRACTC
< >
Billing Flans Revenue Plans Milestones Renewals Amount Allocation Supplemental Data Go To |More v
|[f]save || Returnto Search ||[x] Notify | [Es Add || £ Update/isplay
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4/ Billing Plan (continued)

The Billing Plan General page displays.
The Billing Plan associated to your contract
line is pre-populated based on the Product
you selected to create the contract line. Do
not change these default values.

Tabs shown on the Define Billing Plan page
vary depending on the price type (rate-based,
amount-based, percent based or recurring) of
the contract line. Rate-based contract lines
have three tabs:

« Billing Plan General: Displays billing
information for the contract line, such as
customer information and billing options.
It is not used for rate-based contract lines.

« Events: Not used for rate-based contract
lines.

« History: Displays the billing history for the
contract line. Any bills that are created
from the contract are listed on the history

page.

Favorites + | Main Menu

Billing Plan General || Events || History I

Contract 0000002003

Sold To Customer 0000000001
INC.

Billing Plan B101 As Incurred - Rate Based

Description |4s Incurred - Rate Based ®

Billing Method |As Incurred
Customer Information

BI Unit 50100 Q VA Dept of Transportation
*Bill To Customer 0000000001 Q FIEDMONT CONCRETE
CONTRACTORS INC.
Addr Num 11Q =
Bill To Contact Q
Billing Options
Bill Type [STA Q. ¥ Pre Approved
Bill Source [MG&SE Q O pirect Invoice
Summarization Template ID VDOT_OTHER Q VOOT Cther

Purchase Order

Billing Header Note Internal Motes Preview Summarization Template

Billing Default Overrides
Invoice Form LANDSCAPE |Q
Cycle ID [MONTHLY a,
Bill By ID PC_OTHER |3,

View Customer Defaults

Mon-Federal Project

Payment Method | v]
Payment Terms Q

Billing Inquiry Q
Billing Specialist Q

Return to Assign Billing Flan

[Glsave ||[ah Returnto Search ||[=] Motify

Billing Flan General | Events | History

> Customer Confracts » > Createand Amend + > General Information

PIEDMONT CONCRETE CONTRACTCRS

> Assign Billing Plan > Define Billing Plan

Bl Unit 50100
Bill To 0000000001 PIEDMONT CONCRETE CONTRACTORS
INC.
Currency USD
*Billing Status __Pending hd
Ready at Activation

Transaction Options

Bill Currency | Contract Currency w
Retainage Options

Items previously held as Retainages

Ol O write-off ® Hold
Tolerance Options
Minimum Bill Amount 0.00
CIFinal Bill
E. Add || & Update/Display
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V4

On the Billing Plan General tab:

» Description: Defaults. Do not
change.

« Billing Status: Defaults to Pending
when the contract line is added.

- Values include Pending, Ready,
and Cancelled.

- Ready displays once the contract
Status is set to Active.

 Ready at Activation: Ready at
Activation displays and defaults to
checked when the contract line is
added.

 Pre Approved: Defaults to selected.
Do not change. This allows
transactions to bypass the billing
worksheet.

For Rate-based contracts the Events tab
IS not used.

» Billing Plan - Billing Plan General Tab (continued)

Favorites + | Main Menu =

Billing Plan General I Events History

Contract 0000002008
Sold To Customer 0000000001

» Customer Contracts » > Createand Amend » > General Information

PIEDMOCNT CONCRETE CONTRACTCRS

INC.
Billing Plan B101 As Incurred - Rate Based
| Description [As Incurred - Rate Based x |
Billing Method | As Incurred
Customer Information
Bl Unit 50100 Q VA Dept of Transpartation
*Bill To Customer 2000000001 Q PIEDMONT CONCRETE
CONTRACTORS INC.
Addr Num 1)Q, =
Bill To Contact &}
Billing Options
Bill Type [STA Q v Pre Approved
Bill Source MG&SE Q [ pirect Invoice
Summarization Template ID |VDOT_OTHER Q VDOT Other
Purchase Order
Billing Header Note Internal Notes Preview Summarization Template
Billing Default Overrides
Invoice Form LANDSCAPE |Q
Cycle ID MONTHLY | Q View Customer Defaults
Bill By ID PC_OTHER |Q Non-Federal Project
Payment Method | v|
Payment Terms &}
Billing Inguiry Q
Billing Specialist QL

Return to Assign Billing Plan

[Flsave ||[ah Return to Search [=] Notify

Billing Plan General | Events | History

» Assign Billing Flan » Define Billing Plan

Bl Unit 50100
Bill To 0000000001 PIEDMONT CONCRETE CONTRACTORS
INC.
Currency USD
| -Billing Status [ Pending v

Ready at Activation I

Transaction Options

Bill Currency| Contract Currency ~

Retainage Options
Items previously held as Retainages
OBil

O write-off (® Hold

Tolerance Options

Minimum Bill Amount

CIFinal Bill




Billing Plan — History Tab (continued)

Click the History tab. The Billing Plan page, History tab enables you to view the status for all billing activity related to the
Billing Plan.

Click the Return to Assign Billing Plan link.

Favorites ‘ Main Menu - > Customer Coniracits = > Create and Amend ~ > General Information ¥

Assign Billing Plan > Define Billing Plan

| Mew Window
! Billing Plan General || Events l History I

Contract 0000002003

Bl Unit 50100
Sold To Customer 0000000001 FIEDMONT CONCRETE CONTRACTORS Bill To 0000000001 FIEDMONT CONCRETE
IMC. CONTRACTORS INC.
Billing Plan B101 As Incurred - Rate Based

Currency USD
Amount Details

Total Net Extended Amount

0.00
Contract Billing History Personalize | Find | B ] E First 4/ 10f1 "»' Last
Source || Billing || Contracts || Erojecis |
*Cross sCross
Reference System Process . Last Update Billing Net Extended
Sequence No. F;gteur:n:e Source Instance *Last Update DateTime User 1D Net Amt Gross Amt Currency Amt Gross Extended
rs
1 Finalized PCA 02/30/2019 12:11:46PM| [SHELLY Pt 0.000 0.000 Q 0.000 o.000| [+] [=]
Return to Assign Billing Plan I

[[F]save |[[&h Returnto Search | [ Notify

[C3 Add |[ /] Update/Display
Billing Plan General | Events | History




} Accessing the Billing Plan Page from the General
Information or Lines tabs

Another way to access the Billing Plan pages is by using the Billing Plans link found at the bottom of the General

Information or Lines tab.

Favorites v ‘ Main Menu v > Customer Confracts v

General || Lines |

Contract Number 0000002008

Description [Local Contract 277
Contract Admin |
Region Code |
Contract Type L

Currency Code USD

>

Create and Amend v > General Information

Sold To Customer

Related Content v | New Window | Help | Person

PIEDMONT CONCRETE CONTRACTORS INC.

*Contract Status [PENDING (e}

\ Add to My Contracts \

Exchange Rate Type [CRRNT

Contract Signed 09/01/2019
Contract Role |
Revenue Profile |

Use Project ChartFields: [/
Other Information

Summary of Amounts (2

[Biling Plans_]

|Elsave |G RetuntoSearch |[[=] Notify |

Revenue Plans Milestones

General | Lines

Processing Status

Q Amendment Status
Q Business Unit
Q Contract Classification
Last Amended

v] Start Date
&) End Date
'30\ Last Update Date/Time
':O\ Last Update User ID
Separate Fixed Billing and Revenue:
Separate As Incurred Billing and Revenue:

Renewals Amount Allocation

Supplemental Data

Pending

VA Dept of Transportation
Standard

09/01/2019

09/11/2019 1:37:09PM
SHELLY.PRYCR

GoTo |More

s Add
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#/ Billing Plan (continued)
/

The Assign Billing Plan page displays. Click the Plan ID link to access the Billing Plan pages.

Favorites v ’ Main Menu v > Customer Contracts v > Create and Amend v

Assign Billing Plan

Contract 0000002008
Sold To Customer PIEDMONT CONCRETE CONTRACTORS INC.

Local Contract 277

> General Information > Assign Billing Plan

Contract Lines to be Assigned / Unassigned

Bill Plan to Assign / Unassign

Return to General Information

|[@h Return to Search || =] Notify |

Line Product Line Description Billing Amount Price Type Plan Plan Description
1 MG&SE_CON34_100 Misc - CON - State Agency Rate As Incurred - Rate Based
Select All O clearAn

Billing Plan[NEXT ~ |Q Billing Plan Template|  |Q
Billing Method | v| Bill Plan Detail Template D[ |Q
Description | \
| Assign [Assign selected Lines/Sequences to Billing Plan ‘ Unassign_] Unassign selected Lines/Sequences from Billing Plan

Personalize | [\AewAllle’Bl @ First ‘4’ 10f1 '»/ Last

New Window | Help | Personalize Page |

Billing Method Status

As Incurred Pending
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’) Revenue Plan (continued)
/

Just like the Billing Plan, you can access the Revenue Plan from the General Information page.

* Click the Revenue Plans link at the bottom of the General or Lines tab.

General | Lines |

Contract Number 0000002008

Favorites v ’ Main Menu v > Customer Contracts v

Create and Amend v > General Information

Sold To Customer

Related Content v | New Window | Help | Persor]

PIEDMONT CONCRETE CONTRACTORS INC.

*Contract Status PENDING ~la

| Add to My Contracts 1

Description |Local Contract 277

Processing Status

Contract Admin |

Region Code |

Contract Type |L

Currency Code USD

Exchange Rate Type [CRRNT

Contract Signed [09/01/2019

Contract Role |

Revenue Profile |

Use Project ChartFields: /]

b Other Information

p Summary of Amounts (2

Billing Plans Milestones

\[Flsave ||@" Returnto Search ||[=] Notify

General | Lines

Pending

VA Dept of Transportation
Standard

09/01/2019

09/11/2019 1:37:09PM
SHELLY.PRYOR

\
Q Amendment Status
Q Business Unit
Q Contract Classification
Last Amended
V] Start Date
&) End Date
Q Last Update Date/Time
Q Last Update User ID
Separate Fixed Billing and Revenue: |
Separate As Incurred Billing and Revenue: |
Renewals Amount Allocation

Supplemental Data

Go To |More V]

®
c
r/1‘
-
(7]

[ Add_| [ Updater
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,) Revenue Plan (continued)
/

The Assign Revenue Plan page displays. Click the Plan ID.

> General Information > Assign Revenue Plan

Favorites v ’ Main Menu v > Customer Contracts v > Create and Amend v
New Window | Help | Personalize Page |

Assign Revenue Plan

Contract 0000002008 Local Contract 277
Sold To Customer PIEDMONT CONCRETE CONTRACTORS INC.

Personalize | Find | View All | (2 | E First ‘4’ 10f1 '} Last

Contract Lines to be Assigned / Unassigned
Revenue Method Status

Line Product Description Revenue Amount .Fr’;';: Plan  Plan Description
O 1 MG&SE_CON34_100 Lﬁ’\‘g’ecn‘chN 2k Rate As Incurred - Rate Based As Incurred Pending
™setect Al O clear Al
Revenue Plan Assign/Unassign
Revenue Plan [NEXT & Revenue Plan Template | Q
Revenue Method | M
Description | \
& Assign selected contract lines to Revenue Plan \ Unassign l Unassign selected contract lines from Revenue Plan

Return to General Information

(=] Notify |

|[@h Return to Search

66



Ij Revenue Plan (continued)

On the Revenue Plan page:
» Description: Defaults. Do not
change.

Favorites » | Main Menu - > Customer Confracs » >

Revenue Plan

« Plan Status: Defaults to Pending Revenue Plan
when the contract line is added.
Do not change.
* Values include Pending,
Ready, and Cancelled.

* Ready displays once the

Contract 0000002008

Sold To Customer 0000000004
INC.

Revenue Plan R1M1

PIEDMONT CONCRETE CONTRACTORS

Createand Amend » ] General Information | > AssignRevenuzPlan  » Define Revenue Pla

Business Unit 50100 Currency USD

L Business Unit 50100

GL Currency USD

contract is set to Active.

Description (As Incurred - Rate Based

*Plan Status| Pending v|

* Ready at Activation: Defaults to
checked when the contract line is

Recognition Method As Incurred
Define Events By

v/ Ready at Activation

added. Add Milestone
 Event Detail section: Not used Event Detail Personalize | Find | View Al | 2| 5 Fist 4 1of1 ) Last
Wlth rate-based contract Ilnes. Event Event Type *Event Status Accounting Date
Return to the General Information 1 [Date V] [Pending v| De30019 ) EventNote =]
page by clicking General Information _
. . . Retumn fo Assign Revenue Plan
in the navigation breadcrumb path.
[Elsave ||Gh Retum to Search | |[=] Notify | |_+ E,Add |[/& Update/Display
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7} Activating a Contract
/

After you have created the contract, added the
contract line, set the limits, defined the rate set,
and associated the projects and activities to
the contract, the Contract Status is ready to
be set to Active. Activating a contract
indicates that all data for the contract has been
entered into Cardinal.

On the General tab:

» Click the look up icon to the right of the
Contract Status field

 Select Active

* Click the Save button at the bottom of the
page.

Favorites v Main Menu v

Contract Number 0000002008

> Customer Confracts v > Create and Amend'v >  General Information

Related Content v | NewWindow | Help | Personalize

Sold To Customer PIEDMONT CONCRETE CONTRACTORS INC.

*Contract Status PENDING

| AddtoMyContracts |
_ | Look Up Contract Status X
Description Local Contract 277
e — Help
in |
Contract Admin| ) 50100
Region Code| Contract Status|begins with v ||
Contract Type L
LookUp || Clear || Cancel |Basi
Currency Code USD P | ‘ Loy
Exchange Rate Type CRFW, : Search Results
Contract Signed 041012019 1 View 100 Fist © 17a7 O Lagt
Contract Role{ | Contract Status Description Processing Status
2 JACTIVE Active Acive |
RGOS I'CL0SED_ Cloed Closed
Use Project ChartFields: v FIRE - CLOSED Closed For FHWA FIRE Active
FVACCEPTED FHWA Accepted Closed
) Other Information FV COMPLETED Fiscal Completed ~~ Acfive
PENDING Pending Pending
) Summary of Amounts (2 WITHDRAWN  Contract Withdrawn ~ Active
Billng Plans Revenue Plans Milestones v
[Elsawe || RetumtoSearch | [Notiy | \E_Tddi ] Update/Display
General | Lines
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’j Activating a Contract (continued)
/

After the contract is saved:

« An Amendments tab displays. Amendments to contracts are discussed in another lesson in this course.

« Two additional buttons display:
« Amend Contract
 Add to My Contracts

Favorites v | Main Menu v > Customer Confracts v > Createand Amend ~ > General Information
Related Content + | New Window | Help | Personal
General || Lines l[ Amendments I
Contract Number 0000002008 Sold To Customer PIEDMONT CONCRETE CONTRACTORS INC.
Amendment Number 0000000000 *Contract Status ACTIVE X
I\ Amend Contract | I\ Add to My Contracts 1l

Description [Local Contract 277

| Processing Status Active

ContractAdmin| 1 Amendment Status
Region Code Business Unit VA Dept of Transporiation
Contract Type L Contract Classification Standard
Currency Code USD Last Amended
Exchange Rate Type CRRNT Start Date 09/01/2019
Contract Signed 09/01/2019 End Date

Last Update Date/Time 09/30/2019 12:33:37PM

Last Update User ID SHELLY.PRYOR
Separate Fixed Billing and Revenue:
Separate As Incurred Billing and Revenue:

Contract Role

Revenue Profile
Use Project ChartFields: Vi

» Other Information

P Summary of Amounts (2

Billing Plans Revenue Plans Milestones Renewals Supplemental Data Go To |More v

|[Flsave |[@" Returnto Search | |[=] Notify | [EsAcd |[A U

General | Lines | Amendmenis




4/ Placing a Hold on the Billing & Revenue Plan

After you update the Contract Status to
Active, you can navigate back to the Billing
Plan or Revenue Plan and see that each
plan’s status has updated to Ready.

To place the Billing or Revenue Plan status

on hold:

* Onthe Billing Plan General or Revenue
Plan tab, click the Hold check box to put
the plan on hold. Upon selection of the
check box the date is populated next to
the check box and a Hold Details section
displays, with three fields:

— Put On Hold Date: populates with the
current date which matches the date
that displays next to the check box.

- Hold User: populates with the name
of the person who placed the Hold.

- Hold Reason: click the lookup icon to
select the reason for the hold.

Favorites ~ | Main Menu - » Customer Confracts ~ > Create and Amend ~ > General Information

Billing Plan General Events History

Contract 0000002008

Sold To Customer 0000000001
INC.
Billing Plan B101 As Incurred - Rate Based

Description |As Incurred - Rate Based

Billing Method | As Incurred
Customer Information
Bl Unit 50100 VA Dept of Transportation
*Bill To Customer 0000000001 Q PIEDMONT CONCRETE
CONTRACTORS INC.
Addr Num 1|Q =
Bill To Contact Q,
Billing Options
Bill Type [STA Q, [ Pre Approved
Bill Source [MG&SE Q [ pirect Invoice
Summarization Template ID VDOT_OTHER Q, VDOT Cther

Purchase Order

Billing Header Note Internal Motes Preview Summarization Template

Billing Default Overrides
Invoice Form LANDSCAPE |Q
Cycle ID MONTHLY Q
Bill By ID PC_OTHER |Q

View Customer Defaults

Mon-Federal Project

Payment Method M
Payment Terms Q

Billing Inquiry Q,
Billing Specialist Q

Return to General Information

[§lsave ||@h Returnto Search  ||[Z] Notify

Billing Plan General | Events | History

PIEDMONT CONCRETE CONTRACTORS

Bl Unit 50100
Bill To 0000000001 PIEDMONT CONCRETE CONTRACTCRS
INC.
Currency USD
“Billng Status[Reaty V] L pyons

> Define Billing Plan

MHold 3 3010

Hold Details

Put On Hold Date 10/02/2019

Hold User SHELLY PRYOR

Hold Reason | Q,

Bill Currency | Contract Currency

Transaction Options

Retainage Options

Items previously held as Retainages

O gin O Write-off ® Hold

Tolerance Options
Minimum Bill Amount 0.00
U Final Bill
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Select the reason for placing the Bill Plan on Hold.

See the table below for a list of Hold Reasons,

Description, and the Type of Contract each hold reason

applies to:
Hold Reason Description Type of Contract

DPFD Process Def Prepaid Non-Federal

OTHR Other Federal and Non-Federal
PED PED expired Federal

PPD Process Int. Prepaid Non-Federal

RATE Clear processed amt Federal and Non-Federal
STOP Stop bills for line Federal and Non-Federal
UPED Make Update to PED Federal

WKST Clear wksht error Federal

the contract. There are no edits for this field, so if you
select one that does not match with the contract type,

Cardinal will not display an error message.

7l Placing a Hold on the Billing & Revenue Plan

hirel

DT
Hold Reason

nal DPPD
OTHR
PED

od PPD
RATE

e sToP

1] | uPED
WKST

P&l ook Up Hold Reason

PEH
I
50100
Hold Reason| begins with ]
Description| begins with |
re Look Up Clear Cancel

Search Resulis

View 100 First ‘4’ 100fg ‘B Last

Description
Process Def Prepaid
Other
PED expired
Process Int. Prepaid
Clear processed amit
Stop bills far line
Make Update io PED
Clear whkeht error

.:El

Help

Basic Lookup

| 0.00




/;/ Closing a Customer Contract
/

You should only close a contract after the contract has fulfilled the contract terms. When you initiate a change in the
processing status for a contract, the system performs a series of checks to ensure that the contract meets all of the necessary
criteria to move to the next processing status level. Unless the contract meets all of the necessary criteria, the Processing
Status cannot advance. Once the contract is Closed, it can no longer be used, amended, or reactivated. Closed contracts
are removed from processing, but the historical contract data is still available for query.
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y Closing a Customer Contract
/

To close a contract follow these

steps:

1. Setthe Billing Plan to a Billing
Status of Complete.

2. Setthe Revenue Plan to a
Plan Status of Complete.

3. Update the Contract Status to
Closed.

4. Click the Save button.

Favorites » ‘ Main Menu > Customer Confracts» » CreateandAmend v >  General Information

| General H Lines H Amendments

Contract Number 0000001862

Related Content v | New Window | Help | Personaliz

Sold To Customer DEPARTMENT OF RAIL AND TRANSPORTATION

Amendment Number 0000000000 *Contract Status ACTIVE Q
| Amend Contract | \ Add to My Contracts |
Description [Backiick Rd Brdg Reconsirucin | ook Up Contract Status P
Contract Admin | & Heb
Region Code SefiD 50100
Confract Type A Contract Status|begins with v
Currency Code USD
Exchange Rate Type CRANT | LlookUp || Clear || Cancel |BasicLookup
Contract Signed 04/10/2017 Search Results
Contract Role View 100 First (&' 18ofa M Last
R Brofil Contract Status Description Processing Status
evenue Profile
— ACTIVE Active Acfive
Use Project ChartFields: 1] CLOSED Closed Closed
) Other Information -
FV ACCEPTED FHWA Accepted Closed
} Summary of Amounts (7] FV COMPLETED Fiscal Completed Active
WITHDRAWN  Confract Withdrawn ~ Active
Billing Flans Revenue Plans Milestones Renewal v

ﬁSave J " Return to Search

=] Noiily |

General | Lines | Amendments

hdd || /2 UpdatelDisplay

.
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To set the related Billing Plan to Complete,
navigate using the following path:

Main Menu > Customer Contracts >
Schedule and Process Billing > Define
Billing Plan

« Search using Business Unit, Contract
and Billing Plan as search criteria.

* From the Billing Plan General tab,
select the Billing Status of Completed
using the drop-down arrow.

* Click the Save button at the bottom of the
page.

» Closing a Customer Contract (continued)

Favorites ~ ‘ Main Menu -

[ Billing Plan General || Events || History

Contract 0000001862
Sold To Customer 0000132472

Billing Plan B101

Description |As Incurred - Rate Based

Billing Method | As Incurred

Customer Information

Bl Unit 50100

*Bill To Customer 0000132472 a,
Addr Num 1|Q, =
Bill To Contact Q
Billing Options
Bill Type STA o}

Bill Source |[PROJE a,
Summarization Template ID VDOT_QOTHER a
Purchase Order

Billing Header Note Internal Notes

Biostig v auac [

I'fu’lSave I'-._J;" Return to Search || [&] Notify |

Billing Plan General | Events | History

DEPARTMENT OF RAIL AND
TRANSPORTATION
As Incurred - Rate Based

> Customer Confracls + > Schedule and Process Biling~ >  Define Billing Flan

Bl Unit 50100

Bill To 0000132472 DEPARTMENT CF RAIL AND
TRANSPORTATION

Currency USD

Completed
*Billing Status {[TFEMI=r  Actions

VA Dept of Transportation

DEPARTMENT OF RAIL AND
TRANSPORTATION

Ve Approved
U pirect Invoice

VDOT Other

Preview Summarization Template

U Hold

Transaction Options
Bill Currency | Contract Currency

Retainage Options

Items previously held as Retainages

Onil O Write-off

Tolerance Options

Minimum Bill Amount

U Final Bill

[} Add

Cancel

® Hold

|| £ Update/Displiay

0.00
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g/ Closing a Customer Contract (continued)

TO set the related Reven ue P| an to Favorites ‘ Ivain Menu + » Customer Coniracis » » Schedule and Process Revenue » > Define Revenue Plan

Complete, navigate using the

' R Pl
fO||0W|ng pa’[h: evenue Plan

Revenue Plan
Main Menu > Customer Contracts

Contract 0000001862 Business Unit 50100 Currency USD
> Schedule and Process Revenue _ _
. Sold To Customer 0000132472 DEPARTMENT OF RAIL AND GL Business Unit 50100
> Define Revenue Plan TRANSPORTATION
Revenue Plan R101 GL Currency USD
* Search USing Business Unit Description |As Incurred - Rate Based - Actions
and Contract as search criteria. -
Recognition Method As Incurred
Define Events By
* Onthe Revenue Plan page, ,
Add Milestone
select the Plan Status of
Completed using the drop-down Event Detail Personalize | Find | View Al | ED| B First (0 101 ) Last
arrow. Event Event Type *Event Status Accounting Date
« Click the Save button 1 [ Date v/| [Pending wv| 0973012019 [{ EventNote ] [=]
|jJJSave lgf‘ Returnto Search | |[=] Notify E. Add || H Update/Display

75



/2

/
L,

Closing a Customer Contract (continued)

To set the Contract Status to Closed, navigate using the following path:

Main Menu > Customer Contracts > Create and Amend > General Information

* Onthe General tab, select the Contract Status of Closed using the drop-down arrow.

* Click the Save button.

Favorites v | Main Menu v > Customer Confracis v >

| _General I[ Lines H Amendments

Contract Number 0000001262
Amendment Number 0000000000

Create and Amend v > General Information

Related Content v | New Window | Help | Persor

Sold To Customer DEPARTMENT OF RAIL AND TRANSPORTATION

*Contract Status [ACTIVE

=

¥

Billing Plans

| Amend Contract [

[ Add to My Contracts

Description [Backlick Rd Brdg Reconstruc

Contract Admin |

Region Code
Contract Type A
Currency Code USD
Exchange Rate Type CRRNT
Contract Signed 04/10/2017

Contract Role

Revenue Profile
Use Project ChartFields: M

» Other Information

p Summary of Amounts (2]

Revenue Plans Milestones

5] save

|E" Return to Search | |[=] Notify |

General | Lines | Amendments

Look Up Contract Status

SetiD 50100

Contract Status [begins with ||

| LookUp || Clear || cCancel ‘\ Basic Lookup

Search Results

View 100 First ‘4 18cf8 ‘» Last
Contract Status Description Processing Status

AT Ot =1 Actiuo

CLOSED Closed Closed

FIRE - CLOSED Closed For FHWA FIRE Active

FV ACCEPTED FHWA Accepted Closed

FV COMPLETED Fiscal Completed Active

WITHDRAWN Contract Withdrawn Active

Help

V|

|54 Add

|| =] Update/Dispiay
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}) Lesson 3: Checkpoint
/s

Now is your opportunity to check your understanding of the course material. Read the question and select your answer.

-

1. For non-federal rate-based contracts, the rows with the Analysis Type of are limit
checked against the contract line Billing Limit.

Y4

2. For rate-based contract billing, what happens when the total amount to be billed to the
line exceeds the line Billing Limit?

AN
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},) Lesson 3: Summary
/

‘ Creating Non-Federal Rate-Based Customer Contracts

In this lesson, you learned:

« Rate-based contracts use rate-based contract lines. Each contract line is set up with one or more project/activity
combinations and a rate set that will be applied to the expenditures when the billable amount is calculated. When
transactions are entered using the PC BU along with project activity combinations, they are sent to Project Costing (PC)
where they are priced based on the participation rate identified by the contract line’s rate set.

«  After selecting the product for the contract line, saving the contract creates the billing and revenue plans that are linked to
the contract line.

» Products selected for non-federal rate-based contract lines determine the Rate Set on the contract terms page for the
contract line.
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}j Lesson 4: Introduction
Y4

” Processing Non-Federal Rate-Based Customer Contracts

This lesson covers the following topics:

* Process non-federal rate-based customer contracts

« Accounting for non-federal rate-based customer contracts
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@ Processing Non-Federal Rate-Based Customer Contracts
/

Determine Eligible Transactions

Once a contract has been activated, the system will process the contract during our nightly batch process. Cardinal identifies
all project related transactions which have the project and activity combinations associated to active contracts and have not
been previously billed. These transactions are available for processing.

Price Eligible Transactions

The Pricing process will apply the participation rate defined in the contract line’s Rate Set to the transactions identified as
being eligible for billing and creates billing (BIL) transactions. The billing (BIL) transactions are created with the source type
(Entry Type) value and Category (Entry Reason) value defined in the contract line’s rate set.

Limit Check Billable Transactions

Next, the Limits process determines if there is a Billing Limit defined for the contract line. If a Billing Limit exists, the process
will compare the sum of the billing (BIL) transactions against the remaining contract line limit. If a remaining limit amount
exists for the contract line, the Billing (BIL) transactions are eligible to be processed over to the Billing Module.

If a remaining limit amount does not exist, the billing (BIL) transactions are changed to Over the Limit (OLT) transactions. The
OLT transactions remain in the project transaction table until the billing limit amount for the contract line is increased. If the
billing limit amount is increased, the OLT transactions are re-priced and changed to BIL transactions that are eligible to be
processed over to the Billing Module.
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@ Processing Non-Federal Rate-Based Contracts (continued)
/

Send Billable Transactions To Billing

The Contracts to Billing process sends the billable transactions (BIL) to the billing interface tables. In addition, information
from the contract bill plan is populated in the billing interface tables. This data is used by the Billing Interface to determine
how invoices will be created in the Billing Module.

Create Invoice in Billing

The Billing Interface process runs after the Contracts to Billing process and determines how each project billing transaction is
associated with a bill in the Billing module. The billing transactions are pushed to a new invoice in the Billing Module if there is
no existing invoice for the customer in New status at the time the Billing Interface runs. If there is an existing invoice for the
customer in New status, the lines are added to the existing invoice.

The bill status for the invoice must be set to Ready (RDY) to finalize the bill and print the invoice.
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},) Accounting for Non-Federal Rate-Based Contracts
/

Rate-based Products are used to create a rate based contract line. The Product defaults the contract line rate set, contract
billing plan and revenue plan details.

Product nomenclature consists of the Distribution Code and Participation Rate with an underscore between the two
values. The rate based Product does not default the accounting distribution for the contract line. Rate based accounting

entries are controlled by Accounting Rules.

The Distribution Code name is used in the naming of the Product and Accounting Rule to easily determine the Chartfield
string that will be used to create the accounting entries for rate based contract billing and revenue.

In this example, we will bill the Town of Suffolk two percent of project costs. The project charges are being expended to the

construction fund.

Distribution Effective Effective

Code Date Status

PROJEPROOS 01-JAN-D1

Long Description

Partic - CON - CCT/OTH-Suffolk

Acct DeptlD Product Fund Center
40042011| 15000

Program Project Activity

Configuration
Distribution Code

Product
Rate Set

Accounting Rule

PROJEPROO5
PROJE_PRO05_2
PROJE_PROO5_2

Source Type

PROJE
PROJE

Category

PROO05
PROO05
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g/ Accounting for Non-Federal Rate-Based Contracts
(continued)

Send Revenue to GL

Accounting Rules are used in Cardinal to create the revenue accounting entries associated with rate-based contract billing.
The accounting rules are predefined using Source Type (Entry Type) and Category (Entry Reason) combinations. The
presence of the Source Type and Category combinations on each billing transaction determines the specific accounting rule
used to post revenue in the General Ledger. The Contracts Module also sends the accounting data to the Billing Module and
this data is used to post billing entries for finalized invoices to the General Ledger.

Since the Contracts Module controls the generation of revenue and the Billing Module controls the generation of entries for
finalized invoices, Cardinal uses the Contract Assets account as a suspense account to clear the transactions. The Contract
Assets account should always have a zero dollar balance.

Journal Prefix Credit
Finalized :
) Bl Accounts Receivable Contract Assets
Invoice
CAREV Contract Assets Revenue
Paym_ent AR Cash Accounts Receivable
Received
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}) Lesson 4: Checkpoint
/

Now is your opportunity to check your understanding of the course material.

Answer the review questions below:

-

1. Non-federal accounting rules are defined by : and

Y4

2. For non-federal rate-based contracts, the rows with the Analysis Type of are limit
checked against the contract line Billing Limit.

AN

\(

3. Forrate-based contract billing, what happens when the total amount to be billed to the line
exceeds the line Billing Limit?

AN
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/;) Lesson 4. Summary
/

” Processing Non-Federal Rate-based Customer Contracts

In this lesson, you learned:

After selecting the product for the contract line, saving the contract creates the billing and revenue plans that are
associated to the contract line.

Products selected for non-federal rate-based contract lines determine the Rate Set on the contract terms page for
the contract line.

Rate Sets define the Source Type and Category that will be applied to the contract line transaction rows.

Rate Sets drive the pricing rules, and ultimately the accounting rules, for the cost transactions that are associated
to the project/activity combinations.
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/’) Lesson 5: Introduction
/

This lesson covers the following topic:

Creating a non-federal recurring contract

‘ Creating a Non-Federal Recurring Contract

Cardinal Contracts

v

Non-Federal Contracts

\ 4
Recurring
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@ Creating a Non-Federal Recurring Contract
/

Recurring contracts allow you to bill a customer a recurrent fixed amount on a regular basis. When you create a recurring
contract, the number of billings is predefined. Recurring contract lines generate bills against a single project/activity
combination. The accounting distribution defaults from the Product used to create the contract line. The contract bill plan start
date and schedule control when the contract is eligible for billing. On the scheduled billing date, the billable amount is sent to

the Billing module along with the appropriate accounting distribution.

The Products used to create recurring contract lines are defined based on a specific billing amount. As a result, the Product
will need to be configured prior to each contract being created.

For recurring contract lines, the Billing module manages revenue and handles recording revenue for recurring contract
billings. As a result, Revenue Plans are not defined on the contract line for recurring contracts.
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p/ Creating a Non-Federal Recurring Contract (continued)
/

The Create Customer Contracts process for non-federal recurring contracts involves the following steps:

 Create contract header

«  Create contract line(s)

« Link project and activities

 Activate the contract

Create
Contract
Header

Link

Create Project Activate
Contract
. and Contract
Line

Activities
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/;/ Adding a Contract
/7

To create a contract, access the General
Information page using the following path:

Main Menu > Customer Contracts > Create
and Amend > General Information

Click the Add a New Value tab.

Business Unit defaults for your agency
(i.e., 50100 for VDOT). Do not change.

Contract defaults to NEXT. Do not
change.

Enter the Sold To Customer.

Contract Classification defaults to
Standard. Do not change.

The two check box fields, Separate Fixed
Billing and Revenue/Separate As
Incurred Billing and Revenue, are not
used.

Click the Add button.

Favorites » Main Manu »  Customer Coniracts »

General Information

Find an Existing Value || Add a New Value ||

»  Create and Amend

Business Unit 50100 |Q
iConfract NEXT
Sold To Customer (0000000001

Q

Contract Classification| Standard

Separate Fixed Billing and Revenue

Separate As Incurred Billing and Revenue

Add

> (General Information
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f Creating Contract Header
yd

The General tab displays. Enter the
contract header information:

« Description: Enter a short detailed
description about the contract.

« Contract Type: Select an
appropriate value:

. A— Letter of Authorization
. F— Federal

. G- Grant

. J— Federal Grant

. L— Local

. O- Other

. R— Resolution

Favorites » Main Menu =

' General || Lines

Contract Number NEXT

> Customer Confractis v »  Createand Amend v > General Information

Sold To Customer PIEDMONT CONCRETE CONTRACTORS INC.

| New Window | Help | Persor

*Contract Status PENDING

GoTo [More

vl

Copy From Contract || Add to My Contracts
Description Local Contract Recuring Processing Status Pending
Contract Admin Q Amendment Status
Region Code Q Business Unit VA Dept of Transportation
| Contract Type 0 [ Contract Classification Standard
Currency Code USD Q Last Amended
Exchange Rate Type |CRRNT v| Last Update Date/Time
Contract Signed |03/05/2013 [ Last Update User ID
Contract Role Q Separate Fixed Billing and Revenue:
Separate As Incurred Billing and Revenue:
Revenue Profile Q
Use Project ChartFields: v/
}» Other Information
) Summary of Amounts (?
Billing Plans Revenue Plans Milestones Renewals Amount Allocafion Supplemental Data
[save |[=INotiy |

General | Lines

(4 Add |[}] UpdateiDisplay |
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/) Creating Contract Header

* Currency Code and Exchange Rate Type default. Do not change.

« Contract Signed: Defaults to the current date. This date should be changed to the date the agreement was signed with
the customer. This date automatically populates the effective date of the accounting distribution.

* Use Project Chartfields checkbox— Defaults as checked and cannot be changed.

Favorites - | Main Menu - » Customer Confracts » > Createand Amend ~ > General Information
| New Window | Help | Persona
General Lines
Contract Number NEXT Sold To Customer FIEDMONT CONCRETE CONTRACTORS INC.
*Contract Status PENDING Q.
Copy From Contract | Add o My Contracts
Description |Local Contract Recurring Processing Status Pending
Contract Admin S Amendment Status
Region Code Q Business Unit A Dept of Transportation
Contract Type O 2 Contract Classification Standard
Currency Code |USD o Last Amended
Exchange Rate Type [CRRNT | Last Update Date/Time
I Contract Signed 02/05/201% Last Update User ID
Contract Role Separate Fixed Billing and Revenue:
Separate As Incurred Billing and Revenue:
Revenue Profile
l Use Project ChartFields: v I
P Other Information
P Summary of Amounts (7
Billing Plans Revenue Flans Milestones Renewals Amount Allocation Supplemental Data Go To |More v|
[;]save ||[=] Notify | [4 Add |[2] UpdateiDisplay

General | Lines




g/ Creating Contract Header (continued)

. Favorites « Main Menu + > Customer Confracis » > Create and Amend » >  General Information
Click the arrow next to the Other |  New o
. - lw Window | Help | Persong
Information section to expand the General | Lines
section. Contract Number 0000002003 Sold To Customer PIEDMONT CONCRETE CONTRACTORS INC.
*Contract Status PENDING x|Q
® Leg a.l En“ty Choose STATE for | Copy From Contract || Add o My Contracts |
all non-federal contracts.
Description |Local Contract Recurring Processing Status Pending
. . Contract Admin Q Amendment Status
* Federal Region Code: Required Region Code Q Business Unit VA Dept of Transporaton
and defaults to 03 (F HWA) . Do not Contract Type O Q Contract Classification Standard
Currency Code USD Last Amended
Change ' Exchange Rate TYDE| CRRNT V| Last Update Date/Time 09/05/2019 2:23:26PM
Contract Signed |08/05/2019 [ Last Update User ID SHELLY PRYCR
« Proposal ID field is a free from Contract Role Q Sepaate Fzed Bling and Revene:
. Separate As Incurred Billing and Revenue:
field can be left blank. If Revenue Profile Q
necessary, this field can be used to Ve Project ChartFields:
define the total contract amount. 7 Other Information
[ Template Contract Parent Contract Q
. [master Contract Master Contract Q
* CI ICk the Sa've bUtton - O Lepgal Review Complete ILegaI Entity |STATE CI
[ credit Check Complete Purchase Order
° The Contract NU m ber dlsplays [contains Cotermination Lines I Proposal ID I
Federal Region Code |03
) Summary of Amounts (2
Billing Plans Revenue Plans Milestones Renewals Amount Allocation Supplemental Data GoTo |More v
=] Notity ELAdd [ ] UpcatelDisplay |

General | Lines
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4/ Creating Recurring Contract Line(s)

A contract line details the billing parameters that are used to calculate the amount to bill a customer and has its own
accounting distributions, billing limit, billing plan, and revenue plans. Each contract line within a contract can have a status of
Active, Cancelled, or Pending. Contracts converted to Cardinal as CLOSED will have a contract line status of Inactive.

The Hold Billing on Unpaid Cost, Hold Revenue on Unpaid Cost and Standalone Sale checkboxes default as unchecked
and should not be checked.

* Click the Lines tab.

* Click the Add Contract Lines button to add a contract line.

Fawvorites « | Main Menu = > Customer Contracts » > Create and Amend » > General Information

| New Window | Help | Personaliz
General Lines

B
Contract Number 0000002003 Sold To Customer FIECMONT COMCRETE CONTRACTORS INC.
Contract Status PEMDING
| Add Contract Lines | Add Default Kit

Contract Lines (2 Personalize | Find | View Al | B | E First ‘4 10f1 '}/ Last

General Detail || Biling Amount Details || Revenue Amount Details Contract Liability
Actions Line Product Description Price Type Hold Billing on | Hold Revenue on Standalone Sale Bundle Start Date End Date *Status Supplementa

P yp Unpaid Cost Unpaid Cost PR
Actions Active Supplement:
[4 >

Billing Plans Revenue Plans Milestones Renewals Amount Allocation Supplemental Data Go To |Maore v
[Flsave ||[=] Notify Es Add 2. Update/Display

General | Lines




s/ Creating Recurring Contract Line(s) (continued)

The General Information — Add Contract Lines
page displays.

Before entering a contract line, you must select
the product to be used.

To search for non-federal recurring products:

* Product Group: Select a value that begins
with REC and contains the Fund and
Customer Type abbreviation e.g., CON —
Construction and CCT - City, County,
Towns.

* Product: Enter the name of the product you
created.

* Price Type: Select Recurring to limit your
search to non-federal recurring products.
This field displays the Price Type that was
defined for the product on the Product
Definition page.

* Click the Search button.

Favorites - | Main Menu »

General Information

Add Contract Lines

= Customer Confracis » > Create and Amend ~ > General Information

Search (2
Product Group REC_COMCCT il [ eroduct Kits
Product RECFRO D Renewable
Product Description
Price Type [ Recurring v I
Physical Nature v
Search
Create Adhoc Product Return to Contract Lines
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i/ Creating Recurring Contract Line(s) (continued)
/

The Search Results populate below the search criteria. Select the check box next to the product you want to add to the
contract.

* Product: Displays the product name. You will select the product you created prior to creating the contract.

» Description: Displays the description of the product.

* Price Type: Recurring, as selected in the search criteria. The Price Type is defined, i.e., associated, in the Product
Definition.

Favoritesy | Main Menu v > Customer Contracts v > Create and Amend v > General Information

| New Window | Help | Personalize Page | &

General Information

Add Contract Lines
Search (2

Product Group [REC_CONCCT Q [ product Kits
Product[RECPRO [JRenewable
Product Description

Price Type |Recurring v

Physical Nature| M
[sam ]
Search Results (2 Personalize | Find | View Al | €] =) First ‘4 1.50f5 ‘»' Last
General || Templates |
I Producta Description Price Type I ::{‘sri:al Product Kit *Fee Type Start Date End Date Renewable Renewal Action Quantity uom

1 RECPRO051223782.27 Recurring Contr - 1,223,782.27 Recurring Goods N None [ N 1.0000| EA |Q
[0 2RECPRO05194421442 Recur Contract - $1,944,214.42 Recurring Goods N None [ N 1.0000 EA |Q
[0 3RECPRO05203396114 Recur Contract - $2,033,961.14 Recurring Goods N None [ N 1.0000] [EA |Q
[0 4RECPRO05_265387.73 Recurring Contract-$265,387.73 Recurring Goods N None — [ N 1.0000] |EA Q
[0 5RECPRO05_421745.18 Recurring Contrac-$421,745.84 Recurring Goods N None [ N 1.0000| |EA |Q
M select A O clearan

Create Plans from Template Combine Like Templates

M Billing Plans M Billing Plans

[ Revenue Plans [ Revenue Plans

[¥IRenewal Plans

Add Contract Lines | Create Adhoc Product Return to Contract Lines




V4

» Creating Recurring Contract Line(s) (continued)

* Physical Nature: Goods is used for all products created. The Physical Nature is defined, i.e., associated, in the

Product Definition.
* Product Kit: Defaults to N.

* Fee Type: Defaults to None.

Favorites v ‘ Main Menu v > Customer Contracts v > Create and Amend v > General Information

General Information
Add Contract Lines

Search (2
Product Group [REC_CONCCT (e} [ Product Kits
Product [ RECPRO [ Renewable
Product Description [ i
Price Type |Recurring v
Physical Nature | v]
| Search |

Search Results (2

| General || Templates
Producta Description Price Type ::}(/:ri;:al Product Kit *Fee Type

{:{“} 1 RECPRO051223782.27 Recurring Contr - 1,223,732.27 Recurring Goods N None
[0 2RECPRO05194421442 Recur Contract - $1,944,214.42 Recurring Goods N None
[0 3 RECPRO052033956114 Recur Contract - $2,033,961.14 Recurring Goods N None
[ 4RECPRO05_265387.73 Recurring Contract-$265,387.73 Recurring Goods N None
[0 5RECPROD5_421745.18 Recurring Contrac-$421,745.84 Recurring Goods N None

Select All
Create Plans from Template

M Billing Plans
[¥ Revenue Plans

O ciear An
Combine Like Templates

M Billing Plans
[V Revenue Plans
¥ Renewal Plans

L Add Contract Lines |

Create Adhoc Product Return to Contract Lines

Start Date

(Rl aR  r ]

| New Window | Help | Personalize Page | &

Personalize | Find | View Al | &0 B3

End Date Renewable Renewal Action Quantity

27| = [E2

z

First

1.0000!

1.0000]

1.0000
1.0000

1.0000

4 150f5

uom

EA |Q
EA |Q

£
J AP

P! Last
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/,) Creating Recurring Contract Line(s) (continued)
/

Start Date: Enter a beginning date for the contract line. All recurring products are configured to generate an invoice on the

12t of the month. After you add contract line and save, the Start Date updates accordingly.

Using the 12t as an example:

« If you enter a date today’s date that is prior to the 12t of the current month, the Start Date updates to the 12th of the
current month.

« If the 12t of the current month has passed, and the date you entered is before the 12t of the following month, the
Start Date will update to the 12t of the following month.

Note: The start date for Products with a Quarterly schedule will default to the 15t of the month and all invoices will be

generated on the 1st of the month.

End Date: The end date is not populated on this page. Once the contract line has been added and saved, the end date

will automatically populate on the contract line based on the number of events and schedule specified on the product used

to create the contract line.

.

g Personalize | Find | View Al | ] E First ‘&' 150f5 ‘&' Last
f:ri;:al Product Kit *Fee Type Start Date End Date Renewable Renewal Action Quantity uom
ds M Mone 08/12/201% |[H] N 1.0000| EA Q4
ods M Mone [ M 1.0000) EA |Q
ods N MNone ] N 1.0000| [EA |
(\2?-35 M Mone [ Q.
(gcs M Mone [ Q@
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}) Creating Recurring Contract Line(s) (continued)
/

* Quantity: Defaults from the Product and should not be changed.

« UOM: Displays the unit of measure associated to the product, if any.

=
E
{ Personalize | Find | View All || B First (4 150f5 (» Last
:r:ri:al Product Kit *Fee Type Start Date End Date Renewable Renewal Action Quantity uomM
ds M MNone DaM2/2019 Eﬂ M 1.0000) EA |Q
ods N Mone =] N 1.0000 EA |Q

ds M Mone

o el
ﬂ?éds N Mone =]
P, 5

M 1.0000( |EA

ds M Mone



}) Creating Recurring Contract Line(s) (continued)
/

* Create Plans from Template and Combine Like Templates: check boxes default as selected. Do not change. These
templates create the predefined bill plans and revenue plans for the product(s) selected.

* Click the Add Contract Lines button.

Select Al O clear Al

Create Plans from Template

¥ Billing Plans
[¥] Revenue Plans
[l Renewal Plans

Combine Like Templates

[ gilling Plans
[¥| Revenue Plans

| Add Contract Lines

| Create Adhoc Product Return to Contract Lines
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},) Creating Recurring Contract Line(s) (continued)
/

A message displays indicating the number of contract lines added to the contract.

Click the Return to Contract Lines link to continue processing the contract.

General Information

Add Contract Lines

Search (?

Product Group REC_COMCCT
Product RECFRO
Product Description

Favorites = | Main Menu = » Customer Confracts » > Create and Amend » > General Informaticn

Q, [ ] Product Kits
[ ] Renewable

Price Type | Recurring

v

Physical Nature |

V]

Search

1 line(s) have been added to the contract

Create Adhoc Product

Return to Contract Lines
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4/ Creating Recurring Contract Line(s) (continued)

After you return to the Lines tab, click the Save button. Saving the contract defaults the following components:
« The billing and revenue plan that is associated with the Product used to create the contract line.

« The accounting distribution information associated with the Product used to create the contract line.

You can add additional contract lines using the Add Contract Lines button, or you can delete a contract line by scrolling to
the end of the line and clicking the Delete Row icon (minus sign) located at the end of the line. Contract Lines can only be
deleted when the contract is in Pending status and the billing plan has been unassigned.

Favorites - ‘ Main Menu - > Customer Confracis + > Create and Amend » >  General Information
| New Window | Help | Personal

General Lines

Contract Number 0000002003 Sold To Customer FIEDMOMT CONCRETE CONTRACTORS INC.
Contract Status PENDING

Add Contract Lines | Add Default Kit

Contract Lines (2 Personalize | Find | View All | (U | @ First ‘&' 10f1 '}/ Last
General Detail Billing Amount Details Revenue Amount Details Contract Liability

Actions Line Product Description Price Type Standalone Sale Bundle Start Date End Date *Status Supplem
- Actions 1 RECPRO051223782.27 Recurring Conir - 1,22 Recurring | Q, |0BM2/2019 E{I 09M12019 lﬁxcti'.fe—v| Supplem
K 2]
Billing Flans Revenue Plans Milestones Renewals Amount Allocation Supplemental Data Go To |[More v
5] Save | [=] Notify 4 Add || 2] Update/Display

General | Lines
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p/ Creating Recurring Contract Line(s) (continued)
/

The General tab, in the Contract Lines section, shows the basic information for the line(s), including Product, Description,
Price Type, Start Date, and the line’s Status.

The status of a line can be Active, Pending, Inactive or Cancelled.

Favorites = | Main Menu + » Customer Confracts » » Create and Amend ~ > General Information

| Mew Window | Help | Personal
General || Lines |

;_:Ehs
Contract Number 0000002003 = Sold To Customer PIEDMONT CONCRETE CONTRACTORS INC.
Contract Status PEMDING
| Add Contract Lines [ Add Default Kit

Contract Lines (% Personalize | Find | View All | 2 | ke First ‘4 10of1 ‘B’ Last

General | Detail || Billing Amount Details || Revenue Amount Details || Contract Liability |

Actions Line Product Description Price Type Standalone Sale Bundie Start Date End Date *Status Supplem
- Actions 1 RECPRODS1223782.27 Recurring Contr - 1,22 Recurring O Q (081212019 |5 09/11/2019 Supplem
< >
Billing Plans Revenue Plans Milestones Renewals Amount Allocation Supplemental Data GoTo |More ~|

|[Flsave ||[]Notify |

General | Lines

[+ Add || %] Update/Display
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%/ Creating Recurring Contract Line(s) (continued)
/

The Detail tab under the Contract Lines section:

« Billing Plan Status: When the contract line was saved, the Billing Plan was created based on the Product selected.

Billing Plan Statuses include:

* Pending: The default status when a contract is being created.

 Ready: Contract is active and the billing and revenue plans are ready for use but are not in use.
 Cancelled: The plan has been cancelled.

« Completed: The billing plan associated with the contract has been completed.

Favorites | Main Menu - » Customer Confracts - > Create and Amend - > General Information

General Lines

Sold To Customer PIEDMOMNT CONCRETE CONTRACTORS INC.
Contract Status FPENDING

Contract Number 0000002003

Add Contract Lines [ Add Default Kit

| New Window | Help | Parsong

General | Lines

Contract Lines (7 Personalize | Find | Viewall | 2 | B First 4 10f1 ) Last
General Billing Amount Details Revenue Amount Details Contract Liability
Actions Line Product Description Price Type Billing Plan Revenue Plan Contract Terms Accounting Internal Notes !
- Actions 1 RECPRO051223782.27 Recurring Conir - 1,23 Recurring Pending E!:En[;‘eanages Caontract Terms Distribution Internal Notes i
< >
Billing Plans Revenue Plans Milestones Renewals Amount Allocation Supplemental Data Go To |More |
[F]save ||[=] Motify Ey Add 42| Update/Display
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V4

p/ Creating Recurring Contract Line(s) (continued)

 Revenue Plan: Billing Manages Revenue— Revenue entries for Recurring Contracts are generated by the Billing

Module. Therefore, Revenue Plans are not assigned to recurring contract lines.

Favorites = | Main Menu = > Customer Confracis » > Create and Amend ~ > General Information

| General _Lines '

IEEh
Contract Number 0000002003 = Sold To Customer PIEDMONT CONCRETE CONTRACTORS INC.
Contract Status PENDING
Add Contract Lines [ Add Default Kit

Contract Lines (7

General || Detail || Biling Amount Details || Revenue Amount Detzils | Contract Liability |

Personalize | Find | View Al | 12 | L First ‘4’ 10f1 "} Last

| Mew Window | Help | Persons

Accounting Internal Notes !

Distribution Internal Notes

>

Actions Line Product Description Price Type Billing Plan Revenue Plan Contract Terms
~ Actions 1 RECPRO051223782.27 Recurring Contr- 1,22 Recurring Pending oliing Manages| Contract Terms
£
Billing Plans Revenue Plans Milestones Renewals Amount Allocation Supplemental Data Go To |More

v

[[5]save ||[=] Notify |

General | Lines

(4 Add || %] Update/Display
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V4

4

Billing and Revenue Plans (continued)

The Billing Amount Details and Revenue Amount Details tabs, in the Contract Lines section, provide further information

about the contract lines, including the Price Type, Quantity, UOM, as well as, Recurring Revenue and Recurring Billing.

Favorites - | Main Menu - > Customer Confracts = > Create and Amend ~ > General Information
| New window | Help | Personalig
| General Lines
Contract Number 0000002003 Sold Te Customer FPIECMONT CONCRETE CONTRACTCRS INC.
Contract Status FEMNDING
Add Contract Lines || Add Default Kit
Contract Lines (7 Personalize | Find | Wiew Al | ] == First ‘4 10f1 ‘E' Last
General Detail I Billing Amount Details I Revenuse Amount Details Contract Liability | [e=¥»
Actions Line Product Description Price Type Quantity UOM Recurring Billing Unit Billing
- Actions 1 RECPROOS51223782 27 Recurring Contr - 1,223 73 Recurring 1.0000 EA 000 000 EI
Billing Plans Revenue Plans Milestones Renewals Amount Allocation Supplemental Data Go To |More |
[[Fsave ||=]Motify | [Es Add || 5 Update/Display
General | Lines
Faworites - | Main Menu -~ > Customer Coniracis ~ > Create and Amend ~ > General Information
| Mew window | Help | Person
| General Lines
Contract Mumber 0000002003 Sold To Customer PIEDMONT CONCRETE CONTRACTORS INC.
Contract Status PENDING
Add Contract Lines | Add Default Kit |
Contract Lines (7 Perscnalize | Find | view an | &2 | [ First 4 10f1 & Last
CGeneral Detail Billing Amount Details I Revenue Amount Details I Contract Liability |
= - - = - Recurring =
Actions Line Product Description Price Type Quantity Rewvenue Unit Revenue
- Actions 1 RECPROO51223782 27 Recurring Confr - 1,223 732 | Recurring 1.0000 0.00 o.00 (=]
Billing Plans Revenue Plans Milestones Renewals Amount Allocation Supplemental Data Go To |[More ~]
[[Fsave ||[=]MNotity | [Es Add || Updaie/Display
General | Lines
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#/ Billing Plan (continued)
/

Access the Billing Plan General tab is from the General Information page:

* Click the Lines tab.
. In the Contract Lines section, click the Detail tab.

* Click the Billing Plan Status link.

Fawvorites + ‘ Main Menu > Customer Confracts + > Create and Amend + > General Information

General Lines

I_:Eh
Contract Number 0000002003 = Sold To Customer PIEDMONT CONCRETE CONTRACTORS INC.
Contract Status PENDING
| Add Contract Lines [ Add Default Kit |

Contract Lines (7

Personalize | Find | View All | @[ @ First ‘4’ 1 0f1
General l' Detail I| Billing Amount Details || Revenue Amount Details || Contract Liability |

General | Lines

Y

| Mew Window | Help | Persona

Last

Actions Line Product Description Price Type Billing Plan Revenue Plan Contract Terms Accounting Internal Notes
~ Actions 1 RECPRO051223782.27 Recurring Contr - 1,23 Recurring Pending ggg;gn[f:”ages Contract Terms Distribution Internal Notes
£ >
Billing Plans Revenue Plans Milestones Renewals Amaount Allocation Supplemental Data Go To [More v|
|[Flsave ||[@h Returnto Search | |[=] Notify | [Eh Aod |[J Update/ispiay

f
[
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#/ Billing Plan (continued)
/

The Billing Plan General tab displays.

Favorites ~ | Main Menu ~ > Customer Coniracis » > Create and Amend ~ >

| Billing Plan General II Recurring Detail || History

Contract 0000002003

5Sold To Customer 0000000001
INC.

Billing Plan B101 Recurring - Monthly - 1

Description |[Recurring - Monthly - 1

Billing Method |Recurring

Customer Information

Bl Unit 50100 Q /A Dept of Transportation
*Bill To Customer 0000000001 Q PIEDMONT CONCRETE
CONTRACTORS INC.
Addr Num 13 =
Bill To Contact e}
Billing Options
Bill Type [CCT Q ¥ Pre Approved
Bill Source PROJE Q [ pirect Invoice

VDOT Cther
Purchase Order

Billing Header Note Internal Notes

Billing Default Overrides
Inveice Form LANDSCAPE |Qy
Cycle ID|MONTHLY Q
Bill By ID PC_OTHER | Q

View Customer Defaults

Mon-Federal Project

Payment Method | v
Payment Terms e}

Billing Inguiry Q
Billing Specialist e}

Return to General Information

|[F]Save ||[2f Returnto Search || =] Notify |

Billing Plan General | Recurring Detail | History

General Information B

PIEDMONT CONCRETE CONTRACTORS

Define Billing Flan

Bl Unit 50100
Bill To 0000000001 FIEDMONT CONCRETE CONTRACTORS
INC.
Currency USD
*Billing Status _Pencl ing hd
Ready at Activation

Amount Detail

Billing Amount

Total Amount

Total Eilling History

|Es Add | Upd

0.00

0.00

te/Display
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#/ Billing Plan (continued)
/

Another way to access the Billing Plan General tab from the General Information page is:

* On either the General Information or Lines tab, click the Billing Plans link.

Favorites v ' Main Menu v > Customer Contfracts v

‘ General ‘\ Lines \

Contract Number 0000002003

Create and Amend v > General Information

Sold To Customer PIEDMONT CONCRETE CONTRACTORS INC.
*Contract Status [PENDING o,

| New Window | Help | Persol

' Add to My Contracts \

Description ?}Localr Contract Recurring

Processing Status Pending

Elsave ||@" Retumto Search ||[=]Notify |

General | Lines

|
Contract Admin | 1Q Amendment Status
Region Code| Q Business Unit VA Dept of Transportation
Contract Type O 1Q Contract Classification Standard
Currency Code USD Last Amended
Exchange Rate Type | CRRNT v] Start Date 08/12/2019
Contract Signed 193/957/72()197 "@ End Date 09/11/2019
Contract Role | (e} Last Update Date/Time 09/05/2019 3:16:44PM
Revenue Profile Q Last Update User ID SﬂELLY.PRYOR
Separate Fixed Billing and Revenue: |
Use Project ChartFields: ! Separate As Incurred Billing and Revenue: [
p Other Information
p Summary of Amounts (2
Billing Plans Revenue Plans Milestones Renewals Amount Allocation Supplemental Data GoTo [More v

[;A&ﬁ 43 Update/Display
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#/ Billing Plan (continued)
/

 The Assign Billing Plan page displays..
» Click the Plan ID link for the contract line you wish to review.

Favorites v ‘ Main Menu v > Customer Confracts v

Assign Billing Plan

Contract 0000002003 Local Contract Recurring
Sold To Customer PIEDMONT CONCRETE CONTRACTORS INC.

Create and Amend v > General Information

> Assign Billing Plan

New Window l Help | Personalize Page [ =

‘ Assign

Contract Lines to be Assigned / Unassigned

lAssign selected Lines/Sequences to Billing Plan

Return to General Information

[@h Return to Search

||=] Notify |

Line Product Line Description
] RECPRO051223782.27 5‘92"2‘;"7'%%‘233"”
Select All O Clear Al
Bill Plan to Assign / Unassign
Billing Plan[NEXT ~ |Q
Billing Method | M
Description

Billing Amount Price Type

Recurring

Billing Plan Template |

Bill Plan Detail Template ID :

| Unassign

Plan

| Unassign selected Lines/Sequences from Billing Plan

Personalize | | View All | (2| First (4 10f1 (») L

Plan Description Billing Method Status
Recurring - Monthly - 1 Recurring Pending
Q
Q
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#/ Billing Plan (continued)
/

The Billing Plan General tab displays.

Favorites | Main Menu + » Customer Confracis » > Create and Amend »

| Billing Plan General || Recurring Detail || History

Contract 0000002003

Sold To Customer 0000000001
INC.

Billing Plan B101 Recurring - Monthly - 1

Description |Recurring - Monthly - 1

Billing Method Recurring
Customer Information

BI Unit 50100 Q VA Dept of Transportation
*Bill To Customer 0000000001 aQ, PIEDMONT CONCRETE
CONTRACTORS INC.
Addr Num 13 =
Bill To Contact Q
Billing Options
Bill Type [CCT Q ™ Pre Approved
Bill Source PROJE Q Ul pirect Invoice
VDOT Cther

Purchase Order

Billing Header Note Internal Motes

Billing Default Overrides
Invoice Form LANDSCAFE |Q
Cycle ID MONTHLY Q,
Bill By ID PC_OTHER |Q

View Customer Defaults

Mon-Federal Project

Payment Method w]
Payment Terms Q

Billing Inquiry Q
Billing Specialist Q

Return to Assign Billing Flan

|[F]save ||[ah Returnto Search  ||[=] Notify |

Billing Plan General | Recurring Detail | History

General Information

PIEDMCNT CONCRETE CONTRACTORS

» Assign Billing Plan » Define Billing Plan

Bl Unit 50100
Bill To 0000000001 FPIECMONT CONCRETE CONTRACTORS
INC.
Currency USD
*Billing Status[Pending |
Ready at Activation
Amount Detail
Billing Amount 0.00
Total Amount 0.00
Total Billing History 0.00

|Ek Add | Update/

| M
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4/ Billing Plan (continued)

The Billing Plan associated to your contract line defaults based on the Product you selected to create the contract line. Do

not change these default values.

Tabs shown on the Define Billing Plan page vary depending on the price type (rate-based, amount-based, or recurring) of
the contract line. Recurring contract lines have three tabs:

Billing Plan General: Displays billing
information for the contract line, such
as customer information and billing
options.

Recurring Detail: Allows you to
preview the recurring billing events
associated with the bill plan.

History: Displays billing history for the
contract line.

Click the Billing Plan General tab

Favorites - | Main Menu ~ > Customer Confracts ~ > Create and Amend ~ > General Information > Assign Biling Plan > Define Biling Plan

Billing Plan General | Recurring Detail || History I

Contract 0000002003
Sold To Customer 0000000001

Billing Plan B101

Billing Method | Recurring
Customer Information
Bl Unit 50100
*Bill To Customer 0000000001
Addr Num 1|y
Bill To Contact

Billing Options
Bill Type |CCT
Bill Source FROJE

Purchase Order
Billing Header Note Internal Notes
Billing Default Overrides
Invoice Form [LANDSCAFE
Cycle ID MONTHLY
Bill By ID |PC_CTHER

Bl Unit 50100

Payment Method |

Payment Terms
Billing Inquiry
Billing Specialist

Return to Assign Billing Flan

PIEDMONT CONCRETE CONTRACTCRS Bill To 00D000D0D1 PIEDMONT CONCRETE CONTRACTORS
INC. INC.
Recurring - Monthly - 1 Currency USD
Description [Recurring - Monthly - 1 “Billing Status
Ready at Activation
Amount Detail
Q A Dept of Transportation Billing Amount 0.00
=% PIEDMOMNT CONCRETE
CONTRAGTORS INC. Total Amount 0.00
= Total Billing History 0.00
a,
Q ™ pre Approved
=% [ pirect Invoice
WVDOT Cther
a,
Q View Customer Defaults
=% Mon-Federal Project
~]
Q
Q
Q
Es Add JE Update/Display

[FlSave ||[@" Returnto Search [=] Motify

Billing Plan General | Recurring Detail | History
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4/ Billing Plan - Billing Plan General Tab (continued)

» Description field: Defaults. Do not
change.

« Billing Status: Controls your ability to
enter information into, and the processing
that occurs against, the Billing Plan.

* Values include Pending, Ready,
and Cancelled.

* Ready displays once the contract
IS set to Active.

 Ready at Activation check box:
Defaults to checked when the Billing
Status is Pending.

Once the Billing Status is Ready, the
check box label updates to Hold, and is
unchecked.

Pre Approved: Defaults to selected. Do not
change.

Favorites « | Main Menu +

Billing Plan General || Recurring Detail | History

Contract 0000002003
Sold To Customer 0000000001

Billing Plan B101

Description |Recurring - Monthly - 1

Billing Method | Recurring

Customer Information

Bl Unit 50100 Q,
*Bill To Customer 0000000001
Addr Num 1Q =
Bill To Contact [}
Billing Options
Bill Type |CCT Q
Bill Source |FROJE Q,

Purchase Order

Billing Header Note Internal Notes

Billing Default Overrides
Invoice Form LANDSCAPE |Q
Cycle ID MONTHLY Q,
Bill By ID PC_OTHER |3,

a

> (Customer Confracts v > Create and Amend » > General Information

PIEDMONT CONCRETE CONTRACTCRS

INC.
Recurring - Monthly - 1

WA Dept of Transportation

FIEDMONT CONCRETE
CONTRACTORS INC.

[ Pre Approved

I Direct Invoice
VDOT Cther

View Customer Defaults

MNon-Federal Project

Payment Method M
Payment Terms Q

Billing Inquiry Q
Billing Specialist Q

Retumn to Assign Billing Plan

[5]save [Z] Notify

Billing Plan General | Recurring Detail | History

|t Return to Search

> Assign Biling Plan » Define Billing Plan

Bl Unit 50100
Bill To 0000000001 PIEDMOMNT CONCRETE CONTRACTCRS
INC.
Currency USD
*Billing Status __Pending hd

I Ready at Activation I

Amount Detail

Billing Amount 0.00

Total Amount 0.00

Total Billing History 0.00
Bk Add ||JE Update/Display

| N
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#/ Billing Plan - Recurring Detail Tab
/

Click on the Recurring Detail tab.

The Billing Plan page, Recurring Detail tab allows you to preview the recurring billing events for the bill plan. From this tab,
you can also stop the recurring billing before the scheduled End Date by changing the End Date and clicking the Save

button.

Favorites v ‘ Main Menu « > Customer Confracis v > Createand Amend~ > General Information

; Billing Plan General Recurring Detail History ‘

Bl Unit 50100
Bill To 0000000001

Contract 0000002003

Sold To Customer 0000000001 PIEDMONT CONCRETE CONTRACTORS

INC.

Billing Plan B101 Recurring - Monthly - 1 Currency USD

Start Date |08/12/2019 |[3] Billing Status Pending

End Date 09/11/2019 [}

Schedule MONTHLY12 |Q

Preview Options

® Next Period | Preview |

O pate 091172019 |5

Billing Line Note
(O End of Calendar Year

Return to Assign Billing Plan

[at Returnto Search | [[=] Notify |

Fsave |

Billing Plan General | Recurring Detail | History

> Assign Billing Plan

PIEDMONT CONCRETE CONTRACTORS
INC.

> Define Billing Plan

Update/Display

[ Add |2
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#/ Billing Plan - History Tab
/

» Click the History tab.

« The Billing Plan page, History tab displays the billing history associated with the contract line.

Favoriies - ‘ Main Menu » Customer Confracis » > Create and Amend » > General Information » Assign Billing Plan » Define Billing Plan
| New wWindow
Billing Plan General || Recurring Detail || History I
Contract 0000002003 Bl Unit 50100
Sold To Customer 0000000004 PIEDMONT CONCRETE CONTRACTORS Bill To 000000DO01 FIEDMOMNT CONCRETE
INC. CONTRACTORS INC.
Billing Plan B101 Recurring - Monthly - 1 Currency USD

Amount Details

Negotiated Amount 0.00
Total Net Extended Amount 0.00
Contract Billing History Personalize | Find | B | E First ‘4’ 10of1 "2 Last

Source || Billing || Contracts || Projects |

*Cross

*Cross illi
Reference System Process - Last Update Billing Net Extended
Sequence No. gg?ur:nne Source Instance Last Update DateTime UseriD HNet Amt Gross Amt Currency Amt Gross Extended
1 Finalized PCA | |[D9/30/2019 3:44:00PM | [SHELLY.PH | 0.000| | 0.000|| & || 0.000 0.000 =
Return to Assign Billing FPlan
|[F]save ||[of Returnto Search | |[=] Motify | |[Cs Add || £ Update/Display

Billing Plan General | Recurring Detail | History
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;} Adding Internal Notes
/

You can also add Internal Notes to the contract at any point to provide additional explanation for maintenance or updates
made to the contract.

To access the Internal Notes page, click the Internal Notes link on the Detail tab.

Favorites « | Main Menu - > Customer Confracts ~ > Create and Amend ~ > General Information

| New Window | Help | Parsong
General |' Lines |

Contract Number 0000002003 Sold To Customer PIEDMONT COMCRETE CONTRACTORS INC.

Contract Status FENDING

| Add Contract Lines [ Add Default Kit

Contract Lines (7

Personalize | Find | View All | 2 | B First "4’ 10f1 ‘b’ Last
General I Detail I Billing Amount Details || Revenue Amount Details || Contract Liability |

Actions Line Product Description Price Type Billing Plan Revenue Plan Contract Terms Accounting Internal Notes |
+ Actions 1 RECPROD51223782.27 Recurring Contr - 1,22 Recurring Pending E{ELEHL"EE”QQES Contract Terms Distribution Internal Notes| |
< >
Billing Flans Revenue Plans Milestones Renswals Amount Allocation Supplemental Data GoTo |More v
|[Flsave ||[@ Returnto Search ||[=] Notify | [Eh Add || F] Update/Display

General | Lines
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V4

To enter Internal Notes follow the steps
below:

Select the appropriate Component
(e.g., Billing Plan, Amendment,
Revenue Plan, Contract Header).
A Look up field displays next to
Component field. Select the
appropriate value. Options display
based on the Component selected.
Click the Classification drop-down
menu, select Custom.

In the Text field, enter the
appropriate note.

Click the Save button to save the
note.

Once the note has been saved, the Last
Update and Last Changed By fields
update.

Click the Return to General
Information link.

¢/ Adding Internal Notes (continued)

Favorites | Main Menu - » Customer Confracts » » Create and Amend » »  General Information > Contract Notes

Notes
Contract 0000002003

Sold To Customer 0000000001
FIEDMONT CONCRETE CONTRACTCORS INC.

Contract Admin

Notes Contents Find | View Al
*Component Billing Plan

|Billing Plan vl B101 Q
*Classification Note Type

| Custom v| Q

Text

Business Unit 50100
Contract Status PEMNDING
Currency Code USD

First ‘4" 10f1 » Last

4]

Us this space to add a relevant note based on the Component you select.

183 characters remaining

Last Update 10/01/18 T:03AM Last Changed By ROSAFARKS

Return fo General Information

Elgave | Notify

E, Add | 5] UpdatelDisplay
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y Associating the Project and Activity on the Contract Line

After you create the contract header and line(s), you can associate a project and activity to the contract line.

To access the pages where you will create these associations, you will use the following from the Contract Lines tab:
* Click Detail tab in the Contract Lines section.

 Click the Contract Terms link.

Favorites « | Main Menu « > Customer Confracts + > Create and Amend » > General Information
_ | Mew Window | Help | Persong
| General l Lines I
%
Contract Number 0000002003 Sold To Customer PIEDMONT CONCRETE CONTRACTORS INC.

Contract Status PENDIMG

| Add Contract Lines [ Add Default Kit |

Contract Lines (7 Personalize | Find | View All | 2 | E First ‘4’ 10f1 ‘&' Last

General || Detail || Billing Amount Details || Revenue Amount Detzils || Contract Liability |

Actions Line Product Description Price Type Billing Plan Revenue Plan Contract Terms Accounting Internal Motes !
~ Actions 1 RECPROD51223782.27 Recurring Gontr - 1,22 Recurring Pending oing Manages] Contract Tems Distribution Internal Notes |
£ >
Billing Plans Revenue Plans Milestones Renewals Amount Allocation Supplemnental Data Go To |More v|

[5]save ||G ReturntoSearch ||[=] Notify | [Eh Add || & Update/Display

General | Lines
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7l Associating a Project to the Contract Line

The Contract Terms page displays for the selected contract line. If more than one tab displays, click the Related Projects

tab.

To associate a Project and Activity:

« Enter the PC Business Unit (e.g.,
50100 for VDOT).

« Enter your Project ID in the project
field, or click the look up icon for a list
of available values.

« Enter an Activity in the activity field
or click the look up icon for a list of
available values.

* Click the Save button.

Favorites » Main Menu » > Customer Confracts » > Create and Amend» > General Information > Contract Terms

Related Content v | §
Related Projects

|E§h
Contract Number 0000002003 = Sold To Customer FIEDMONT CONCRETE CONTRACTORS INC.
Amendment Number Contract Status PENDING
Contract Line i Price Type Recurring

Product RECPRO051223782.27
Description Recurring Confr - 1,223,782.27

PC Business Unit|50100 Q
Associated Projects & Activities Personaize | ) First (U 401 ) Last
*Project *Activity _?5;[;::& Category Subcategory Description Description
(Ol 0000114001 |Q 621 Q Q Q Q 0805-034-749, N501 Staff Appraising [=]
Creale Project || Creste Aclvily |

Refurn to General Information

Amaunt Allocation

[]5ave Jloh ReturntoSearch ||[=]Nofify ||¢¥ Refresh X Update/Display _L-'I Include History I/ Correct History
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4/ Updating the Accounting Distribution

With recurring contracts the accounting distribution defaults from the product you used to create the contract line. However,
you need to add the Project ID on each accounting distribution line. The Project ID must be the same Project ID you
selected when adding the project/activity to the contract line.

: Favorites » Main Menu + »  Customer Confracts » » Create and Amend » > General Information
You can access the Accounting | -
. . . . New Window | Help | Person
Distribution details from the _
. General
General Information page: -
Contract Number 0000002003 = Sold To Customer FIEDMONT CONCRETE CONTRACTORS INC.
e Selectthe Lines tab. Contract Status PENDING
. . Add Contract Lines Add Default Kit

* Inthe Contract Lines section, | | |

click the Detall tab. Contract Lines (7 Personalize | Find | View Al |0 B First (4 101 () Last

General Billing Amount Details || Revenue Amount Details || Contract Liability

* CI I Ck the DI S t r b u tl on Iln k . Th e Actions Line Product Description Price Type Billing Plan Revenue Plan  Contract Terms Accounting Internal Notes |

Accounting Distribution page

displays. » Actons | RECPROD51223782.27 Recurring Contr - 1,27] Recurring Pending S0 VENS0ES. Gontract Terms Distribution intemal Notes |

Bvenue (
{ ?
Billing Plans Revenue Plans Milestonas Renewals Amount Alocation Supplemental Data GoTo |M0re v|
[F]save ||[h ReturntoSearch | |[] Notify [} Add || Update/Display
General | Lines
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/jj Updating the Accounting Distribution
V4

You must be in the Correct History mode to
enter the project information. Click the
Correct History button.

Scroll to the right and enter the following:
« PC Business Unit: 50100

* Project ID: This must be the same
Project ID you selected when adding
the project/activity for the contract line.

« Activity: Add the same activity used
when adding the project/activity for the
contract line. The activity must be
active in order for the distribution to
save.

Scroll to the right to ensure all distributions
are now Valid.

Click the Save button.

Click the Return to General Information
link.

Favorites v ‘ Main Menu v

Accounting Distribution

PIEDMONT CONCRETE CONTRACTORS INC.

> Customer Contracts v > Createand Amend v > General Information

> Fixed Amount Acctg Distrib

Related Cont

Contract 0000002003 Line Num 1 Description Recurring Conir - 1,223,782.27
Billing Amount 0.00 Revenue Amount 0.00 Unit 50100 Currency USD
Accounting Distributions Find | View All First ‘4 10f1 ‘» Last
*Effective Date |08/12/2019 Eﬂ =
Revenue Personalize | Find | & | = First ‘4 10f1 ‘» Last
1 Agency Use 2 Sﬁ“B usiness Project Activity Source Type Category Subcategory Affiliate Fund Affilic
e 50100 0000114001 621 e | Q Q[ Q
> ]
Return to General Information
[,/ save ‘ [oh Returnto Search | |[] Notify 7] Update/Display | [ & Include History ({2 Correct History
e N s ECTIVE ,_ﬁ'_\/_,a‘r&(“"“@j\/’\\ f,_,_.-«_/*"\v_‘h‘_/"“\“/‘"\ _..,_/”“‘-’\‘ﬂ__’_,_/"“\_,h.\/ﬂ\
Revenue Personalize | Find | &2 | = First ‘4 10f1 '*/ Last
Activity Source Type Category Subcategory Affiliate Fund Affiliate Stat Valid
001 |Q [621 Q Q Q Q Q al Ja ¥ =
L4 >
Return to General Information I
[[Jsave |[[cF Returnto Search |[[=] Notify | [ 5] upuate/Display | [ &7 Incluge History || Correct History
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/;/ Activating a Contract
/

After you have created the contract, added contract line(s), updated the accounting distribution and associated the project and
activity to the contract, the Contract Status is ready to be set to Active. Activating a contract indicates that all data for the

contract has been entered into Cardinal. Activating a customer contract requires the same steps for every contract,
regardless of type.

The Contract Status identifies the stage of the contract within its lifecycle and determines when transactions can be
processed. When you are creating a new contract, the Contract Status defaults to Pending.

You can change the Contract Status from Pending to Active on the General Information page. Once you change the
Contract Status, the Billing and Revenue Plan Statuses change to Ready.

When changing the Contract Status, you can only move forward. Once the status is set to Active, it cannot be set back to
Pending, and once Closed it cannot go back to Active.
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/) Activating a Contract (continued)

After you have created the contract, added the contract line, set the limits, defined the rate set, and associated the projects
and activities, the Contract Status is ready to be set to Active. Activating a contract indicates that all data for the contract

has been entered into Cardinal.

To activate your contract from Pending to Ready, return to the General tab of the General Information page.

» Click the look up icon to the right
of the Contract Status field and
select Active.

 Click the Save button at the
bottom of the page.

Upon Save, an Amendments tab
appears. Amendments to contracts
are discussed in Lesson 8 in this
course.

Billing Plans

Favorites v ‘ Main Menu ~

I General I\ Lines |

Contract Number 0000002003

Description [Local Contract Recuring |

> Customer Confracts » > CreateandAmend v > General Information

Sold To Customer PIEDMONT CONCRETE CONTRACTORS INC.

| New Window | Help | Perso|

*Contract Status [PENDING

Add to My Contracts

H

Look Up Contract Status

Contract Admin |
Region Code |
Contract Type |O

Currency Code USD

SetiD 50100

: Contract Status|begins with v

| LookUp || Clear || cCancel

Basic Lookup

Exchange Rate Type [CRRNT

Contract Signed [08/05/2019

Contract Role |

Search Results

Revenue Profile |

Use Project ChartFields: |
p Other Information
) Summary of Amounts (2

Revenue Plans Milestones

|Elsave || Retunto Search | |[=] Notify |

“General| Lines

FV ACCEPTED FHWA Accepted
FV COMPLETED Fiscal Completed
PENDING Pending
WITHDRAWN  Contract Withdrawn

1 View 100 First & 1707 ) Last

Contract Status Description Processing Status
ACTIVE Active Active
1) Closed Closed

FIRE - CLOSED Closed For FHWA FIRE Active

Closed
Active
Pending
Active

Help
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4/ Placing a Hold on the Billing Plan

After you update the Contract Status to
Active, you can navigate back to the Billing
Plan and see the status has updated to
Ready.

To place the Billing Plan status on hold:

* Onthe Billing Plan General tab, click
the Hold check box to put the plan on
hold. Upon selection of the check box
the date is populated next to the check
box and a Hold Details section displays,
with three fields:

— Put On Hold Date: populates with
the current date which matches the
date that displays next to the check
box.

- Hold User: populates with the name
of the person who placed the Hold.

— Hold Reason: click the lookup icon
to select the reason for the hold.

Favorites + | Main Menu +

Billing Plan General Recurring Detail History

Contract 0000002003

Sold To Customer 0000000001

Billing Plan B101

Description |Recurring - Monthly - 1
Billing Method |Recurring
Customer Information
Bl Unit 50100
*Bill To Customer (0000000001

Addr Num 1), =
Bill To Contact Q
Billing Options
Bill Type |CCT Q
Bill Source |PROJE Q

Purchase Order

Billing Header Note Internal Notes

Billing Default Overrides
Invoice Form |LANDSCAPE |Q
Cycle ID MONTHLY Q
Bill By ID |PC_OTHER |Q)

» Customer Confracis ~ > Create and Amend ~ > General Information

> Define Billing Flan

Bl Unit 50100
PIEDMONT CONCRETE CONTRACTORS Bill To 0000000001 PIEDMCNT CONCRETE CONTRACTORS
INC. INC
Recurring - Monthly - 1 Currency USD
*Billing Status | Ready ~ Actioc

Hold Details
WA Dept of Transportation

PIEDMONT CONCRETE
CONTRACTORS INC.

Amount Detail

™ pre Approved

[ pirect Invoice
VDOT Other

View Customer Defaults

Mon-Federal Project

Payment Method [

v]

Payment Terms Q
Billing Inquiry
Billing Specialist Q

Return to General Information

[F5ave [=] Notify

Billing Flan General | Recurring Detail | History

[ Return to Search

Q

li:'EEHOM 1010812019

Put On Hold Date 10/03/2012

Hold User SHELLY.PRYOR

Hold Reason @

Billing Amount 0.00

Total Amount 0.00

Total Billing History 0.00
E: Add_|[ 8 UpdatelD

123



/;/ Placing a Hold on the Billing Plan
/

Select the reason for placing the Bill Plan on Hold.

See the table below for a list of Hold Reasons,
Description, and the Type of Contract each hold reason
applies to:

Hold Reason Description Type of Contract

DPFD Process Def Prepaid Non-Federal

OTHR Other Federal and Non-Federal
PED PED expired Federal
PPD Process Int. Prepaid Non-Federal

RATE Clear processed amt Federal and Non-Federal

STOP Stop bills for line Federal and Non-Federal

UPED Make Update to PED Federal

WKST Clear wksht error Federal

the contract. There are no edits for this field, so if you
select one that does not match with the contract type,
Cardinal will not display an error message.

De

IER
I

re
hirel

T

na

Ci

ect

Look Up Hold Reason

SetlD 50100

Hold Reason| bagins with s
Description| begins with s

Look Up Clear Cancel

Search Resulis

View 100 First ‘4’ 100fg ‘B Last

Hold Reason Description
CPPD Process Def Prepaid
OTHR Other
FED PED expired
FFD Process Int. Prepaid
RATE Clear processed amit
STOP Stop bills far line
LUPED Make Update io PED
WHET Clear whkeht error

.:El

Help

Basic Lookup

| 0.00
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/,) Processing Non-Federal Recurring Customer Contracts
/

Send Billing Amount To Billing
The Contracts to Billing process sends the billable amount (BIL) to the billing interface tables on the 12" of the month based

on the schedule associated to the product used to create the contract. In addition, information from the contract billing plan
and accounting distribution is populated in the billing interface tables. This data is used by the Billing Interface to determine
how invoices will be created in the Billing Module.

Distribution Cost

Product Description Product Group Code Distribution Code Descr Account DeptiD Fund Center Program
|Recurring Contract - $1,039.91 |[REC_CONCCT _ [PROJEPROOZ |Partic - CON - CCT/OTH-Salem |40042011

REC_PRO02_1039.91

For contract lines created with Product REC_PRO02_1039.91, the billing amount of $1,039.91, Fund 04720, Deptid 12000
and Account 40042011 will be sent to the billing interface table.

Create Invoice in Billing
The Billing Interface process runs after the Contracts to Billing process and determines how each project billing transaction is

associated with a bill in the Billing module. The billing transactions are pushed to a new invoice in the Billing Module if there is
no existing invoice for the customer in New status at the time the Billing Interface runs. If there is an existing invoice for the
customer in New status, the lines are added to the existing invoice.

The bill status for the invoice must be set to Ready (RDY) to finalize the bill and print the invoice.
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};} Accounting for Non-Federal Recurring Contracts
(continued)

Once recurring bills are finalized, the Billing Module creates the accounting line used by the Journal Generator process to
create the journal in General Ledger (GL). In GL, the following entries are created for the recurring contract billing process:

Journal Prefix Credit
Flna_l ized Bl Accounts Receivable Revenue
Invoice
Paym_ent AR Cash Accounts Receivable
Received
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7 Closing a Contract
/

You should only close a contract after the contract has fulfilled the contract terms. When you initiate a change in the
processing status for a contract, the system performs a series of checks to ensure that the contract meets all of the necessary
criteria to move to the next processing status level. Unless the contract meets all of the necessary criteria, the Processing
Status cannot advance. Once the contract is Closed, it can no longer be used, amended, or reactivated. Closed contracts
are removed from processing, but the historical contract data is still available for query.

The related Billing Plans associated to Recurring contracts automatically update to Completed, once the last bill is
processed. Revenue is managed by the Billing Module for Recurring contracts; therefore, there is no Revenue Plan to

update.

To close a Recurring contract follow these
steps:

1. Verify the Billing Plan has a Billing
Status of Completed, update if
necessary.

2. Update the Contract Status to
Closed.

3. Click the Save button.

Favorites~ |  Main Menu

(N General |[fLines |

Contract Number 0000002003

Description [Local Contract Recurring
Contract Admin
Region Code
Contract Type [0

Currency Code USD

Exchange Rate Type | CRRNT

Contract Signed [08/05/2019

Contract Role

Revenue Profile
Use Project ChartFields: ¥
) Other Information
p Summary of Amounts (2
Milestones

Billing Plans Revenue Plans

[Esave | Iz‘;;ﬁéturn to Search | |[=] Notify |

General | Lines

> Customer Contracts v > CreateandAmend v > General Information
| New Window | Help | Personalize
Sold To Customer PIEDMONT CONCRETE CONTRACTORS INC.
*Contract Status [PENDING Q
Add to My Contracts
Look Up Contract Status
Help
SetlD 50100
Contract Status| begins with v
LookUp || Clear Cancel | Basic Lookup
Search Results
View 100 First (&' 17067 ¥ Last
Contract Status Description Processing Status

ACTIVE Active
CLOSED Closed Closed |

—
FIRE - CLOSED Closed For FHWA FIRE Active
FV ACCEPTED FHWA Accepted Closed
FV COMPLETED Fiscal Completed Active
PENDING Pending Pending
WITHDRAWN  Contract Withdrawn Active

|
[E Add |[E Update/Display
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}) Lesson 5. Checkpoint
/

Now is your opportunity to check your understanding of the course material. Read the question and select your answer.

(" )

1. Recurring contracts bill based on existing project expenditures.

TRUE or FALSE

Y4
AN

2. A project/activity combination that is currently associated to an existing contract can be associated
and billed to a recurring contract.

TRUE or FALSE

\(
AN

3. Recurring contract events bill for varying amounts.

TRUE or FALSE
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}) Lesson 5: Summary
/

‘ Creating Non-Federal Recurring Customer Contracts

In this lesson, you learned:

* Recurring contract lines generate recurring bills against a single project/activity combination.

* You can preview future recurring billing events associated with the bill plan on the Recurring Detail tab of the billing plan.

« All non-federal recurring contracts by-pass the billing worksheet for approval.
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/’) Lesson 6: Introduction
/

” Creating a Non-federal Amount-Based Contract

This lesson covers the following topics:

Create a non-federal amount-based contract

Cardinal Contracts
[

v
Non-Federal Contracts
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@ Creating Non-Federal Amount-Based Contracts
/

Amount-based contracts are used when you need to bill varying amounts on a set or variable schedule. The billing is not
dependent on charges being incurred on a project. However, you must associate the project and one activity to the contract.
When you create an amount based contract line, the billing and revenue events have to be defined to include the event dates
and event amounts. The dates and amounts on both the billing and revenue plans must match exactly. The accounting
distribution defaults from the Product used to create the contract line. The contract bill plan event date controls when the
contract is eligible to bill. On the billing plan event date, the billable amount is sent to the Billing module. The contract
revenue event date controls when revenue for the contract billing event will be generated to GL.

The Products used to create amount based contract lines are configured to use Distribution Sets to associate the appropriate
Distribution Code to the Product. This allows the accounting distribution to default to the contract line when saved.
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/;/ Creating a Non-Federal Amount-Based Contract
/

The Create Customer Contracts non-federal amount-based contracts involves the following steps:
+  Create contract header

«  Create contract line(s)

* Link project and activity

» Update accounting distribution(s)

«  Allocate amounts

«  Set up events on the billing and revenue plans

e Activate the contract

Link
Projects
and
Activities

Create
Contract
Line

Create
Contract
Header

Allocate
Amounts

Activate
Contract
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/;/ Adding a Contract
/7

To create an amount based contract, access the Favorites + Main Menu~  * Customer Confracts ~ * Create and Amend~ *  General Information
General Information page using the following

Mew Window | Help | ]
path:

General Information

Main Menu > Customer Contracts > Create
and Amend > General Information

Find an ExistingValue | Add a New Value

* Click the Add a New Value tab. Business Unit[50100 | Q)
Contract|NEXT
* Business Unit defaults for your agency (i.e., Sold To Customer [)000000001 x|Q,
50100 for VDOT). Do not change. Contract Classification | Standard v
Separate Fixed Billing and Revenue
* Contract defaults to NEXT. Do not change. Separate As Incurred Billing and Revenue

 Enter the Sold To Customer.

Add

 Contract Classification defaults to
Standard. Do not change.

* Click the Add button.

The two check box fields, Separate Fixed
Billing and Revenue/Separate As Incurred
Billing and Revenue, are not used.
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V4

The General tab displays. Enter the
contract header information:

Description: Enter a short detailed
description about the contract. This
field is limited to 35 characters.

Contract Type: Select the
appropriate value:

A— Letter of Authorization

F— Federal

G- Grant

J— Federal Grant
L— Local

O- Other

R— Resolution

» Creating Contract Header

General || Lines

Favorites + ‘ Main Menu

Contract Number NEXT

> Customer Confracts » » Create and Amend» > General Information

Sold To Customer PIEDMONT CONCRETE CONTRACTORS INC

Description |Other - Amount Based

Contract Admin

Region Code

I Contract Type |0

Currency Code USD

Exchange Rate Type [CRRNT

Contract Signed [10/01/201%
Confract Role

Revenue Profile
Use Project ChartFields: +

} Other Information
} Summary of Amounts (7
Milestones

Billing Plans Revenue Plans

[fsave | &Nty |

General | Lines

| New Window | Persor

*Contract Status PENDING Q
Copy From Contract | | Add to My Contracts |
Processing Status Pending
Q Amendment Status
Q Business Unit A Dept of Transportation
QI Contract Classification Standard
Q Last Amended
v| Last Update Date/Time
] Last Update User ID
Q Separate Fixed Billing and Revenue:
Separate As Incurred Billing and Revenue:
Q
Renewals Amount Allocation Supplemental Data GoTo |More

v

(s Add

|[ %] Update/Dispiay |
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/) Creating Contract Header

Favorites = Main Menu =

* Currency Code and Exchange Rate
Type default. Do not change. _—

General | Lines

Contract Number NEXT

« Contract Signed: Defaults to the

» Customer Confracts » » Create and Amend » »  General Information

Sold To Customer PIEDMONT CONCRETE CONTRACTORS INC.

current date. This date should be “Contract Satus [PENDING Q
changed to the date the agreement was
. . i Copy From Contract N Add to My Contracts
signed with the customer. This date
automatically populates the effective Descripton Oirer - Amourt Based Processing Status Pending
date of the accounting distribution. Contract Admin Q Amendment Staus
) ) Region Code Q Business Unit VA Dept of Transportafion
» Use Project Chartfields checkbox— Contract Type 0 Q Contract Classificaon Standard
Defaults as checked and cannot be Currency Code USD Q Last Amended
Changed_ Exchange Rate Type | CRRNT v Last Update Date/Time
Confract Signed 10/01/2018 el Last Update User ID
Contract Role Separate Fixed Billing and Revenue:
Separate As Incurred Billing and Revenue:
Revenue Profile

I Use Project ChartFields: &/ I

} Other Information
J» Summary of Amounts (?
Milestones

Billing Plans Revenue Plans

I]save | (=] Notiy

(General | Lines

Renawals

| New Window | Prson

Amount Allocation Supplemental Data

GoTo [More

v

[} Add

Il 2| Update/Display '

135



/;) Creating Contract Header (continued)
/

Click the arrow next to the Other

Info_rmatlon section to expand the NN AN PPy s e AN poit e p S
section. Dliherlnformation
« Legal Entity: Choose STATE for g”"’m'““c“"“ﬂ“ Paret Cotact Q
all non-federal contracts. Haster confact Master Contract Q
[JLegal Review Complete | Legal Entity|STATE q
° Federaj Region COde: Required Olcredit Check Complete Purchase Order
and defaUItS tO 03 (FHWA) DO nOt Ocontains Cotermination Lines Proposal ID
Change I Federal Region Code |03 I
. Dummaw of Amounts (2
Click the arrow next to the Summary N
. Billing Amounts Revenue Amounts
of Amounts section to expand the — .
. i Ileed Billing 5D,DDO_DD| Fixed Revenue 50,000.00
SeCtlon' Discounts/Surcharges 0.00 Discounts/Surcharges 0.00
Fixed B| | | | na: Enter the (0SS Non-inclusive Prepaids 0.00 Non inclusive Prepaids 0.00
ContraCt amg' nt . e negot-ated Subtotal 50,000.00 Subtotal 50,000.00
unt, 1.€., - g I As Incurred Billing Limits (Less Prepaid) 0.00 As Incurred Revenue Limits (Less Prepaid) 0.00
amount. The amount billed cannot Recurring Billing 0.00 Recurring Revenug 0.00
exceed the Fixed Billing amount. Total 000002 Total 000002
-IR-he nOteS:eIOW t[]e BI l Itlng and + Fixed Billing Allocation Not Complete + Fixed Revenue Allocation Not Complete
evenue Amounts sections
indicate whether the allocation step Biling Plans Revenue Flans Milestones Renewals Amount Allocafion Supplemental Data GoTo [More V]
has been completed.
P \EI Natfy | |EhAdd || 7] Update/Display |
* Click the Save button. General | Lines
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’) Creating Contract Header (continued)
/

After clicking Save button, the Contract Number displays.

Fawvorites « ‘

General || Lines |

Contract Number 0000001929

Main Menu - »  Customer Coniracis «

Create and Amend » > General Information

Sold To Customer FIEDMONT COMCRETE CONTRACTORS INC.

*Contract Status PENDING |2,

| Mew Window | Persong

Description :Dther - Amount Based

Contract Admin |

Region Code |

Contract Type O

Currency Code [USD

Exchange Rate Type [CRRNT

Contract Signed |1OIC|1!2D19

Contract Role |

Revenue Profile |

Use Project ChartFields: [¥/i
b Other Information
J Summary of Amounts (7
Milestones

Billing Plans Revenue Flans

|[i]save ||[ah Returnto Search  ||[=] Notify |

General | Lines

Renewals

Add to My Contracts

Processing Status Pending
Amendment Status
Business Unit A Dept of Transportation
Contract Classification Standard
Last Amended
Last Update Date/Time 10/01/2019 12:11:17FPM
Last Update User ID PPS1_ANGELA GRAY
Separate Fixed Billing and Revenue: ||
Separate As Incurred Billing and Revenue: ||

Amount Allocation Supplemental Data Go To |More

v

|C% Add || B Update/Display
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/p/ Creating Contract Line(s)

A contract line details the billing parameters that are used to calculate the amount to bill a customer and has its own
accounting distributions, billing limits, billing plans, and revenue plans. Each contract line within a contract can have a status
of Active, Cancelled, or Pending. Contracts converted to Cardinal as CLOSED will have a contract line status of Inactive.

The Hold Billing on Unpaid Cost, Hold
Revenue on Unpaid Cost and
Standalone Sale checkboxes default as
unchecked and should not be checked.

Favorites v ‘ MainMenuvy > Customer Contracts v » CreateandAmendv >  General Information

| New Window | Personalize

General § Lines

You add contract line(s) from the General Contract Number 000000100 = S0ldTo Customer PEEDHONT CONCRETE CONTRACTORS INC.

Information page: Contract Status PENDING

* Click the Lines tab. | AdComatines | AdoDetutkt

N Click the Add Contract Lines button Contract Lines (7 PersonalizelFindlv|ewAH|[@ First ‘4 40f1 2 Last

General | Deta, | Biling Amount Detas || Revenue AmountDetas || ContactLiabitty | Renewais | [

Hold Billing on ' Hold Revenue o

YOU can d el ete I|n es from ContraCtS Wlth a Actions Line  Product Description Price Type Unpaid Cost  Unpaid Cost Standalone Sale Bundle Product Kit  Start Date End Date *Status
Processing Status of Pending and the

L Actions Active
billing and revenue plans have been z y
unassigned.

Billing Plans Revenue Plans Milestones Renewals Amount Allocation Supplemental Data GoTo More V|
When you Activate a contract, the Add Fsave |G Retumto Search | ] Notify [ Add || ] UpdateiDisplay
Contact Lines button no longer appears General | Lines

and an amendment must be created to
add additional contract lines to the
contract. 138




V4

The General Information — Add Contract
Lines page displays. Before entering a
contract line, you must select the product to
be used.

To search for non-federal amount-based
products:

* Product Group: Enter or select a
product, e.g., AMT_CONCCT (Amt
Based - Constr Cty Co Twn).

* Price Type: Select Amount as this is an
amount-based contract. This field
displays the price type that was defined
for the product on the Product
Definition page.

* Click the Search button.

7} Creating Contract Line(s) (continued)

Favorites = | Main Menu - » Customer Contracts = -

General Information

Add Contract Lines

Search (2

Product
Product Description

Price Type | Amount W

Product Group AMT_COMNCCT Q

Create and Amend » > General Information

[ Product Kits
[ ] Renewable

Physical Nature

v]

|  Search |

Create Adhoc Product

Return to Contract Lines
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4/ Creating Contract Line(s) (continued)

The search results populate below the search criteria. Select the check box next to the Product(s) you want to use to create
the contract line. Select the product which will default the appropriate distributions. Refer to the contracts product query to
find your product. If no product exists then a new product will need to be created. For more details about creating a new
amount-based product, see the job aid entitled 501 PA354 Create Non-Federal Amount Based Contract located on the
Cardinal website in Job Aids under Training.

° P r O d u Ct : DiS p I ayS the prod u Ct Favorites = ‘ Main Menu » Customer Confracts + > Create and Amend » > General Information | S— | S— Page | E
name. Select the product which GeneralInformation
will default the appropriate Add Contract Lines
. . . Search (7
d |Str| bUtIO n . Product Group AMT_CONGCT e} [ product Kits
Product [ Renewable
. . . Product Description
« Description: Displays the g ype ot R
description of the product. s
Search Results (7 Personalze | Find | Wiew Al | @l @ First ‘4 1-250f37 '} Last
* Price Type: Displays the price —
type Of the product- If you I Product Description Price Type Na%‘ure Product Kit *Fee Type I Start Date End Date Renewable Renewal Action Quantity uom
¥ 1AMT_PROJE2S Partic - CON-CCT - Bristol  Amount  Goods N None 1010172019 |[5] 5N 1.0000 Q A
narrowed the SearCh reSUltS by [0 2AMT_PROJE30 Partic - CON - CCT - Sal A t  Good: N N [ [ N 1.0000 Q
prllce :yge’ thIS IS the Value you O 2 AMT_PROJER Emf]gﬁ"'cm' Amount  Goods N None Bl BN 1.0000 Q
Se eC e . . artic - CON_CCT - .
« Physical Nature Goods default | o o ngm et e e e N e ]
from the prOdUCt Select Al O ciear Al
Create Plans from Template Combine Like Templates
- Fee Type: Displays the fee type. giiﬂiﬁu'l‘l".;s & neveme s
This value defaults to None. e N
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p/ Creating Contract Line(s) (continued)
/

Favorites - | Main Menu > Customer Confracts » > Create and Amend ~ > General Information
| New Window | Personalize Page | &
General Information
Add Contract Lines
Search (7)
Product Group AMT_CONCCT i3 [ product Kits
Product | [ renewable
Product Description | |
Price Type | Amount w]
Physical Nature M
Search Results (7] Personalize | Find | View Al | B E First ‘4 1-250f37 '»’ Last
| General || Templates
I Product Deseription Price Type ::i‘:ri;a' Product Kit *Fee Type I Start Date End Date Renewable Renewal Action Quantity uom
i 1 AMT_PROJEZ9 Partic - CON - CCT - Bristol  Amount  Goods N Mone [10/01/2018 |[H] | [E N 1.0000 [ & ~
[0 2AMT_PROJE3D Partic - CON - CCT - Salem  Amount  Goods N None [ = | B N o000 [ @
Partic - CON - CCT -
0 3AMT_PROJE31 Lynchburg Amount  Goods N Mone [ = | [ 1.0000 [ |Q
P artic - CON - CCT - o0 T — | —— N I —T

N e N = I N e e N N g N S N T DU e oSO

Select Al O ciearan
Create Plans from Template Combine Like Templates
¥ Billing Plans ¥ Billing Plans
] Revenue Plans ] Revenue Plans

] Renewal Plans

| Add Contract Lines | Create Adhoc Product Return to Contract Lines
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p/ Creating Contract Line(s) (continued)
/

Select the check box next to the product
that should be used to create the contract
line.

Start Date: Enter a Start Date for the
contract line. The value that you enter
appears on the Contract - Lines page.

End Date: This field is left blank.

Quantity: This field defaults and should
not be changed.

UOM: Unit of measure associated with
the product, if any. This field defaults
and should not be changed.

Create Plans from Template and
Combine Like Templates: Check boxes
default as selected. Do not change.
These templates create the predefined
Billing Plans and Revenue Plans for the
product(s) selected.

Click the Add Contract Lines button.

Favorites v Main Menu ~+

General Information

> Customer Confracts » > Create and Amend » >  General Information

M Renewal Plans

| Add Confract Lines

Create Adhoc Product

Return to Contract Lines

| New Window | Personalize Page | &

Add Contract Lines
Search (7
Product Group AMT_CONCCT Q O product Kits
Product [ Renewable
Product Description
Price Type | Amaount v
Physical Nature v |
Seach |
Search Results (2 Personalze | F\ndIWewAHII E First 4 1-250f37 '} Last
General | Templates
Product Description Price Type :'gﬁg‘" Product Kit *Fee Type I Start Date End Date Renewable Renewal Action  Quantity UOM I
m 1AMT_PROJE29 Partic - CON - CCT - Bristol ~ Amount  Goods N None 10/01/201% Eﬂ Eﬂ N 1.0000) Q A
[ 2AMT_PROJE30 Partic - CON - CCT - Salem  Amount  Goods N Nona ] N 1.0000 Q
Partic - CON - CCT -
[ 3AMT_PROJE31 Lynefburg Amount  Goods N None &l BN 1.0000 Q
B artic - CON- CCT - 00 N 1
™ ,_,_,meh
H{Fzs R T U N e N e e B TR SV 't e O A Vs 1.0 EA T v
Select Al O Ciear Al
e
Create Plans from Template Combine Like Templates
M Billing Plans W Billing Plans
M Revenue Plans M Revenue Plans
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p/ Creating Contract Line(s) (continued)
/

General Information

| New Window | Personalize Page | &

Select Al

O clear an
ar

Favorites + | Main Menu v > Customer Confracis + > Create and Amend » >
General Information
Add Contract Lines
Search (2
Product Group|[AMT_CONCCT =1 [l Product Kits
Product| | [ Renewable
Product Description | |
Price Type [Amount v|
Physical Nature | v]
Search Results (7]
| General || Templates
Product Description Price Type :2?’::;8'
@ 1 AMT_PROJE2D Partic - CON - CCT - Bristal ~ Amount Goods N
[0 2AMT_PROJE3D Partic - CON - CCT - Salem  Amount Goods M
Partic - CON - CCT -
O  3AMT_PROJE31 Lynchburg Amount Goods N
P artic - CON - CCT - 00

Create Plans from Template

[ Biling Plans
[v] Revenue Plans
[¥] Renewal Plans

Combine Like Templates

¥l Billing Plans
¥ Revenue Plans

[ Add Confract Lines |

Create Adhoc Product

Return to Contract Lines

Product Kit *Fee Type

None

MNone

None

Personaliee | Find | View All | | @ First ‘4’ 1-25 of 37
I Start Date End Date Renewable Renewal Action Quantity UomM I
001201859 | B N IO
| 8 | B [ Ja
| 9 | B N O
I | 1

N

1.

b

Last

N 25 A AR T B oo ARG RS R e NN T Y RN e N e B T ]
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},) Creating Contract Line(s) (continued)
/

A message displays indicating 1 line(s) have been added to the contract.

Click the Return to Contract Lines link to continue processing the contract.

Favorites - | Main Menu ~ » Customer Contracts » > Create and Amend =

General Information

Add Contract Lines

p

General Information

Search (7
Product Group AMT_CONCCT 2 [l Product Kits
Product [ ] Renewable
Product Description
Price Type | Amount v
Physical Nature | v
| Search | 1 line(s) have been added to the contract
Create Adhoc Product Feturn to Contract Lines
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p/ Creating Contract Line(s) (continued)
/

After you return to the Lines tab, click the Save button. Saving the contract defaults the following components:
« The billing and revenue plan that is associated with the Product you selected to create the contract line.

«  The accounting distribution information associated with the Product you selected to create the contract line.

Favorites = Main Menu = » Customer Coniracis » > Create and Amend » > General Information

| New Window | Personali
| General || Lines

Contract Number 0000001959 Sold To Customer FIEDMONT CONCRETE CONTRACTORS INC.
Contract Status PEMDING

Add Contract Lines [ Add Default Kit

Contract Lines (2 Personalize | Find | View All | B | E First ') 10f1 '} Last

General Detail || Biling Amount Details Revenue Amount Details Contract Liability |

Actions Line Product Description Price Type  Standalone 5ale Bundle Start Date End Date *Status Supplemental Data
~ Actions 1 AMT_PROJE29 Partic - CON - CCT - E Amount O Q [10/01/2018 |5 e Supplemental Data  [=]
Billing Flans Revenue Plans Milestones Renewals Amount Allocation Supplemental Data GoTo | Mare V|

|iEsave |[[G Retun to Search || Notify | [ Add || & Updates

]
(1]
[

=

J

General | Lines
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p/ Creating Contract Line(s) (continued)
/

You can add additional contract lines using the Add Contract Lines button or you can delete a contract line by clicking the

Delete Row icon (minus sign) located at the end of the line. Contract Lines can only be deleted when the contract is in
Pending status and the Billing and Revenue plans have been unassigned.

The General tab, in the Contract Lines section, shows the basic information for the line, including Product, Description,
Price Type, Start Date, and the line’s Status. The status of a line can be Active, Pending, Inactive or Cancelled.

Favorites = | Main Menu - > Customer Confracts » > Create and Amend ~ > General Information

il
Contract Number 0000001999 = Sold To Customer PIEDMONT GONCRETE CONTRACTORS INC.
Contract Status PENDING
| Add Contract Lines I Add Default Kit

Contract Lines (7

Personalize | Find | View All | @[ 2 First ‘4 10f1 '} Last
Detail || Billing Amount Details || Revenue Amount Details || Contract Liability |

Actions Line Product Description Price Type Standalone 3ale Bundle Start Date End Date *Status Supplemental Data
~ Actions |AMT_PROJE29 Partic - CON - CCT - E| Amount O Q [10/01/2018 |5 1 Supplemental Data (=]
Billing Plans Revenue Flans Milestones Renewals Amount Allocation Supplemental Data GoTo |M|:|re V|

[[F]save |[[@ ReturntoSearch |[[=] Notify |

General | Lines

| New Window | Personaliz
| General l Linesl
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I} Adding Internal Notes
/

You can also add Internal Notes to the contract at any point to provide additional explanation for maintenance or updates
made to the contract.

To access the Internal Notes page, click the Internal Notes link of the Detail tab under Contract Lines.

Favorites - | Main Menu - > Customer Confracts = > Create and Amend ~ > General Information

| New Window | Persond
General | Lines |

IEEh
Contract Number 0000001929 = Sold To Customer PIEDMONT CONCRETE CONTRACTORS INC.
Contract Status PENDING
| Add Contract Lines [ Add Default Kit

Contract Lines (2

Personalize | Find | View Al | &1 | B First ‘4’ 10f1 '}/ Last
General l' Detail I Billing Amount Details || Revenue Amount Details || Contract Liability | [F=0)

Actions Line Product Description Price Type Billing Plan Revenue Plan Contract Terms Accounting Internal Notes  Ship to Customer Name:
i - ) ) R FIEDMONT CONCRE"
+ Actions 1 AMT_PROJEZ29 Fartic - COM - CCT - || Amount Fending Fending Contract Terms Distribution Internal Motes CONTRACTORS INC.
£ >
Billing Plans Revenue Plans Milestones Renewals Amaount Allocation Supplemental Data GoTo |More v|
|[Flsave ||[@h Returnto Search  |[[] Motify | |Ek Add || B Update/Display

General | Lines
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Ij Adding Internal Notes (continued)
/

To enter Internal Notes follow the steps

below:

» Select the appropriate Component
(e.g., Billing Plan, Amendment,
Revenue Plan, Contract Header).

* Inthe Look up field next to
Component, select the appropriate
value. Options display based on the
Component selected.

» Click the Classification drop-down
menu, select Custom.

* Inthe Text field, enter the appropriate
note.

* Click the Save button to save the note.

Once the note has been saved, the Last
Update and Last Changed By fields
update.

Click the Return to General Information
link.

Favorites - | Main Menu - > Customer Confracts = > Createand Amend » >  General Information

Notes
Contract 0000001929

Sold To Customer 0000000001

FIEDMONT CONCRETE CONTRACTORS INC. Currency Code USD

Contract Admin

Notes Contents Find | View Al First ‘4 1of1 '* Last
*Component Billing Plan
Billing Plan W B101 o}
*Classification Note Type
[Custom v Q
Text
lJse thiz space to enter a relevant note based on the Component selected. El

182 characters remaining

Last Update 10/01/19 2:13FPM Last Changed By PP31_ANGELA.GRAY

Return to General Information

Business Unit 50100
Contract Status FENDING

> Contract Notes

[Esave ||=INotiy | [Ek Add

|| 5 Update/Display
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s/ Associating the Project, Activity and add Contract Amount
to the Amount-Based Contract Line

After you create the contract header and line(s), you can associate a project and activity to the contract line.
The Internal Notes link allows you to access the Internal Notes page to add or view any notes associated to the contract.

To access the pages where you will create these associations, from the Contract Lines tab :
* Click the Contract Lines section Detail tab.

 Click the Contract Terms link.

Favorites - | Main Menu > Customer Coniracts ~ > Create and Amend ~ > General Information
| Mew Window | Person;
General Lines
=13
=
Contract Number 0000001999 Sold To Customer PIEDMONT COMCRETE CONTRACTORS INC.

Contract Status PENDING

Add Contract Lines [ | Add Default Kit
Contract Lines (7 Personalize | Find | View All | | ¥ First (0 10f1 (&) Last
General Billing Amount Details Revenue Amount Details Contract Liability
Actions Line Product Description Price Type Billing Plan Revenue Plan Contract Terms Accounting Internal Notes Ship to Customer Mame:
, ]
+ Actions 1 AMT_PROJEZ9 Partic - CON - CCT - | Amount Pending Pending Contract Terms Distribution Internal Notes  S,s MOM T CORORE
< >
Billing Flans Revenue FPlans Milestones Renewals Amaunt Allocation Supplemental Data Go To |More |
[&h Return to Search [=] Notify [C4 Add & UpdatefDisplay

General | Lines
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The Contract Terms page displays
for the selected Contract Line. If
more than one tab displays, click the
Related Projects tab.

To associate a Project and Activity:

» Enter the PC Business Unit (e.g.,
50100 for VDOT).

« Enter your Project ID in the
project field, or click the look up
icon for a list of available values.

« Enter an Activity in the activity
field or click the look up icon for a
list of available values.

* Click the Save button.

7l Associating Projects and Activity to the Contract Line

Favories »

Related Projects

2
Contract Number 0000001939
Amendment Number
ConfractLine < 1
Product AMT_PROJE29
Description  Partic - CON - CCT - Bristol
PC Business Unit|30100 Q
Associated Projects & Activities
e o Sourca
Project Activity Type Category
(O /0oon1n001 |Q (612 Q| Q
CreateProjct | CresleActily |

Refurn to General Information

(i Save

3h Refum to Search ' H Notify ' 'S Refiesh

Iain Menu » > Customer Confracts » > Createand Amend» » General Information > Contract Terms

Related Contentv | New Window | Pers

Sold To Customer PIEDMONT CONCRETE CONTRACTORS INC.
Contract Status PENDING

Subcategory

Price Type Amount

Description

(), Rural Additions - Pittsylvania

Amount Allocation

Personalize |1 Fist (4 10f1 ) Last

Description

Preliminary Studies -]

UpdateiDisplay || &9 Inchude History | [ Comest History |
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(continued)

,} Associating Project and Activity to the Contract Line

Favorites = ‘ Main Menu - »  Customer Confracts » &

Related Projects ‘

Create and Amend >  General Information » Contract Terms

Related Contentw | New Window | Pers

Return fo General Information

i)save ||at Retumto Seartn | Notity |[£3 Refresh

B
Contract Number 0000001923 Sold To Customer FIEDMONT CONCRETE CONTRACTORS INC.
Amendment Number Contract Status PENDING
Contract Line 1 Price Type Amount
Product AMT_PROJE29
Description  Partic - CON - CCT - Bristol
PC Business Unit 50100 Q
Associated Projects & Activities Personalize | @) Fist (& 1of1 (¥ Last
*Project *Activity ?}?;eme Category Subcategory Description Description
() /0000100001 | (612 11 (@ | Q| |G, Rural Additions - Pittsylvania Preliminary Studies =]
| CrealeProject || CrealeActviy |

Amount Allocation

J Update/Display || &1 Include History | |[ Correct History |
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4/ Updating the Line’s Accounting Distribution

For amount-based contracts, the
accounting distribution defaults from the
product you selected to create the
contract line. However, you need to add
the Project ID on each accounting
distribution line. The Project ID must
be the same Project ID you selected
when associating the project/activity for
the contract line.

You can access the Accounting
Distribution details from the General
Information page:

« Selectthe Lines tab.

 |nthe Contract Lines section, click
the Detall tab.

* Click the Distribution link under
the Accounting column.

Personalize | Find | View Al @I @

Favorites MainMenus  » Customer Coniracts » » Createand Amend + > General Information
General | Lines
Fh
Contract Number 0000001999 Sold To Customer PIEDMONT CONCRETE CONTRACTORS INC.
Contract Status PENDING

Add ContiactLines | Add Default Kit |
Contract Lines (7
General | Detail | Biling Amount Detalls | Revenus Amount Dafails | Contract Liability
Actions Line  Product Description Price Type  Billing Plan Revenue Plan  Confract Terms
 Actions 1AMT_PROJE2S Partic - CON - CCT - Amount Pending Pending Contract Terms

{

Biling Plans Ravenus Plans Milestones Renawals Amount Allacafion Supplemental Data

[5]Save | |2h Retumto Search

(] Notffy

General | Lines

| New Windaw | Persana

First & qof1 V) Last

Accounting Internal Notes  Ship to Customer Name
o PIEDMONT CONCRE
Distribution Internal Notes CONTRACTORSING.
?
GoTo Mo vi
Eh Add || Update/Display
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The Accounting Distribution page
displays.

* Click the Correct History button.

* The Fund and Department must
match on both the Revenue and
Unbilled AR distribution lines.
You will need to make
adjustments as appropriate.

» Updating the Line’s Accounting Distribution (continued)

Favorites - | Main Menu > Customer Confracts » > Create and Amend ~ >

Accounting Distribution

PIEDMONT CONCRETE CONTRACTORS INC.

Contract 0000001935 Line Num 1

Billing Amount 0.00
Accounting Distributions

Revenue Amount 0.00

*Effective Date |10/01/2018  |[#]

Revenue
:ntage Revenue Amount GL Unit Distribution Code Account
100.00000000 0.00 50100 Q) |PROJEFRODM Q40042011
<
Contract Asset
Amount Revenue Amount GL Unit Distribution Code Account
0.00 0.00 50100 AMT_CONCCT Q112082
<
Return to General Information
[} Save I [a* Return to Search [=] Motify

General Information > Fixed Amount Acctg Distrib

Description Partic - CON - CCT - Bristol

Unit 50100 Currency USD

Find | Wiew All

Define Distributions By

Relate

First 4/ 10f1 "}/ Last

=

(®) Percent | Calculate Amounts

O Amount

Fersonalize | Find | @I E

Fund Program Department

@ [oarzo Ry @ |[11000 a

Personalize | Find | View All | @l @

Fund Program Department

Q J04720 |0 QyJ |11000 C

5] Update/Display || 1] Include History

First ‘4 1of1 '} Last

Cost Center

>

First ‘4 10of1 '} Last

Cost Center
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Accounting Distribution (continued)

Favorites - | hain Menu >  Customer Confracis - > Create and Amend - > General Information > Fixed Amount Acctg Distrib
Relate
Accounting Distribution
PIEDMOMNT CONCRETE CONTRACTORS INC.
Contract 00000019299 Line Num 9 Description Partic - COMN - CCT - Bristal
Billing Amount 0.00 Revenue Amount 0.0 Unit 50100 Currency USD
Accounting Distributions Find | Wiew All First ‘4 10f1 ‘' Last
*Effective Date [10/01/2019 |5 DeineD sTibutonsiDy, =
@ Parcent | Calculate Amounts |
2 Amount
Revenue Personalize | Find | &Y | B First ‘4’ 1 of1 “k' Last
ntage Revenue Amount GL Unit Distribution Code Account Fund Program Department Cost Center
10000000000 D.00 (50100 |@, |PROJEPRODA |y, [40042011 | |04720 |f, | |y | [11000 a |
< >
Contract Asset Personalize | Find | View Al | & | B First ‘4’ 1 of1 "k’ Last
Amount Revenue Amount GL Wnit Distribution Code Account IFu nd Program Department Cost Center
0.00 0.00 50100 |AMT_CGNCCT |q |112D52 |Q 04720 |1 | |Q |11DDD la'} |
< >
Return to General Information
|| save ||[c Return to Search | |[=] Motify | | 25 Update/Display ||_ki Include History ||I/ Correct History |
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/,/ Updating the Line’s Accounting Distribution (continued)
/

« Scroll to the right and enter
the following:

e PC Business Unit:
50100

* Project ID: This must be
the same Project ID you
selected when adding the
project/activity for the
contract line.

« Activity: Add the same
activity used when adding
the project/activity for the
contract line. The activity
must be active in order
for the distribution to
save.

* Click the Save button.

Favoritas - | Main Menu :»  Customer Confracts = > Createand Amend » > General Information » Fixed Amount Acctg Distrib

R

Accounting Distribution

PIEDMONT CONCRETE CONTRACTORS INC.

Contract 0000001998 Line Num 1 Description Partic - CON - CCT - Bristal
Billing Amount 0.00 Revenue Amount 0.00 Unit 50100 Currency USD
Accounting Distributions Find | View Al First ‘4" 10of1 "*/ Last
*Effactive Date |[10/01/2019 @ Define Distributions Ey |£| |E|
® percent | Calculate Amounts |
(O Amount
Revenue Personalize | Find | G2 | [ First ‘4 1of1 b Last
Azszet Agency Use 1 Agency Use 2 Eﬁfusiness Project Activity Source Type Category Subcategory
L Q 0} Q) |50100 () |0DO0100001 |Gy (612 a, a a ]
K4 2]
Contract Asset Personalize | Find | View All | &Y | [ First ‘4 10f1 b Last
PC Business . P Source -
Asset Agency Use 1 Agency Use 2 Unit Project Activity Type Category Subcategory Affiliat
Q o} QL ), /50100 ) |000D100001 |Gy 612 Q [ o) i

K >
Return o General Information

,_-;*‘ Return to Search | [[=] Notify

5] Update/Display || & Include History | |57 Correct History




}) Updating the Line’s Accounting Distribution (continued)
/

After you click the Save button, a message
displays indicating Contract Asset
accounting distribution has been
changed.

Click the OK button.

Scroll to the right to ensure all distributions
are now Valid.

Click the Return to General Information
link.

Personalize | Find | &~ | ER First 3

Message

Contract Asset accounting distribution has been changed. (9850,242)

Cancel

- - = = - - S

\WqMWwJWWMMMW\

Revenue Personalize | Find | Y | B First ‘4’ 1 0of1 "k Last
Activity Source Type Category Subcategory Affiliate Fund Affiliate Stat Walid
01 ] [612 | | | | | =N — < =]
1>
Contract Asset Personalize | Find | view an | 2 | B First (4' 1 0f1 “»' Last
€22 project Activity _Sr!?;erce Category Subcategory Affiliate Fund Affiliate Stat Valid
|, [oooD1o0001 |y [B12 =} , =} =} =} =} Qy =)
R 1>
I Reiturn to General Information I
|[) save ||[ah Returnto Search ||[=] Notify | | /21 Update/Display ||l Include History ||[:2# Correct History
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y Amount Allocation

After you define your amount-based contract line, add a project/activity combination, and update the accounting distribution,
the next step is to allocate the contract amount. A contract cannot be set to an Active Processing Status until the contract

amount has been allocated and the billing and revenue plans have been completed.

* Click the Amount Allocation link.

Favorites « | Main Menu =

General | Lines |

> Customer Confracis -

Contract Number 0000001999

Contract Lines (7

>

Create and Amend » > General Information

Sold To Customer FIEDMCNT CONCRETE CONTRACTCORS INC.

Contract Status PEMNDING

Add Contract Lines

[ Add Default Kit

General || Detail || Billing Amount Details || Revenue Amount Details || Contract Liability |

Actions Line Product Description Price Type  Standalone Sale Bundle
= Actions 1 AMT_PROJEZS Partic - CON - CCT - E| Amount O
Billing Plans Fevenue Flans Milestones Renewals Amount Allocation

[[5]save ||[ah Return to Search

|| Motity |

General | Lines

| New Window | Personall

Personalize | Find | View All | 2| B First ‘4 1o0f1 b/ Last

Start Date End Date *Status Supplemental Data
Q [10/01/2019 |5 ) Supplemental Data (=]
Supplemental Data Go To |More v]

|El Acd || & Update/Display
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% Amount Allocation (continued)
/

The B | I I | n g AI I O C a.t' 0 n tab d ISp|ayS . YOU Favorites ~ Main Menu - > Customer Confracts » 3 Createand Amend » > GeneralInformation > Amount Allocation
must enter the Fixed Billing amount and e | New windo | Pesorazs age | 5
recalculate to set the Allocation status to
CO m | ete . Contract 0000001939 Sold To Customer 0000000001 PIEDMONT CONCRETE CONTRACTORS INC
p ’ L. Busingss Unit 50100 Currency USD Contract Admin
« Total Billing: Populate the contract
amount.

Contract Billing (7

* Fixed Billing: Is pre-populated with the

Fixed Billing amount you entered on i — esseBine "
the General Information page. The ¥ Fixed Billng (7
Fixed Bllllng should also be the Fixed Billing 50,000.00 Unallocated Fixed Billing 000
contract amount. Billing Discounts/Surcharges 050 Inclusive Prepaids 000
* Inthe Contract Line Pricing section Net Fixed Biling p— location Camgiee 7
enter the Fixed Billing amount in the
BI”Ing Amount field. The Bllllng Contract Line Pricing (2 personalize | Find | 201 [ At (€ 10f1 () Last
Amount and Fixed Billing fields must e o e o e e e e e
. geaécalrlculate Use thIS button to O 1 AMT_PROJE29 Amount 1.0000 0.00 50,000.00 0.00 50,000.00 Simulate Billing Pricing ~ Actions
recalculate the Line Totals. The ] Seket A Ocean e
Allocation field changes from mEle i
Incomplete tO Complete - Billing Amount 50,000.00 Recurr.'\ﬂ.QBilfin%J 0.00 i
. Discounts/Surcharges 0.00 Billing Limit 0.00 Total Billing 50,000.00
* Click the Save button. —
« Click the Return to General Relu o General nfornaton
Information link. [Zsze | Remioseaeh | bty |
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’) Amount Allocation (continued)
/

Favorites « | Main Menu - > Customer Confracis - > Create and Amend ~ >

| Billing Allocation |

Contract 0000001929 Sold To Customer 0000000001

Business Unit 50100 Currency USsD Contract Admin

General Information > Amount Allocation

PIEDMONT CONCRETE CONTRACTORS INC.

Contract Billing (¢

Total Billing | 50,000.00| Unallocated Billing 0.00
w Fixed Billing (¢
Fixed Billing 50.'300-00: Unallocated Fixed Billing 0.00
Billing Discounts/Surcharges 0.00 Inclusive Prepaids 0.00
Net Fixed Billing 50,000.00 Allocation | Complete v|
| Recalculate |
Contract Line Pricing (7 Personalize | Find | | E¥ First (0 1011 M Last
Bijl::i?gi’vr‘iece Line Product Bundle Price Type Quantity Extended Price Billing Amount § Billing Discounts/Surcharges Net Billing Simulate Billing Pricing Actions
O 1 AMT_PROJE29 Amount | 1.0000 0.00 £0,000.00 0.00 50,000.00 Simulate Billing Pricing - Actions
Select All O Clear All Recalculate
Line Totals (7
Billing Amount 50,000.00 Recurring Billing 0.00
Discounts/Surcharges 0.00 Billing Limit 0.00 Total Billing 50,000.00

Prepaids
Return to General Informaticn

ilElSave i|5§‘ Return to Search | |[&] Motify |

| New Window | Personalize Page | =
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#/ Billing Plan (continued)
/

One way to access the Billing Plan General tab from the General Information page is:
1. Clickthe Lines tab.
2. Click Detail tab under the Contract Lines section.

3. Click the Billing Plan Status link.

Favorites | Main Menu - > Customer Contracts ~ > Create and Amend ~ > General Information

General l Linesl

Contract Number 0000001595

| New Window | Personalize]

IEEh
= Sold To Customer PIEDMONT CONCRETE CONTRACTORS INC.
Contract Status FEMDING

| Add Contract Lines [ Add Default Kit

Contract Lines (¢ Personalize | Find | View All | = | = First ‘%' 10f1 "} Last

General l Detail I| Billing Amount Details || Revenue Amount Details || Contract Liability |

Actions Line Product Description Price Type Billing Plan Rewvenue Plan Contract Terms Accounting Internal MNotes  Ship to Customer Name
) - ; : I FIEDMONT CONCRE"
« Actions 1 AMT_PROJEZS Partic - CON - CCT - || Amount Fending Fending Contract Terms Distribution Internal Motes CONTRACTORS ING.
< >
Billing Plans Revenue Plans Milestones Renewals Amount Allocation Supplemental Data Go To |More |
|Eh Add || 8 Update/Display

|[F]save ||[Er Returnto Search ||[=] Notify |

General | Lines
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Lines tab.

Billing Plan (continued)

Once you click the link, the Assign Billing Plan page displays. Click the link in the Plan field.

General Information

Favorites ~ |

| General [Lines |

Contract Number 0000001929

Contract Lines (2

Main Menu - > Customer Confracts -~ >

Create and Amend ~ b

Sold To Customer FPIEDMONT CONCRETE CONTRACTORS INC.

Contract Status FPEMNDING

Add Contract Lines

| Add Default Kit

Personalize | Find | View Al | 0] [ First

> Assign Billing Plan

New Window | Personalize]

' 10f1 '»' Last

Another way to access the Billing Plan General tab from the Billing Plans link at the bottom of either the General or

Customer Confracts v > Create and Amend ~ >

General Information

| Assign |Ass'\gr| selactad Lines/Sequences to Billing Plan

Return to General Information

| ] Notify |

|E* Return to Search

| Unassign

General Detail Billing Amount Details Revenue Amount Det{ Favories » | Main Menu ~ ?
Actions Line Product Description . -
Assign Billing Plan
~ Actions TAMT_PROJEZS Partic - CON - CCT Contract 0000001999 Other - Amount Based
Sold To Customer FIEDMONT CONCRETE CONTRACTORS INC
Billing Plans I Revenue Plans IMilestones
JEENN I . Contract Lines to be Assigned / Unassigned
[F Shve [Zr Return to Search [=7] Notify
Line Product Line Description Billing Amount Price Type Plan Plan Description
Generfl | Lines
— = - SN S Hi04% | Amount Based - Milestone
Bristol frt
Select Al O clear Al
Bill Plan to Assign / Unassign
Billing Plan NEXT Q Billing Plan Template Q
Billing Melhud\ hd Eill Plan Detail Template ID Q,
Description

Personalize | | View All | @[ E

Billing Method

Milestone

| Unassign selected Lines/Sequences from Billing Plan

New Window | Personaliz

First ‘4 1 of1

Status

Pending

b Last

161



#/ Billing Plan (continued)
/

I Favorites = | Main Menu ~ > Customer Confracts » > Create and Amend » > General Information > Assign Billing Plan > Define Billing Plan
The Billing Plan General tab
d isp|ay3_ Billing Plan General | Biling Pian Lines || Events || Tax Parameters || History
Contract 0000001939 Bl Unit 50100
Sold To Customer 0000000001 PIEDMCNT CONCRETE CONTRACTORS Bill To 000000000 PIEDMONT CONCRETE CONTRACTORS
INC. INC.
Billing Plan B101 Amount Based - Milestone Currency USD
Description Amount Based - Milestone | *Billing Status[Pending v|
Billing Method |Milestone Ready at Activation
Customer Information Amount Detail
Bl Unit 50100 Q A Dept of Transportation Billing Amount 50,000.00
*Bill To Customer (0000000001
Q PIEDMONT COMCRETE Total Amount 50000.00
Addr N - CONTRACTORS INC. '
rhum[ 1|Q = Total Billing History 0.00
BillToContact|  |Q
Events Billed To Date 0.00
Billing Options
Bill Type |CCT Q [+ Pre Approved

Bill Source PROJE Q [ pirect Invoice
Summarization Template 1D VDOT_OTHER Q VDOT Cfher

Billing Header Note Internal Notes Preview Summarization Template

Billing Default Overrides

Invoice Form LANDSCAPE |

Cycle ID @lq View Customer Defaults
Bill By ID [PC_OTHER |Q, Non-Federal Project
Payment Method | vl
Payment Terms |:|Q
Billing Inquiry | |,

Billing Specialist|  |Q

Return to Assign Billing Plan

|[Flsave ||[@h Returnto Search ||[=] Notify | |Ee Add | Update:

Billing Plan General | Billing Plan Lines | Events | Tax Parameters | History
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4/ Billing Plan (continued)

The Billing Plan is based on the Product you
selected to create the contract line. Do not
change these default values. Tabs shown on the
Define Billing Plan page vary depending on the
price type (rate-based, amount-based, or
recurring) of the contract line.

« Billing Plan General: Displays billing
information for the contract line, such as
customer information and billing options. It is
not used for rate-based contract lines.
Depending on the Billing Status, you can
put the billing plan for this contract line on
Hold from this tab. The Bill Plan Hold check
box only displays when the contract is Active

» Events: This tab allows you to define billing
Events for Billing Plans.

« History: Displays the billing history for the
contract line.

» Click the Billing Plan General tab.

Eavorites « Main Menu ~ » Customer Confracis » > Create and Amend » > General Information > Assign Billing Plan

Billing Plan General Events Hisfory I

Contract 0000001939
Sold To Customer 0000000001

Bl Unit 50100
PIEDMONT COMCRETE CONTRACTCRS Bill To 0000000001
INC. INC.

Billing Plan B101 Amount Based - Milestone Currency USD
Description |Amount Based - Milestone *Billing Status
Billing Method |Milestone Ready at Activation

Customer Information Amount Detail

BI Unit 50100 Q WA Dept of Transportation Billing Amount
*Bill To Customer 0000000001 Q PIEDMONT CONCRETE
CONTRACTORS INC. Total Amount
AddrN 1
r Num Q = Total Billing History
Bill To Contact Q,
Events Billed To Date
Billing Options
Bill Type [CCT Q ¥ pre Approved
Bill Source PROJE Q [ pirect Invoice
Summarization Template ID VDOT_OTHER Q VDOT Cther

Billing Header MNote Internal Motes Preview Summarization Template

Billing Default Overrides
Invoice Form [LANDSCAPE Q)
Cycle ID [MONTHLY Q,
Bill By ID PC_OTHER |Q

View Customer Defaults

Man-Federal Project

Payment Method v
Payment Terms Q,

Billing Inquiry Q,
Billing Specialist Q,

Return to Assign Billing Flan

|F/Save ||[&h Return to Search

[=] Notify

Billing Plan General | Events | History

> Define Billing Plan

PIEDMONT CONCRETE CONTRACTORS

50,000.00
50,000.00
0.00
0.00
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Description field: Defaults. Do not
change.

Billing Status: Controls your
ability to enter information into, and
the processing that occurs against,
the Billing Plan.

* Values include Pending,
Ready, and Cancelled.

* Ready displays once the
contract is set to Active.

Ready at Activation check box:
Defaults to checked when the
Billing Status is Pending.

Pre Approved: Defaults to
selected. Do not change.

» Billing Plan (continued)

Eavorites ~ | Main Menu + > Customer Confracts = > Create and Amend » > General Information > Assign Billing Plan > Define Billing Plan

Billing Plan General Events History

Contract 0000001999
Sold To Customer 0000000001

Billing Plan B101

Description Amount Based - Milestone

Billing Method | Milestone

Customer Information

Bl Unit 50100 Q

*Bill To Customer 0000000001 Q

Addr Num 11Q =
Bill To Contact Q
Billing Options

Bill Type |CCT Q
Bill Source PROJE aQ

Summarization Template ID WDOT_OTHER Q

Billing Header Note Internal Motes

Billing Default Overrides
Invoice Form LANDSCAPE O,
Cycle ID MONTHLY Q
Bill By ID [PC_OTHER |Q,

PIEDMONT CONCRETE CONTRACTCORS Bill To 0000000001

Bl Unit 50100
PIEDMONT CONCRETE CONTRACTORS

INC.
Amount Based - Milestone Currency USD
“Billng Status

Ready at Activation
Amount Detail
VA Dept of Transportation Billing Amount £0,000.00
oNTRACToR e T Total Amount 50,000.00
Total Billing History 0.00
Events Billed To Date 0.00

™ Pre Approved

LI Direct Invoice
VDOT Other

Preview Summarization Template

“iew Customer Defaults

Man-Federal Project

Payment Method

v]

Payment Terms Q,
Billing Inquiry
Billing Specialist Q

Return to Assign Billing Plan

[F] save 1 -,gf‘ Return to Search | -El Notify 1

Billing Plan General | Events | History

a

E,. Add || Update/Display
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You can add multiple events to the
contract on the Events tab.

The sum of the Event lines cannot
exceed the contract’s Fixed Billing
amount. The Fixed Billing amount
displays in the Amount Detalil
section, Total Amount field.

Define Events Section: Defaults to
Percent. Selectthe Amount radio
button.

Selecting the Amount radio button,
opens the Event Amount fields for
editing.

%/ Billing Plan - Set Up Events

Favorites - | Main Menu -

Billing Plan General | Events || History

Contract 0000001944
Sold To Customer 00000000041

Billing Plan B101

Define Events

@ Amount

Add Milestona

Event Detail
Event Event Type:
1 Date
2 Date

Return to Assign Billing Plan

E]save ||@h Returnto Search || [=] Notify

Billing Plan General | Events | History

*Event Status

» Customer Confracts + » Create and Amend » > General Information

PIEDMONT CONCRETE CONTRACTORS

INC.
Amount Based - Milestone

Bl Unit 50100
Bill To 0000000001

Currency USD

Amount Detail

Event Date

[Ready

v| 1012019

[Ready

v 110172019

Total Amount
Remaining Percent

Remaining Amount

Personalize | Find | Y| E

Event Note

Event Note

» Assign Billing Plan

» Define Billing Plan

FIEDMONT CONCRETE CONTRACTORS INC.

50,000.00
100.00000000

50,000.00

First ‘4 1-20f2 '» Last

Amount

.00 & (=]
0.00 (] [=]

4 Add

| Update/Display
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Event Detail Section:

Event Type: Defaults to Date. Do
not change.

Event(s) Status: To update a field in
the Event Detail section you must
first change the Event Status to
Pending..

Event Date: Represents the billing
date as defined by the contract.
Defaults to the current date. The
date should be changed as needed.

Amount: Enter the billing amount for
the event.

Click the + button to add additional
events as needed.

» Billing Plan - Set Up Events (continued)

Favorites » Main Menu =

i Billing Plan General ' Events ' History i

Contract 0000001999
Sold To Customer 0000000001

Billing Plan B101

PIEDMONT CONCRETE CONTRACTCRS

INC.

Amount Based - Milestone

» Customer Coniracts » » Create and Amend » >  General Information

Bl Unit 50100
Bill To 0000000001

Currency USD

» Defing Billing Flan

PIEDMONT CONCRETE CONTRACTORS INC.

Amount Detail

Total Amount

Remaining Amount

50,000.00

0.00

Personalize | Find | El | @

First 4/ 1-20f2 '} Last

Define Events
(O Percent
@ Amount
Add Milestong
Event Detail
Event Actions Event Type *Event Status
1 wAcions  [Date | Pending |
2 vActions  [Date [ Pending |

Retum to General Information I

[Ejsave | & Retumto Search  |[[] Notify |

Billing Plan General | Events | History

Event Date Amount
10/01/2018 Eﬂ Event Nofe 50,000.00 E
1012018 EJ Event Nofe 0.0 Iﬂ

[E Awd || UpdateDispiay
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» Billing Plan - Set Up Events (continued)

Change the Event Status to Ready for the Event(s) that need(s) to bill.
Click the Save button. Saving updates the Remaining Amount to include the new event(s). If there is an amount

remaining, an error message will appear indicating the Total Amount must equal the sum of the event Amounts. The

event amounts must be updated and equal the Total Amount before saving the page again.
Click the Return to General Information link.

Favoriies - | Main Menu - > Customer Coniracis » > Create and Amend = > General Information » Define Billing Flan

Billing Plan General Events History

Return to General Information I

| E= Save !'._33“ Return to Search |‘i| Motify 1 EL Add 1 5 Update/Display

Billing Plan General | Events | History

Contract 0000001299 Bl Unit 50100
Sold To Customer 0000000001 FIEDMONT CONCRETE CONTRACTORS Bill To 0000000001 FIEDMOMNT COMCRETE CONTRACTORS IMC.
INC.
Billing Plan B101 Amount Based - Milestone Currency USD
Define Events Amount Detail
O Percent Total Amount 50,000.00
i@ aAmount
Remaining Amount 0.00
Add Milestone
Event Detail Personalize | Find | B | B First ‘4 1-20f2 "}’ Last
Ewvent Actions Ewvent Type *Event Status Event Date Amount
1 ~ Actions Date | Ready vI 10/01/2019 Event Note 50,000.00 [+] [=]
2 - Actions [Date ~| [Pending ~] [11/012019 |EH Event Note 0.00| (] [=]
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// Revenue Plan

The Revenue Plan contains a list of events
defining when revenue is recognized for the
Billing Events defined in the Bill Plan.
Revenue should be recognized when
amounts are billed. As a result, the Billing
Plan and Revenue Plan Event dates and
amounts must match. You need to access
the Revenue Plan to enter the same
information that you entered on the Billing
Plan.

To access the Revenue Plan:
1. Clickthe Lines tab.

2. Click the Contract Lines section, Detail
tab.

3. Click the Revenue Plan Status link.

Similarly like the Billing Plans, you can also
access the Revenue Plan by clicking the
Revenue Plans link at the bottom of the
General or Lines tab.

Favorites = Main Menu 5> Customer Confracts + > Createand Amend + > General Information

Geperal | Lines

Contract Number 0000001994
Contract Status PENDING

Add ContractLies | Add Default Kit \

Contract Lines (7

General Biling Amount Details | Revenue Amount Defals | Contract Liabity

Actions Ling Product Description Price Type Billing Plan Revenue Plan
¥ Actions 1 AMT_PROJE29 Paric - CON - CCT - Amount Fending Pending
{
Billing Plans Revenue Plans Iilestones Renewals Amaunt Allacation

[Zlsave  |[3* Retumto Search

2] Ny

General | Lines

| New Window | Perscn

Sold To Customer PIEDMONT CONCRETE CONTRACTORS INC.

Personalze | Find | View All| B B Fst @ 1o ® e

Confract Terms Accounting Internal Notes ~ Ship fo Customer Name
_— PIEDMONT CONCRE|
Contract Terms Digtribution Intarnal Notes CONTRACTORS INC.
}
Supplemental Data GoTo [More v
B Add || f UpdaleDisplay
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%/ Revenue Plan (continued)

The Revenue Plan page, Revenue Plan tab displays.

Description: Defaults when the contract line is
added. Do not change.

Plan Status: Controls the processing that occurs
against the Revenue Plan. Values include:

* Pending: Appears by default when you define a
new revenue plan. When you save a revenue
plan in Pending status, the system does not
process the plan.

* Ready: Cardinal automatically sets the
Revenue Plan status to Ready upon contract
activation.

« Cancelled: Once cancelled, a revenue plan
cannot be reopened.

Ready at Activation: Ready at Activation displays
and defaults to checked when the contract line is
created.

« Cardinal will set the Plan Status to Ready
when the Contract Status is set to Active.

Favorites » | Main Menu -~ > Customer Confracts ~ > Create and Amend ~ > General Information > Define Revenue Plan

Revenue Plan

Revenue Plan

Contract 0000001999
Sold To Customer 0000000001

Revenue Plan R101

Business Unit 50100 Currency USD

PIEDMONT CONCRETE CONTRACTORS GL Business Unit 50100

INC.

GL Currency USD

Description |Amount Based - Milestone

Recognition Method Milestone
Define Events By

® Percent | Calculate Amounts

O Amount

Internal Notes

Add Milestone

Event Detail
Event Event Type *Event Status Accounting Date
1 [Date v| [Ready v| [10i172018
2 [Date v| [Ready v| [11i0172018

Return to General Information

[F]save ||[GF Returnto Search | |[=] Notify

“Pln Saus Pending V]

Ready at Activation
Amount Detail
Total Amount 50,000.00
Remaining Percent 100.00000000
Remaining Amount 50,000.00

Persanalize | Find | View Al | B0 & First 4/ 1-20f2 '} Last

Percent Complete Amount
[ Event Note 0.00 ] [=]
[ Event Note 0.00 ] [=]
Ek Add | Update/Disy
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%/ Revenue Plan
/

Define Events By section:

 Defaults to Percent. Select the Amount radio
button.

Event Detail Section:
« Event Type: Defaults to Date. Do not change.

+ Event Status: Change the Event Status to
Pending.

« Accounting Date: Defaults to the current date for
the first event and one month later for the second
event.

» Update the date here to be the same as the
Event Date(s) entered on the Billing Plan.

 Amount: Update the Amount(s) here to be the
same Amount that you entered for the Billing
Plan for each Event.

Favorites » | Main Menu +

Revenue Plan

Revenue Plan

Contract 0000001999
Sold To Customer 0000000001

Revenue Plan R101

> Customer Confracts » > Createand Amend » > General Information

Business Unit 50100

PIEDMONT COMCRETE CONTRACTCRS
INC.

Description |Amount Based - Milestone

Recognition Method Milestone
Define Events By

) perce
4l INUIE

Add Milestone

Preview Revenue

Amount Detail

Personalize | Find | View Al | @] E

=] EventNote

[ EventNote

Event Detail
Event Event Type *Event Status Accounting Date
1 [Date v || [Pending v|fl10o1/2018
2 [Date v || [Pending v|)[11/01/2018
Return to General Information
[§)8ave ||[a" Returnto Search  ||[=] Notify

> Define Revenue Plan

Currency USD
GL Business Unit 50100

GL Currency USD

“Plan Status - Actons
U Hold
Total Amount 50,000.00
Remaining Amount 0.00

First ‘4 1.20f2 '*' Last

Amount
50,000.00f%] [=]
0.00| ] [=]

B Add || B Update/Display
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+ Change the Event Status to Ready for all
events that need to bill.

e Click the + button to add additional events
as needed. Add the same number of
events that were added on the Billing Plan

Note: The Event numbers, the accounting
date and the amount must match the values
entered for the same Event number on the
Bill Plan.

 Click the Save button.

+  Saving updates the Remaining Amount
to include the new event(s).

« If there is an amount remaining an error
message displays indicating the Total
Amount must equal the sum of the Event
Amounts. The event amounts must be
updated and equal Total Amount before
saving again.

 Click the Return to General Information
link

g/ Revenue Plan (continued)

Favorites - | Main Menu +

Revenue Plan

Revenue Plan

Contract 0000001999

Sold To Customer 0000000001
INC.
Revenue Plan R101

> Customer Confracis + > Create and Amend + > General Information

Business Unit 50100
FIEDMGNT CONCRETE CONTRACTORS

Description |Amount Based - Milestone

Recognition Method Milestone
Define Events By

O percent

® Amount
Internal Notes

Add Milestone

Preview Revenue

Event Detail
Event Event Type *Event Status Accounting Date
1 [Date v| |Ready vl [10/0172018
2 [Date v| [Pending v| [11/01/2019
Eeturn fo General Information |
=] save ||[2h Returnto Search | |[=] Notify

Amount Detail

> Define Revenue Flan

Currency USD
GL Business Unit 50100

GL Currency USD

“Plan Status ~ Actions
[Hotd
Total Amount K0,000.00
Remaining Amount 0.00

Personalize | Find | View All | @] E First

[5 EventNote

[5] EventNote

4 120f2 'V Last

Amount

50,000.00) [ [=]

CI_CI

EL Add || B Update/Display
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V4

To activate your contract from
Pending to Ready, return to the
General tab of the General
Information page.

* Click the look up icon to the right
of the Contract Status field and
select Active.

» Click the Save button at the
bottom of the page.

After you update the Contract Status
to Active, you can navigate back to
the Billing Plan or Revenue Plan
and see that each plan’s status has
updated to Ready.

/) Activating a Contract (continued)

Favorites v ‘ Main Menu v

\ General I\ Lines |

Contract Number 0000001999

> CustomerConfracts v > Createand Amend v > General Information

Sold To Customer PIEDMONT CONCRETE CONTRACTORS INC.

| New Window | Personal

Contract Admin |

Region Code L

Contract Type O

Currency Code USD

Exchange Rate Type [CRRNT

Revenue Profile|

Use Project ChartFields: v
) Other Information
) Summary of Amounts (2

Billing Plans Revenue Plans

| Eisave I\@{* Return to Search || [=] Notify |

General | Lines

*Contract Status |PENDING Q
| Add to My Contracts 1
Description (Other - Amount Based Look Up Contract Status
SetiD 50100
Contract Status | begins with V||
| Look Up Clear || Cancel |Basic Lookup
Search Results
Contract Signed [10/01/2019 View 100 First "4 1707 2 Last
c Rol ———— Contract Status Description Processing Status
ontract Role/ ACTIVE Active Active
CLOUSED Troseq Choeeq
FIRE - CLOSED Closed For FHWA FIRE Active
FV ACCEPTED FHWA Accepted Closed
FV COMPLETED Fiscal Completed Active
PENDING Pending Pending
WITHDRAWN  Confract Withdrawn ~ Active
Milestones :
|} Add' ||Z Update/Display
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/;/ Process Amount-Based Non-Federal Contracts
J

Send Billing Amount To Billing

The Contracts to Billing process sends the Event Amount (BIL) to the billing interface tables when the Event Date for events
with an Event Status of Ready becomes the current date. In addition, information from the contract bill plan and accounting
distribution populate in the billing interface tables. This data is used by the Billing Interface to determine how invoices will be
created in the Billing Module.

Create Invoice in Billing

The Billing Interface process runs after the Contracts to Billing process and determines how each project billing transaction is
associated with a bill in the Billing module. The billing transactions are pushed to a new invoice in the Billing Module if there is
no existing invoice for that customer in New status at the time the Billing Interface runs. If there is an existing invoice for the
customer in New status, the lines are added to the existing invoice.

The bill status for the invoice must be set to Ready (RDY) to finalize the bill and print the invoice.
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,} Accounting for Non-Federal Amount-Based Contracts
/

Send Revenue to GL
The Fixed Amount Revenue process populates the Contracts Module tables with the accounting distribution lines and Event
Amount when the Revenue Event date for events with an Event Status of Ready becomes the current date.

Since the Contracts Module controls the generation of revenue and the Billing Module controls the generation of entries for
finalized invoices, Cardinal uses the Unbilled Accounts Receivable account as a suspense account to clear the transactions.
The Contract Asset account should always have a zero dollar balance.

Event Journal Prefix Debit Credit
Flna_l ized Bl Accounts Receivable Contract Asset
Invoice
Revenue
Plan Event CAREV Contract Asset Revenue
Date
Paym_ent AR Cash Accounts Receivable
Received
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7 Closing a Contract
/

You should only close a contract after the contract has fulfilled the contract terms. When you initiate a change in the
Contract Status, the system performs a series of checks to ensure that the contract meets all of the necessary criteria to
move to the next status. If the contract meets all of the necessary criteria, the Processing Status can advance. Once the
contract is Closed, it can no longer be used, amended, or reactivated. Closed contracts are removed from processing and
views, but the historical contract data is still available for query.

Favorites v ‘ Main Menu v > Customer Confracts v > Createand Amend v > General Information
To close an amount based contract follow e
B - | |
. General Lines
these steps: =R
Contract Number 0000001999 Sold To Customer PIEDMONT CONCRETE CONTRACTORS INC.
cry- cry- I‘Comract Status [PENDING h
1. Setthe Billing Plan to a Billing Status
| Add to My Contracts
of Completed.
Description Other - Amount Based Look Up Contract Status
Contract Admin | i SetiD 50100
2. Setthe Revenue Plan to a Plan e 1 contact st FEgrE |
Statu S Of CO m p I eted . contiact 1ype O 1| LookUp Clear || Cancel |Basic Lookup
Currency Code USD
Exchange Rate Type [CRRNT Search Results
3. Update the Contl’act Status to Contract Signed [10/01/2019. View 100 First ‘& 1707 ‘2 Last
P ) Contract Status Description Processing Status
CI oS ed . COLEEC RO Ve Active At
Revenue Profile| CLOSED Closed Closed
. . . Use Project ChartFields: ¥ = — —
4. Click Save. If active projects are  COUPLETED Fca Colosdctne
: : ) Other Information PENDING Pending Pending
aSiOCIah'tetfquWIth thet(ilontratci’ thle Systtﬁm ) Summary of Amounts (2 WITHDRAWN  Contract Withdrawn  Active
askKs wnetner you stil want to ciose the
t t y Billing Plans Revenue Plans Milestones Y
contract. ‘
[5save | [E" Returnto Search | (=] Notify | [E&% Add’ | [F] Update/Display
General | Lines
2
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4/ Closing Customer Contracts

To set the related Billing Plan to
Completed navigate using the
following path:

Main Menu > Customer Contracts >
Schedule and Process Billing >
Define Billing Plan

« Search using Business Unit,
Contract, and Billing Plan as
search criteria.

* From the Billing Plan Events tab,
delete the $0 event.

» Click the Save button. The Billing
Status will automatically update to
Completed.

Favorites » ‘ Iain Menu +

Billing Plan General || Ewvents || History

Contract 0000001900
Sold To Customer 0000003442
Billing Plan B101

Define Events

DOMINION ENERGY

Amount Based - Milestone

»  Customer Confracts » > Createand Amend » :  General Information

O Percent
®:Amount
Add Milestone
Event Detail
Event Actions Event Type *Event Status
1 - Actions Date Completed
2 - Actions Date v| [Panding v

Return to General Information

[@h Retumn to Search || [=] Natify

Billing Plan General | Events | History

Bl Unit 50100
Bill To 0000003442
Currency USD

Amount Detail

Total Amount

Remaining Amount

Personalize | Find | @] @

Event Date
07/13/2018 Event Note
DaMa/2018 Eﬂ Event Note

» Define Billing Flan

DOMINIOM ENERGY

358,007.53

0.00

First 4/ 1-20f2 '}/ Last

Amount

358,007.53 [+] [=]

0.00

E Add || Upc
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4/ Closing Customer Contracts (continued)

To set the related Revenue Plan to
Completed navigate using the following
path:

Main Menu > Customer Contracts >
Schedule and Process Revenue > Define
Revenue Plan

+ Search using Business Unit and
Contract as search criteria.

* Onthe Revenue Plan page, delete the
$0 Revenue Event. The revenue Plan
Status will automatically update to
Completed during the nightly batch
process.

* Click the Save button.

* On the next business day, verify the Plan

Status has updated to Completed.

Favorites + | Main Menu - > Customer Confracts = >

Revenue Plan

Revenue Plan

Contract 0000001200
Sold To Customer 0000003442

Revenue Plan R101

DOMINION ENERGY

Create and Amend » > (General Information

Business Unit 50100 Currency USD
GL Business Unit 50100

GL Currency USD

Description |[Amount Based - Milestone

Recognition Method Milestone
Define Events By

O Percent

® Amount
Internal Notes

Add Milestone

Preview Revenue

*Plan Status |In Progress
[ Hold

Amount Detail

Total Amount

Remaining Amount

> Define Revenue Flan

i

358,007.53

0.00

Event Detail Personalize | Find | View Al | (2] E First ‘&' 1-20f2 '}/ Last
Event Event Type *Event Status Accounting Date Amount
1 Date Completed 07132018 Event Note 353,007.53 [+] [=]
2 [Date ~| [Pending wv| [D8M&rz018 [5] Event Note 0.00| [+4[=]
Return to General Information
[F18ave J{[ah Return to Search [=] Notify Eh Add F3 Update/D
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#/ Closing Customer Contracts (continued)
/

Favorites v ’ Main Menu v > Customer Contracts v > Create and Amend~ > General Information

After the Billing and Revenue Plan [ New Windo
status have been set to Completed, set || Geesal | Lnes | Anencments
the _CO ntrac_:t Status to C_Iosed by Contract Number 0000001900 Sold To Customer DOMINION ENERGY
navigate using the following path: ) “Contract Status [ACTIVE Q
Main Menu > Customer Contracts > | Amend Contract i \ Add to My Contracts
Look Up Contract Stat X
Create and Amend > General Descrpon|AGEeeFaies PAGZTBE ]
: . - SetlD 50100
Contract Ad ;
Information el | Contract Status begins with ]
Region Code
* Onthe General tab, select the Contract Type A | LookUp || Clear || Cancel |BasicLookup
Contract Status of Closed using the Currency Code USD o B
drop'down arrow. ExchangeRate.Type CRRAT View 100 First ‘& 18ct6 2 Last
Contract Signed 05312018 Contract Status Description Processing Status
. Click the Save button. Contract Role ACTIVE Active Active
CLOSED Closed Closed
_ Revenue Profile. [ TTRE - CLOSED Closed For FFIWVA FIRE ACive
* The Contract is now closed. Use Project Chartfields: ¥/ FVACCEPTED FHWAAccepied  Closed

FV COMPLETED Fiscal Completed Active

) Other Information ; 7
WITHDRAWN  Contract Withdrawn ~ Active

) Summary of Amounts (2]
Billing Plans Revenue Plans Milestones Ren Vv

I\%Save |i§3‘ Retumto Search | =] Notify | [ Add || UpdatelDisplay

General | Lines | Amendments
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}) Lesson 6: Checkpoint
/s

Now is your opportunity to check your understanding of the course material.

Answer the review question below:

-

1.

What is the connection between Revenue & Billing Plan events for an amount based contract?
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}) Lesson 6: Summary
/

” Creating Non-Federal Amount-Based Customer Contract

In this lesson, you learned:

*  Amount-based contracts facilitate billing with varying amounts.

«  Creating an amount-based contract involves creating contract header, creating contract line, associating a project and
activity, allocating amounts, setting up events, and activating the contract.

+ For amount-based contracts, you need to allocate the total amount of the contract line for proper processing.
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/’) Lesson 7: Introduction
/

‘ Non-Federal Prepaid

This lesson covers the following topics:

Create a non-federal rate-based prepaid

Create a non-federal amount-based prepaid

Cardinal Contracts
|

v
Non-Federal Contracts

v
Prepaids
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/;/ Non-Federal Prepaids
/

There are some agreements which require the customer to pay their portion of project costs in advance of work being initiated
on the project. In these cases, the advance payment from the customer is considered a prepaid. There are two ways a
contract can be set up to recognize the amount received in advance as expenses are incurred on the project or over a pre-
defined schedule.

Rate Based Prepaid: A rate based prepaid allows the advance payment to be drawn down (utilized) as expenditures are

incurred on the project and processed for billing. The revenue is recognized at the time the contract invoice is finalized in the
billing module.

Amount Based Prepaid: The amount based prepaid allows you to recognize revenue for the advance payment in equal

increments over a pre-defined schedule. This type of prepaid is created when a rate based contract cannot be set up to bill
the customer.
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/2

/
L,

Prepaid for Non-Federal Rate-Based Contract Line

From the General Information page General tab:

Select the Prepaids option using the drop-down arrow.

Favorites ~ | Main Menu ~ »  Customer Confracts ~

General Lines

Contract Number 0000002000

Description Rate Based - Prepaid
Contract Admin
Region Code
Contract Type O

Currency Code USD

£ 00

Exchange Rate Type [CRRNT

Contract Signed |10/03/201%
Contract Role

Revenue Profile

Use Project ChartFields: v
Other Information
Summary of Amounts (7

Billing Plans Revenue Flans Milestones

|E]save ||[@" Returnto Search | |[] Netify |

General | Lines

Renewals

Create and Amend ~ > General Information

Sold To Customer

Related Contentw | New Window | Parsonalize Page]

PIEDMONT COMNCRETE CONTRACTORS INC.

*Contract Status PENDING Q,

| Add to My Contracts |

Processing Status
Amendment Status
Business Unit

Contract Classification
Last Amended

Last Update Date/Time
Last Update User ID

Separate Fixed Billing and Revenue:
Separate As Incurred Billing and Revenue:

Amount Allocation

Supplemental Data GoTo ]

1Fayment Terms

Prepas
|
re—— |

Pending

‘A Dept of Transportation
Standard

10/0372019 2:12:52AM
SHELLY .PRYOR

Attachments

Billing Opticns
Conversations
Internal Notes

Progress Payments
Revenue Forecast
Sales Order
Service Orders
Sold To Address
Support Teams

View Forecast
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// Prepaid for Non-Federal Rate-Based Contract Line

(continued)

The Prepaids tab displays. The
Contract Prepaid Totals section
contains the following information:

* Purchased Amount: Displays the
total prepaid amount for the contract.

 Remaining Amount: Displays the
purchased amount less any utilized
prepaid amounts that have been
finalized in the Billing module.

« Committed Amount: Displays the
utilized amount which has been send
to Billing but the invoice has not yet
been finalized. When a bill is
finalized, the amount for that bill is
removed from the Committed
Amount and reduces the Remaining
Amount.

Create and Amend ~ > General Information

Favorites = Main Menu - > Customer Confracts » >
Prepaids Audit History
Contract Number 0000002000 F‘éﬁ
Contract Prepaid Totals
Purchased Amount 0.00
Remaining Amount 0.00
Committed Amount 0.00

Prepaids for this Contract

» Prepaid Balances

Sold To Customer PIEDMONT COMCRETE CONTRACTORS INC.

Contract Status PENDING

Personalize | Find | £ | E First ‘&' 10f1 '}/ Last

General Utilization Initial Billing Contract Liability Distribution
Actions Status Hold Purchazed Amount Inclusive Remaining Amount Committed Amount Expiration Date
 Actions 1 O 0.00 ¥4 0.00 0.00 El
L4 >
Go Tao: Billing Plans
Return to General Information
[S]save ||[@h Returnto Search ||[=] Motify Previous tab | |5+ Next tab EL Add %] Update/Displa

Prepaids | Audit History
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< (continued)

Prepaids tab - Prepaid for this Contract section,
General tab:

« Status: Controls the actions you can perform and
the processing that can occur against a prepaid
amount:

* Pending: The Status defaults to Pending. All
fields are fully editable. No processing occurs
against a prepaid with a Pending Status. You
can delete a Pending prepaid.

* Ready: Manually update the status to Ready
after you have entered all information that is
associated with the prepaid. After you update the
status to Ready, the prepaid amount is eligible for
initial billing. However, the amount will not be
available for utilization until the day after the
invoice for the initial billing has been finalized.

« Completed: The status can be updated to
complete if there is no remaining amount and the
contract is ready to be closed.

« Cancelled: You can manually change the status
of a prepaid to Cancelled, if necessary.

%/ Prepaid for Non-Federal Rate-Based Contract Line

Favoritas - | Main Menu > Customer Confracts » > CreateandAmend~ > General Information > Prepaid Balances

Prepaids I Audit History

Prepaids for this Contract
| Generall Utilization || Initial Billing || Contract Liability Distribution

Contract Number 0000002000 FE! Sold To Customer PIEDMONT CONCRETE CONTRACTORS INC.

Contract Status PENDING

Contract Prepaid Totals

Purchased Amount 0.00
Remaining Amount 0.00
Committed Amount 0.00

Personalize | Find | & B First ‘&) 10f1 ») Last

Actions Status Hold Purchazed Amount Inclusive Remaining Amount Committed Amount Expiration Date
v Actions 1|Pending W O 0.00] W 0.00 0.00 Ej
< >
Go To: Billing Plans

Retun to General Information

[F]save ||k Return to Search ||[=] Notify Previous tab

Prepaids | Audit History

5! Next tab E: Add || B Update/Display
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7" (continued)

Prepaids Tab - Prepaid for this Contract Section,
General tab continued:

* Hold: Select this check box to place a prepaid
amount on Hold. When a prepaid amount is on
Hold, no utilization processing occurs against
that amount. Normally the Billing Plan for the
rate based contract line is placed on Hold
instead of selecting this checkbox.

« Purchased Amount: Enter the amount of the
prepaid that was paid in advance by the
customer.

* Inclusive: Deselect this check box. By
deselecting this box you are telling Cardinal that
this prepaid amount is not included in the total
contract amount.

« Expiration Date: Enter an expiration date one
year in the future for the prepaid. This field is for
informational purposes only and will not impact
processing. This date is normally populated as
one year from the current date.

» Prepaid for Non-Federal Rate-Based Contract Line

Favorites

Prepaids

Main Menu = > Customer Confracts » > Create and Amend » > General Information

Audit History

Contract Number 0000002000

Contract Prepaid Totals

Purchased Amount
Remaining Amount

Committed Amount

Prepaids for this Contract

Utilization || Inifial Billing || Contract Liability Distribution

Actions

- Actions

Go To:

> Prepaid Balances

B Sold To Customer PIEDMONT CONCRETE CONTRACTORS INC.

Contract Status FENDING

0.00

0.00

0.00

Personalize | Find | & | = First ‘4’ 10f1 '}/ Last

Return to General Information

[ Save

Prepaids | Audit History

0.0

Expiration Date

10/02/2020 |[H

Status Hold Purchased Amount Inclusive Remaining Amount Committed Amour
1 O 2,000.00 O 2,000.00
<
Billing Plans
b Return to Search | |[&] Notify Previous tab | |5t Next tab [} Add
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}) Prepaid for Non-Federal Rate-Based Contract Line
(continued)

Favorites - | Iain Menu - » Customer Confracts = > Create and Aimend » > General Information » Prepaid Balances

| Prepaids || Audit History

Contract Number 0000002000 FI%I Sold To Customer FPIEDWMOMNT CONCRETE CONTRACTORS INC.

Contract Status FEMDING

Contract Prepaid Totals

Purchased Amount 0.00
Remaining Amount 0.00
Committed Amount 0.00

Prepaids for this Contract

Personalize | Find | 2 | E= First ‘' 10f1 ‘&' Last
|_General || utilization || Initial Biling || Contract Liability Distribution | [F=¥)

Actions Status Hold Purchazed Amount Inclusive Remaining Amount Committed Amount |JExpiration Datg
~ Actions 1 O 2,000.00 O 2,000.00 0.00{10/02/2020 |E
£ >
Go To: Billing Flans

Feturn to General Information

|[F)Save ||[&h Returnto Search ||[&]Notify || 5* Previoustab ||5'Nexttab | |k Add || & Update/Display

AL -

Prepaids | Audit History
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// Prepaid for Non-Federal Rate-Based Contract Line
(continued)

° Clle the Utlllzatlon tab Favorites « Main Menu - > Customer Confracis v > Create and Amend » > General Information > Prepaid Balances
- . . P id Audit Hist
The Utilization tab displays: e 1| S
Contract Number 0000002000 FI% Sold To Customer PIEDMCNT CONCRETE CONTRACTORS INC.
i Use Sequence: When there are Contract Status PENDING
mUItlple prepald .amounts, Contract Prepaid Totals
Cardinal uses this value to
determine which prepaid amount Purchased Amount 0.00
to apply first. The system Remaining Amount 0.00
processes the prepaids in order Committed Amount 0.00
of lowest to hlgheSt Use . Prepaids for this Contract Personalize | Find | Y | B First ‘4 10f1 '»' Last
Sequence number. Additional General Initial Biling || Contract Liability Distribution
repaid sequences can be —
g.ddped by CC|]|Ck|ng on the + iC0n Actions Use Sequence Ut']]EL'?'r?Easmﬂa” Contract Line Num Utilization Descr for Billing
« Utilize Against all Lines: This v Actons D; g 1 - Q Viizaton C”‘E’”a}
field should be left unchecked.
Select this check box if the Go To: Biling Plans
prepaid amountis to be apphed Refurn to General Infarmation
againSt a” rate'based contract [Flsave ||[2h Returnto Search || [=] Motify Previous tab | |5t Next tab E, Add ||H Update/Display
lines on this contract. Prepaids | Aud History
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Prepaid for Non-Federal Rate-Based Contract Line

(continued)

Contract Line Num: Using the look up
icon, select the contract line number
you wish to apply this prepaid amount
against. In most instances, this value
will be ‘1°.

Utilization Descr for Billing: Cardinal
automatically populates this field when
you click Save The description is the
prepaid Use Sequence number joined
with the Contract number.

Click the Save button. The Utilization
Descr for Billing displays.

Click the Utilization Criteria link.

Eavorites = Main Menu - > Customer Confracts » > Createand Amend » >  General Information

Prepaids || Audit History

Contract Number 0000002000

> Prepaid Balances

B sSold ToCustomer PIEDMONT CONCRETE CONTRACTORS INC.

Contract Status FENDING

Contract Prepaid Totals

Purchased Amount 2.000.00
Remaining Amount 2,000.00
Committed Amount 0.00

Prepaids for this Contract

Personalize | Find | @I E

First ‘4 10f1 '} Last

General Utilization §| Initial Biling || Confract Liability Distribution
Actions Use Sequence Uti]jzel_'?'ﬁeﬂ;nﬂ all Contract Line Num Utilization Descr for Billing
- Actions E [ 1 ] 1|y, |PPD Bak#1 of Contr# 0000002000 Utilization Criteria I
L4 >
Go To: Billing Plans
Return to General Information
[Flsave ||[oh Returnto Search ||[%] Notify Previous tab || 5t Nexttab [Ch Add || A Update/Display

Prepaids | Audit History
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7" (continued)

The Utilization Criteria page displays:

The Balance Utilization Controls
section defines which transactions will
draw down (utilize) the prepaid
amount.

* The criteria values that default to

this section should not be changed.

/,/ Prepaid for Non-Federal Rate-Based Contract Line

» As defined, Cardinal will utilize the
prepaid balance for any BIL rows
created for all project and activities
associated to the rate based
contract line.

* Click Utilization History tab.

Favorites = Main Menu - » Customer Confracts » > Create and Amend » > General Information » Prepaid Balances

Utilization Criteria Utilization History

=

Contract 0000002000 Fl% Sold To Customer 0000000001

Contract Status PENDING Customer Name FIEDMONT CONCRETE CONTRACTORS IMC.

Prepaid Use Sequence 1
Utilization Description PFD Bak of Contr? 0000002000
Expiration Date 10702720

Use only for Contract Line

Prepaid Sequence Totals

Purchased Amount 2,000.00
Remaining Amount 2,000.00
Committed Amount 0.00
Balance Utilization Controls - Use % for Wildcard Personalize | Find | View All | [EY [ R First ‘L' 10f1 "} Last
:-42[1:1 PC Bus Unit Project Activity Analysis Type _?;::;;ce Category Subcategory
ale |a® a, [% @ [BIL Q [% Q [% Q (% a [#HI[=]
Return to Prepaids
[F]save ||[2h Returnto Search | |[=] Notify Previous tab || 5+ Next tab

Utilization Criteria | Utilization History
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o,

V4

y Review Utilization

The Utilization History tab is used to
view the utilization history for the
prepaid amount.

* Click the Previous Tab button.

« The Utilization Criteria tab
displays.

* Click the Return to Prepaids link.

History

Cusiomer Confracis » > Create and Amend - > General Information

Favoriies = | Main Menu = > » Prepaid Balances

Utilization Criteria Utilization History

Contract 0000002000 FI% Sold To Customer 0000000001

Contract Status PENDING Customer Name PIEDMONT CONCRETE CONTRACTORS INC.

Prepaid Use Sequence 1
Utilization Description PFD Bai1 of Confr# 0000002000
Expiration Date 10/02/2020

Prepaid Sequence Totals

Purchased Amount 2.000.00

Remaining Amount 2.000.00

Committed Amount

Utilization History Personalize | Find | View All | @I E First ‘4

1of1 ‘& Last

Project Activity Analysis Type Amount Currency

[]save ||[ch Returnto Search || [=] Notify

L Next tab

+ Previous tab

Utilization Criteria | Utilization Histary
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p/ Prepaid Billing Plan
/

Click the Initial Billing tab.

Billing Plan Template: Select
PREPAID. The billing plan template
automates the creation of the prepaid
billing plan.

Billing Plan Detail Template ID:
Select the Billing Plan Detail
Template ID that has the Bill Type and
Customer Type which corresponds
with the contract line created.

Purchase Order (PO) Reference: A
purchase order number can be
entered in the field. This field is not
used in Cardinal.

Prepaid Tax Timing: Defaults to Tax
on initial Bill. Do not change.

Favoriies = Main Menu -

Prepaids || Audit History

> Customer Confracis » »

Contract Number 0000002000

Contract Prepaid Totals

Purchased Amount
Remaining Amount

Committed Amount

Prepaids for this Contract

Zeneral
Actions
- Actions
{
Go To: Billing Plans

Return fo General Informafion

[G]8ave ||[ch Return to Search

|E§|

Create and Amend »  »

General Information

» Prepaid Balances

Sold To Customer PIEDMONT CONCRETE CONTRACTORS INC.
Contract Status PENDING

2,000.00

2,000.00

0.00

Ufilization || Initial Billing §)| Contract Liability Disiribution

Personalize | Find | (El | @

First ‘4 10f1 '» Last

Billing Plan Template .?QILTT]'E?EDEHH Purchaze Order Reference Prepaid Tax Timing
PREFAID Q1 [MG&SE_CCT |Q |Tax on Initial Bill v|
2
[&] Motify Previoustab | | 5*Next tab [k Add ||A Update/Displa

Prepaids | Audit History
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p/ Prepaid Billing Plan (continued)
/

Favorites - | Main Menu - » Customer Confracts - > Create and Amend = > General Information

Prepaids || Audit History

Contract Number 0000002000 B

> Prepaid Balances

Sold To Customer FIEDMONT CONCRETE CONTRACTORS INC.

Contract Status FEMDING

Contract Prepaid Totals

Purchased Amount 200000
Remaining Amount 200000
Committed Amount 0.00

Prepaids for this Contract

Personalize | Find | 2 | B First ‘&' 10f1 “*' Last

Frepaids | Audit History

| General || Utilization || Initial Billing || Contract Liability Distribution |
Actions Billing Plan Template i Plan Detail Purchase Order Reference Prepaid Tax Timin
g P Template 1D pa o
= Actions FREFAID 0 MGESE_CCT ) Tax on Initial Bill V|
< P2

E0 To: Billing Plans
Return to General Information
|[G] Save ||[@h Returnto Search ||[] Metify || 5% Previoustab | |5 Nexttab |[Cs Aad || B Update/Display
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Click the Contract Liability
Distribution tab.

The Contract Liability
Distribution must be defined. This
controls the ChartFields which will
be populated when booking the
prepayment.

Distribution Code: Select a
Contract Liability Distribution
code using the look up icon.
The Distribution Code,
automatically populates the
Account, Fund and
Department values. Select the
Distribution Code which has
the Fund and Customer type
used on the Contract Line (ex:
Construction Fund, Town of
Emporia select
ADVANADCN_Prepaid —
CON_CCT.)

7l Adding Prepaid Contract Liability Distribution

Favorites = | Main Menu = > Customer Confracis = > Create and Amend » > General Information > Prepaid Balances
Prepaids Audit History
Contract Number 0000002000 FI% Sold To Customer PIEDMCNT CONCRETE CONTRACTORS INC.

Contract Status PEMNDIMG

Contract Prepaid Totals

Purchased Amount 2,000.00
Remaining Amount 2.000.00
Committed Amount 0.00

Prepaids for this Contract Personalize | Find | 2 | B First ‘4’ 10f1 &' Last

General || Utilization || Initial Billing | Contract Liability Distribution |
Actions GL Unit Distribution Code Account Fund Program Department Cost Center Task FIP
= Actions 50100 IP«DVANADCI xIQ 24042011 1 |04720 | ] felelelele] -y 2 &)
L 4 >
Go To: Billing Flans
Return to General Information
[F]save ||[&h Returnto Search | |[&] Notify Previous tal 5L Next tab [} Add H] Update/Displa

Frepaids | Audit History
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/,/ Adding Prepaid Contract Liability Distribution
/

Scroll to the right and enter the
following:

e PC Business Unit: 50100

* Project: Enter the same Project
ID that was used when the contract
line was created. Once you enter
the Project, the Distribution
Code disappears but the
ChartFields remain.

« Activity: add the same activity
used when adding the contract
line. The activity must be active in
order for the distribution to save.

* Click the General tab.

Prepaids Audit History

Contract Prepaid Totals

Purchased Amount
Remaining Amount

Committed Amount

Favorites - | Main Menu ~ » Customer Confracis = =

Contract Number 0000002000

Create and Amend > General Information > Prepaid Balances

Fl% Sold To Customer PIEDMONT CONCRETE CONTRACTORS INC.
Contract Status PENDING

2,000.00
2,000.00

0.00

Prepaids for this Contract Personalize | Find | ! | E First ‘4" 10f1 "} Last
Uilization Initial Billing Contract Liability Distribution
Actions FIPS Aszzet Agency Use 1 Agency Use 2 EﬁiFUSinESS Project Activity Source Type C
- Actions Q, Q. Q, Q, ) 50100 |C (0000100004 |3 |B12 6 a
L 2]
Go To: Billing Plans
Return to General Information
[lsave ||[@h Returnto Search | |[=] Notify Previoustab || 5! Nextiab [Ch Add || /2 Update/Display

Prepaids | Audit History
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y Adding Prepaid Contract Liability Distribution
/

Change the prepaid Status to Ready. The Initial Billing for the Prepaid will be processed once the contract status is Active
and the Prepaid status is Ready.

* Click the Save button.

Favorites - | Main Menu - »  Customer Confracts = > Create and Amend = >  General Information > Prepaid Balances

Prepaids Audit History

Contract Number 0000002000 L Sold To Customer FIEDMCONT COMCRETE CONTRACTORS INC.

Contract Status FEMDING

Contract Prepaid Totals

Purchased Amount

2.000.00
Remaining Amount 2.000.00
Committed Amount 0.00
Prepaids for this Contract Personalize | Find | 2 | = First ‘4’ 1 o0f1 "% Last
General Utilization Initial Billing Contract Liability Distribution [==2¥
Actions Status Hold Purchased Amount Inclusive Remaining Amount Committed Amount Expiration Date
- Actions O 2,000.00 2,000.00 0.00 10/02/2020
< >
Go To: Billimg Plans
Return to General Information
[5]save | |[@F Return to Search [=] Motify Previous tab 21 Next tab E
e el |

FPrepaids | Audit History
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g/ Accounting for Rate-Based Prepaid Contracts

Event Journal Prefix Debit Credit
'”'“?' Pre_pau_j Bl Accounts Receivable Contract Liability
Invoice Finalized
Cash Received AR Cash Accounts Receivable
C.OSt .I nvoice CA Contract Liability Contract Asset
Finalized
CAREV Contract Asset Revenue

Once you establish the prepaid for the contract, the initial prepaid is processed during nightly batch and a invoice is created in
the Billing Module. This invoice is finalized and an item is created during batch processing in the Accounts Receivable
Module. Once the item has been created, the cash received from the customer can be applied to the item as a payment.

The Bill Plan for the rate based contract line must be placed on hold until the item created from the initial prepaid has been
fully processed in Accounts Receivable. Placing the Bill Plan on hold prevents costs from being priced and billable rows sent
to Billing before the Initial prepaid Bill Plan is completed. The hold can be removed the day after the item for the initial prepaid
is closed.

As project transactions are processed against the contract, the transaction amounts draw down the Prepaid Balance
accordingly and are pushed to billing for processing. These invoices are finalized by the system once every month.

You can change an initial prepaid amount after it is processed by creating and processing an amendment. One example of
this, is when a prepaid amount is reduced down to the unused prepaid balance.
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After the Initial Prepaid item has been
closed in Accounts Receivable,
navigate back to the Prepaids tab.
From here you can review prepaid
remaining balances.

« The Remaining Amount is now
populated. In this scenario, there is
no remaining amount for the
prepaid.

To continue reviewing prepaid
balances:

* Click the Initial Billing tab.

» Reviewing Prepaid Balances

Favoriies + ‘ Main Menu - > Customer Confracis » >

Prepaids || Audit History || Amendments

Contract Number 0000000001 FI%I
Amendment Number 0000000000

Create and Amend ~ >

General Information » Prepaid Balances

Sold To Customer WISE COUNTY

Contract Status ACTIVE

Contract Prepaid Totals

Purchased Amount 1,606.80
Remaining Amount 0.00
Committed Amount 0.00

| Amend Contract |

Prepaids for this Contract

Personalize | Find | 2| B First ‘4 10f1 ‘&) Last

General || Ufilization { Iniial Billing § Contract Liability Disfribution
Actions Status Held Purchazed Amount  Remaining Amount Committed Amount Expiration Date Depleted Dat
= Actions 1 m 1,606.89 0.00 0.00
< >
Go To: Billing Plans
Return to General Information
"L-En{l Save .,',_-Jf‘ Return to Search El Muotify ' Previous tab ':1 Nexttab E, add || JH Update/Displa

Frepaids | Audit History | Amendments
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V4
The Initial Billing tab displays:

« The Billing Plan Status is
automatically updated to
Completed during nightly batch
after the Initial prepaid invoice is
finalized.

* Click the Billing Plan Status
link.

%/ Reviewing Prepaid Balances (continued)

Favorites « ‘ Main Menu + »  Customer Confracis -

Prepaids Audit History Amendments

Contract Number 0000000001
Amendment Number 0000000000

Contract Prepaid Totals

» Create and Amend » >

General Information > Prepaid Balances

= Sold To Customer WISE COUNTY

Contract 5tatus ACTIVE

Purchased Amount 1,606.8%
Remaining Amount 0.00
Committed Amount 0.00

Amend Contract

Prepaids for this Contract

zeneral Liilization Initial Billing
Billing Plan  Description Eg“tgg Etan
18102 Prapaid - Immediate Completad
<
Go To: Billing Plans
Return to General Information
[5]save |[[ch Returnto Search | [[] Notify Previous tab

Frepaids | Audit History | Amendments

Deferred Revenue Distribution

Billing Plan
Template

FREFAID

LlNexttah

Personalize | Find | ] = First 4/ 1of1 & Last
-?élll.n?]z?enlgtaﬂ Purchaze Order Reference Prepaid
COAL_CCT Tax on

>
[ Add || J] Update/Display
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The Billing Plan General page
displays:

« Billing Status: Cancelled,
Pending, Ready, Completed

« Billing Amount: The sum of the
Prepaid amounts.

« Total Amount: The sum of the
assigned line's net amount.

« Total Billing History: Displays
the sum of all of the amounts.

Reviewing Prepaid Balances (continued)

Favorites ~ |

Billing Plan General ||| History |

Contract 0000000001
Sold To Customer 0000003006
‘4Bz

Billing Plar

Description Prepaid - Immediate
Billing Method | Immediate
Customer Information
Bl Unit 50100
*Bill To Customer 0000003006

Addr Num 1 Bl

Bill To Contact

Billing Options
Bill Type CCT
Bill Source COAL
Summarization Template ID VDOT_OTHER

Billing Header Noiz Internal Motes

Billing Default Overrides
Invoice Form LANDSCAPE
Cycle ID MONTHLY
Bill By ID PC_CTHER
Payment Method
Payment Terms
Billing Inquiry
Billing Specialist

Return to Prepaid Balances

[[Fsave |[[@" Returnto Search | [[=] Notify

Billing Plan General | History

WISE COUNTY

Frepaid - Immediate

A Dept of Transportation
WISE COUNTY

+| Pre Approved
Direct Invoice

VDOT Cther
Preview Summarization Template

View Customer Defaults

Mon-Federal Project

Main Menu ~ > Customer Confracts ~ > Create and Amend ~ > General Information > Prepaid Balances

BI Unit 50100
Bill To 0000003006
Currency USD

WISE COUNTY

*Billing Status Completed

> Define Billing Plan

Cancel
- Actions
Amount Detail
Billing Amount 1,606.89
Total Amount 1,606.8%
Total Billing History 1,606.89
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#/ Reviewing Prepaid Balances (continued)
/

Fawvoriies - | Main Menu - > Customer Coniracis - > Create and Amend - > General Information > Prepaid Balances > Define Billing Plan
I] Billing Plan General ||| History
Contract 0000000001 Bl Unit 50100
Sold To Customer 0000003006 WISE COUNTY Bill To 0000003005 WISE COUNTY
Billing Plan FPrepaid - Immediate Currency USD
Description |Prepaid - Immediate *Billing Status Completed ance)
P B - Actions e —
Billing Method [Immediate
Customer Information Amount Detail
El Unit | 50100 & Dept of Transportation Billing Amount 1,606.89
*Bill To Customer 0000003008 Il
WISE COUNTY Total Amount 1,606 8%
Addr Num 1 =1
Total Billing Histo 1,606.8%
Bill To Contact g i '
Billing Options
Bill Type |CCT [+ Pre Approved
Bill Source COAL [] Direct Invoice
Summarization Template ID VDOT_OTHER WOOT Other
Billing Header Mote Internal Motas Preview Summarization Template
Billing Default Overrides
Invoice Form [LAMDSCAPE
Cycle ID MONTHLY Wiew Customer Defaults
Bill By ID |PC_OTHER MNon-Federal Project
Payment Method
Payment Terms
Billing Inguiry
Billing Specialist
Return to Prepaid Balances
|[§]save ||l Returnto Search | |[%] Notify | |Eh Add || Bl Update/Display
Billing Plan General | Histary
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To create an Amount-Based Prepaid
Contract, complete the General tab
the same way you would for an
Amount-Based contract. (see Lesson
6 of this course)

Prepaid Amount-Based Contract Header

Favorites + | Main Menu ~ 3> Customer Confracts v > Create and Amend

General Lines

Contract Number 0000002001

> General Information

Sold To Customer PIEDMONT CONCRETE CONTRACTORS INC.
*Contract Status PENDING x|

Copy From Contract

| Add to My Contracts

Description Local - Prepaid Amount Based

Processing Status Pending

Contract Admin Q Amendment Status
Region Code Q Business Unit VA Dept of Transportation
Contract Type |C Q Contract Classification Standard
Currency Code USD Last Amended
Exchange Rate Type | CRRNT v| Last Update Date/Time 10/03/2019 11:32:53AM
Contract Signed |D2/01/201% [E] Last Update User ID SHELLY PRYOR
Contract Role a Separate Fixed Billing and Revenue:
Separate As Incurred Billing and Revenue:
Revenue Profile Q
Use Project ChartFields: [/
Other Information
[Template Contract Parent Contract Q
[Imaster Contract Master Contract Q
[ILegal Review Complete Legal Entity [STATE a
[ credit Check Complete Purchase Order
[Icontains Cotermination Lines Proposal ID
Federal Region Code |03
" Summary of Amounts (?
Billing Amounts Revenue Amounts
Fixed Billing 5,000.00 Fixed Revenue 5,000.00
Discounts/Surcharges 0.00 Discounts/Surcharges 0.00
Non-inclusive Prepaids 0.00 Non inclusive Prepaids 0.00
Subtotal 5,000.00 Subtotal 5,000.00
As Incurred Billing Limits (Less Prepaid) 0.00 As Incurred Revenue Limits (Less Prepaid) 0.00
Recurring Eilling 0.00 Recurring Revenue 0.00
Total 5,000.00 Total 5,000.00

= Fixed Billing Allecation Mot Complete

Billing Plans Revenue Plans Milestenes Renewals

|F)save |

General | Lines

| Notify

= Fixed Revenus Allocation Not Gomplete

| New window |

Amount Allocation Supplemental Data Go To [More

V]

| E Add

|| £] update/Display
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},) Prepaid Amount-Based Contract Line
/

To select the appropriate Product for the Amount Based Prepaid, enter the prefix of DEF (Deferred) in the Product Group
field and Amount in the Price Type field. Click the Search button.

General Information

Add Contract Lines

Search 1?7

Favarites - | Main Menu - >  Customer Confracts -

x

Product Group |DEF_CONCCT

o}

Product
Product Description

Price Type | Amount

Create and Amend = > General Information

(I Product Kits
[ Renewable

Physical Nature

v]

Search

Create Adhoc Product

Feturn to Contract Lines
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/,/ Creating a Prepaid Contract Line and Selecting the
“~ Revenue Plan

» Select the check box next to the product that should be used to create the contract line.

« Start Date: Enter a Start Date for the contract line. The value that you enter appears on the Contract - Lines page.
« End Date: This field is left blank.

* Quantity: This field defaults and should not be changed.

« UOM: Unit of measure associated with the product, if any. This field defaults and should not be changed.

Favorites = | Main Menu - » Customer Confracts » > Create and Amend » > General Information
| New Window | Personalize Page | &
General Information
Add Contract Lines
Search (?
Product Group |DEF_CONCCT Q. [ Product Kits
Product [J Renewable
Product Description
Price Type | Amount N
Physical Nature |
| search |
Search Results (% Personalize | Find | View All | 2] E First ‘4’ 1-250f27 '*' Last
General || Templates
Product Description Price Type :2%‘::;” Product Kit *Fee Type Start Date End Date Renewable Renewal Action Quantity uom
W DEF_PROJE2S Partic Advance-CON-CCT-Bristol Amount Goods M MNone 08/01/2019 |[H] EIIN 1.0000 & A
[1 2DEF_PROJE3D Partic Advance-CON-CCT-Salem Amount  Goods N MNone [ E N 1.0000 aL
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/j Creating a Prepaid Contract Line and Selecting the

Revenue Plan

After you have selected the appropriate
Product and entered your Start Date, you
need to select the Revenue Plan with the
apportionment schedule that matches the
contract terms.

Click the Templates tab:

* Click the Revenue Plan look-up icon for
the Product you selected.

+ Select the Revenue Plan Template that
has the needed apportionment
schedule. Ex: Apportionment-12
recognizes revenue over 12 months.

Favorites | Main Menu > Customer Contracts ~ > Create and Amend ~ > General Information

General Information
Add Contract Lines
Search (7

Product Group DEF_COMNCCT ('}
Product

[ Product Kits

[ Renewable
Product Description

Price Type [ Amount v|
Physical Nature | ~| Look Up Revenue Plan
Search Cancel
_ Search Results
Search Results (? Personalize |
View 100 First ‘4 1-10of10 & Last
General
Revenue Plan Plan
SetlD D ipti
Product Revenue Plan Billing Plan N Template Method i
50100 APPORT 12 AEEOH on AEacrti:J"ment-Q I

[ 1 DEF_PROJE29 APPORT_G0 PREFAID 50100 APPORT_120 Apportion Apportionment - 120

] 50100 APPORT_180 Apportion Apportionment -180
[1 2DEF_PROJE30 APPORT_60 Q& |PREPAID 50100 APPORT_24 Apportion Apportionment - 24

4 50100 APPORT_36 Apportion Apportionment - 36
L] 3DEF_PROJE31 SIS = PEERL { 50100 APPORT_4 Apportion  Apportionment - 4

[ R ion
[l 4DEF_PROJE32 APPORT_60 Q@ [PREPAID 50100 APPORT_48 Apportion Apportionment - 43

4 50100 APPORT_60 Apportion Apportionment - 60
[0 5DEF_PROJE33 APPORT_G0 Q, |PREPAID ) 50100 MILESTONE Milestone Amount Based - Milestone
O | 50100 RATE As Incurr As Incurred - Rate Based

6 DEF_PROJE34 APPORT_G0 &, |PREPAID

[ 7DEF_PROJE3S APPORT_G0 3, |PREPAID

e ———————
[1 &DEF_PROJE36 APPORT_60 @, [PREPAID @, [PROJE_CCT &} &}
[ 9DEF_PROJE3T APPORT_G0 @, |PREPAID Q |PROJE_CCT Q Q
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Revenue Plan

Create Plans from Template and
Combine Like Templates: Check
boxes default as selected. Do not
change. These templates create the
predefined bill plans and revenue
plans for the product selected.

Click the Add Contract Lines button.

/,/ Creating a Prepaid Contract Line and Selecting the

Favorites « |

General Information
Add Contract Lines
Search (7

Product Group
Product
Product Description

Main Menu ~ b3

Customer Coniracis -~ >

DEF_CONCCT (&}

Price Type [Amount ]

Create and Amend ~ =

[ Product Kits
[l Renewable

Physical Nature |

e |

Search Results (7

General Templates

Product
1 DEF_PROJEZ29
2 DEF_PROJE20
3 DEF_PROJE31

4 DEF_PROJE32

Oo0oo0ogdeg

5 DEF_PROJE23
M- o

— L. _F. wJe

[l 13 DEF_PROJETD

[l 14 DEF_PROJET1

[0 15 DEF_PROJET2

Select Al O e

| Search

Personalize | Find | View All | (] | E

Revenue Plan Billing Plan Billing Plan Detail
APPORT_12 Q1 |PREPAID Q. |PROJE_CCT
APPORT_S0 Q. |PREPAID Q. |PROJE_CCT
APPORT_S0 Q1 |PREPAID Q. |PROJE_CCT
APPORT_S0 Q. |PREPAID Q. |PROJE_CCT
APPORT_S0 Q. |PREPAID Q. |PROJE_CCT

& P P PG G g

PuoLi_n fo'}
APPORT_S0 QP
APPORT_S0 Q. |P
APPORT_S0 Q. |P

lear All

Re AL . Ph LE_ LT
REPAID <, |[PROJE_CCT
REFAID < [PROJE_CCT
REPAID @ [PROJE_CCT

Create Plans from Template

[ Billing Plans.
] Revenue Plans

[ Renewal Plans

Combine Like Templates

[ Billing Plans
[ Revenue Plans

| Add Contract Lines

Create Adhoc Product

Feturn to Contract Lines

pp PR

a

I = o = P

PP

General Information

First ‘4' 1-25 of 27 '}/ Last

Renewal Plan

PO P AP

o S S B W

PP P,
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%/ Associating the Project and Activity on the Amount-Based
“" Prepaid Contract Line

Click the Save button. Saving the contract line, defaults the contract line Billing and Revenue Plans based on the Product.

Next the project and activity must be added to the contract line. On the Detail tab under the Contract Lines section, click the

Contract Terms link.

Favorites ‘ Main Menu = »  Customer

General || Lines

Contract Number 0000002001

Coniracis » >

Create and Amend » >

Sold To Customer PIEDMONT COMCRETE CONTRACTORS INC.

General Information

Contract Status PEMNDING

Add Contract Lines

| Add Default Kit

Contract Lines (7
zeneral Detail Billing Amount Details

Actions Line Product
- Actions 1 DEF_PROJEZ29
Billing Plans Revenue Flans

'L_E-‘_]Save ' 53“ Return to Search | |[=] Notify |

Revenue Amount Details

Description

Partic Advance-CON-| Amount

Milestones

General | Lines

Price Type Billing Plan

Renewals

Contract Liability

L4

Revenue Plan

Pending Pending

Amount Allocation

Personalize | Find | View All | (E | E First

Contract Terms

Contract Terms

Supplemental Data

Internal Notes

| New Window | Parson

1 10of1 ‘b Last

Ship to Customer Name

Accounting
N FIEDMOMNT CONCRE"
Distribution Internal Notes oy ro S ToRS NG
>
Go To |More v
E Add || B Update/Display
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The Contract Terms page displays
for the selected Contract Line. If
more than one tab displays, click
the Related Projects tab.

To associate a Project and
Activity:

 Enter the PC Business Unit
(e.g., 50100 for VDOT).

* Enter your Project ID in the
project field, or click the look up

icon for a list of available values.

« Enter an Activity in the activity
field or click the look up icon for
a list of available values.

* Click the Save button.

%/ Associating Project and Activity on the Amount-Based
" Prepaid Contract Line (continued)

Favorites »

Related Projects

Contract Number 0000002001

Amendment Number

Contract Line 1

Product DEF_PROJE22
Description  Partic Advance-CON-CCT-Bristol

PC Business Unit|50100 Q

Associated Projects & Activities

o e Source
Project Activity Type Category
() ooootooo0t (@, (612 i} Q
CreateProject || CrealsActvity |

Return fo General Information

5] save

[ah Returnto Search | |[Z] Notify || £% Refresh

Main Menu » > Customer Confracts + > Createand Amend » > General Information > Coniract Terms

Related Contentw | New Window | Perg

Sold To Customer PIEDMONT CONCRETE CONTRACTORS INC.
Contract Status PENDING

Price Type Amaount

Personalize | &

First 4 10f1 '} Last

Subcategory Description Description
@ Rural Addtions - Pittsylvania Preliminary Studies |ﬂ
Amount Allocation
F Update/Display || kil Include History || Comect History
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%/ Updating the Amount-Based Prepaid Line’s Accounting
7" Distribution

With amount-based contracts, the accounting distribution defaults based on the product you selected. However, you need to add

the Project ID on each accounting distribution line. The Project ID needs to be the same Project ID you selected when
associating the project/activity for the contract line.

You access the Accounting Distribution details from the General Information page:

 |Inthe Contract Lines section, click the Detail tab.

» Click the Distribution link under the Accounting column. The Accounting Distribution page displays.

Favorites » | Main Menu ~ > Customer Contracts = > Create and Amend ~ > General Information

| New Window | Personaliz
General || Lines

Contract Number 0000002001 Sold To Customer PIEDMONT CONCRETE CONTRACTORS INC.
Contract Status PENDING

| Add Contract Lines [ Add Default Kit |

Contract Lines (7

Personalize | Find | View All | (2 | E First ‘&' 10f1 ‘% Last
General Biling Amount Details || Revenue Amount Defails || Contract Liability

Actions Line Product Description Price Type Billing Plan Revenue Plan Contract Terms Accounting Internal Notes  Ship to Customer Name:
. . : : P FIEDMONT CONCRE"
~ Actions 1 DEF_PROJE22 Partic Advance-CON-| Amount Pending Pending Contract Terms Distribution Internal Notes CONTRACTORS ING.
< >
Billing Plans Revenue Plans Milestones Renewals Amount Allocation Supplemental Data Go To [Mare v
[F]5ave ||[h Returnto Search | |[=] Motify [Ek Add || Update/D

Gengral | Lines
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/jj Updating the Amount-Based Prepaid Line’s Accounting
Distribution (continued)

 The Fund and Department must
match on the Revenue, Contract
Liability, and Contract Asset
distribution lines. You will need to
make adjustments, if necessary.

* Click the Correct History button.

* Update the Fund and/or
Department values as
appropriate.

* Click the scrollbars to scroll right.

[[J]save

Favorites ~ | Main Menu ~ » Customer Coniracis ~ >

Accounting Distribution

FPIEDMONT CONCRETE CONTRACTORS INC.

Create and Amend ~ >

General Information

> Fixed Amount Acctg Distrib
Relaf

Contract 0000002001 Line Mum 1 Description Partic Advance-CON-CCT-Bristol
Billing Amount 0.00 Revenue Amount 0.00 Unit 50100 Currency USD
Accounting Distributions Find | View All First ‘4 1 0f1 '}/ Last
*Effective Date [09/01/2018  |[5) DefinelDismibutionsiBy =l
@ percent | Calculate Amounts |
C Amount
Revenue Personalize | Fina | & | B First ‘4 10f1 "} Last
GL Unit Distribution Code Account Fund Program Department Cost Center Task FIPS As
0.00 50100 @, |[PROJEPROD1 Q. [40042011 @ 04720 [ < /11000 [, (s} s} Q
LS > ]

Contract Liability

Personalize | Find | &2 | B First (4' 10f1 ‘b Last

wt GL Unit Distribution Code Account Fund Program Department Cost Center Task FIPS
0.00 50100 | 24042011  §104720 43 Cp §111000 (&) (&} @]
L< > |
Contract Asset Personalize | Find | View Al | 2 | = First ‘4 1 o0f1 ‘2! Last
t GL Unit Distribution Code Account Fund Program Department Cost Center Task FIPS 2
0.00 50100 AMT _COMNCCT (11 2_I362 ] | 04720 10 < [11000 [} (&) (@] (@]
< > |

Return to General Information

| =1 Notify |

|[[2h Return to Search

| 7] Update/Display "T}:'I Include History I [iZ» Correct History I
| |
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7" Distribution (continued)

Scroll to the right and enter the
following:

« PC Business Unit: 50100

* Project: Enter the same
Project ID that was used when
the contract line was created.

« Activity: Add the same activity
used when adding the contract
line. The activity must be active
in order for the distribution to
save.

* Click the Save button.

7 Updating the Amount-Based Prepaid Line’s Accounting

Favorites | Main Menu ~ » Customer Coniracts ~

Accounting Distribution

PIEDMONT CONCRETE CONTRACTORS INC.

Contract 0000002001 Line Num 1

Billing Amount 0.00
Accounting Distributions

*Effective Date D2/01/2019 [

Create and Amend ~ =

Revenue Amount 0.00

General Information

Description Fartic Advance-CON-CCT-Bristol

Unit 50100 Currency USD

Find | View All

Define Distributions By

> Fixed Amount Acctg Distrib

Rela

First ‘4' 10of1 ' Last

=

®) percent | Calculate Amounts |
O Amount
Revenue Personalize | Find | 2 | = First ‘4’ 10f1 'k Last
5 Asset Agency Use 1 Agency Use 2 Egiflusinesa Project Activity Source Type Category Subcategory
[} Q, Cy C |50100 Q, (oooo100001 |y (612 (&} (&}
< >
Contract Liability Personalize | Find | Y | [ First ‘4' 1 of1 '} Last
L FIPS Asset Agency Use 1 Agency Use 2 Sﬁi?usiness Project Activity Source Type Category
Q Q. Q Q. 4 (50100 & |0000100001 |Gy 612 oy Q Q
< >

Contract Asset

Personalize | Find | Wiew All | | E

FIPS Asset

< Q

Agency Use 1 Agency Use 2 Egi?usiness
G Q 50100 |Q [ooootoooo1 |Q (612 a a

Source

Project Type

Activity

<

Return to General Information

[Flsave |[[Eh Return to Search

[=] Notify

27 Update/Display

_,@ Include History

First ‘4’ 4 of1 'b' Last

Category Subcategor

[E» Correct History
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/,) Updating the Amount-Based Prepaid Line’s Accounting
Distribution (continued)

After you click the Save button, a
message displays indicating Contract
Asset accounting distribution has
been changed.

* Click the OK button

« Scroll to the right to ensure all
distributions are now Valid.

* Click the Return to General
Information link.

Note: Unlike a regular amount-based
contract line, an amount-based prepaid
contract line has the additional Contract
Liability distribution line.

Personalize | Find | 5= | B First @

Message L

Contract Asset accounting distribution has been changed. (9850,242)

Cancel

FESONANZE T TN T 1T s Ll L =18

Favorites ~ | Main Menu ~ > Customer Contracts = » Create and Amend ~ > General Information > Fixed Amount Acctg Distrib
Re
Accounting Distribution
PIEDMONT CONCRETE CONTRACTORS INC
Contract 0000002001 Line Num 1 Description Partic Advance-COMN-CCT-Bristol
Billing Amount 5,000.00 Revenue Amount 5,000.00 Unit 50100 Currency USD
Accounting Distributions Find | Wiew All First “4' 1 of1 “E' Last
~Effective Date |[0o/01/2019 [ Define Distributions By [*1[=
@ percent | Calculate Amounts |
> Amount
Rewvenue Personalize | Fina | 2| B First (4 1of1 ¥ Last
Activity ~ Source Type  Catego ry Subcategory Affiliats Fund Affiliats stat watic
w1 | oy [s1z =} < [« =} =} =} [« 3 +] [=
< >
Contract Liability Personalize | Find | 2 | B First ‘4 1 of1 ‘' Last
Activity Source Type  Category ~ Subcate gory Affiliate Fund Affiliate Stat walict
01 | [612 (s} (s} (=Y (<} [« (=} (=} ~ = [=
< >
Contract Asset Personal lize | Find | View & | G0 B First (4 1 of1 (* Last
EEEEEEE Activity -?:";;“E Category Subcategory Affiliate Fund Affiliats stat walid
< [ooooiooood |Gy (612 < =} < =} [« < < g
< >
Return to General Information I
5] save [E Return to Search [=7] Notify 7 Update/Display 55 Include History [2# Correct History
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V4

,} Amount — Based Prepaid Line’s Amount Allocation

After you define your amount-based contract and add the products that make up your contract, the next step is to allocate the
contract's Fixed Billing amount, i.e., prepaid amount.

A contract cannot be set to an Active Processing Status until the Fixed Billing has been allocated 100 percent and the
Allocation option has been set to Complete.

Click the Amount Allocation link.

Favorites = | Main Menu = > Customer Confracis » > Create and Amend » > General Information

| Mew Window | Personali

General Lines

I_:Eh
Contract Number 0000002001 = Sold To Customer PIEDMONT CONCRETE CONTRACTORS INC.
Contract Status PENDING
Add Contract Lines [ Add Default Kit

Contract Lines (7 Personalize | Find | View All | G | B First ‘4 10f1 '}/ Last

General || Detail || Biling Amount Details || Revenue Amount Details || Contract Liability

Actions Line Product Description Price Type Standalone Sale Bundle Start Date End Date *Status Supplemental Data

- Actions 1 DEF_PROJE?% Partic Advance-CON-{ Amount N @, [oam1/2019 |5 1] Supplemental Data =]
Billing Flans Revenue Plans Milestones Renewals Amaount Allocation Supplemental Data GoTo |r'.'1|:|re v|
-ij;ﬂSave 1 ',__.;" Return to Search _[2] Motify ] :'.. Add 45 Update/Displa

General | Lines
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V4

On the Amount Allocation page,

(continued)

Billing Allocation tab:

Total Billing and Fixed

Billing: should be prepopulated
with the Fixed Billing amount

you entered on the General

Information page. If not enter

the appropriate amount.

In the Contract Line Pricing

section enter the Fixed Billing
amount in the Billing Amount

field.

4/ Amount — Based Prepaid Line’s Amount Allocation

Favorites = Main Menu »

Billing Allocation

Contract 0000001909

Business Unit 50100

Contract Billing (7

Sold To Customer 0000000001

Currency USD Contract Admin

> Customer Confracts + > Createand Amend~ > General Information

> Amount Allocation

PIEOMONT CONCRETE CONTRACTORS INC.

New Windaw | Help | Personalize Page | I

First ‘& 10f1 ‘b Last

¥ Actions

Total Billing 50,000.00 Unallocated Billing 0.00
Fixed Billing (%
Fixed Billing 50,000.00 Unallocated Fixed Billing £0,000.00
Billing Discounts/Surcharges 0.00 Inclusive Prepaids 0.00
Net Fixed Billing 50,000.00 Allocation | Incomplete v\
| Recalcuate |
Contract Line Pricing (7 Personalize | Find | @] @
Bi\FI{iEntlg-iT'-‘\:ieoe Ling Product Bundle Price Type Quantity  Extended Price | Billing Amount  Rilling Di Surcharges  Net Billing Simulate Billing Pricing  Actions
O 1 DEF_PROJE2% Amount 1.0000 0.00] 50,000.00 0.00 0.00 Simulate Billing Pricing
Select Al [ Clear Al | Recalkculate |
Line Totals (#
Billing Amount 0.00 Recurring Billing 0.00
Discounts/Surcharges 0.00 Billing Limit 0.00 Total Billing 0.00
Prepaids
Return to General Information
[F)save | [Eh Return to Search || ] Notify
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/ Amount — Based Prepaid Line’s Amount Allocation
(continued)

R I I U h . b Favorites » Main Menu = » Customer Coniracts + > Create and Amend » >  General Information > Amount Allocation
° .
ecalculate: Use this button | New Window | Personalize Page | &
to allocate the Billing Biling Alocation
Amount. This process Contract 0000002001 Sold To Customer 0000000001 PIEDMONT CONCRETE CONTRACTORS INC.
updates the Al I Oca'“ on f|e|d Business Unit 50100 Currency USD Contract Admin
from Incomplete to
Com plete Contract Billing (7
Total Billing 5,000.00 Unallocated Billing 0.00
» Click the Save button.
Fixed Billing (?
* Click the Return to General Fixed Billing 5,000.00 Unallocated Fixed Billing 0.00
In fO rm at| on I|n k to return to Billing Discounts/Surcharges 0.00 Inclusive Prepaids 0.00
the Gen eral Inform atl O n Met Fixed Billing 5,000.00 Allocation|(30mp\ele v
LI n es tab " Recalculate
Contract Line Pricing (2 Personalize | Find | & | B Rt @ 101 O Last
Biﬁ;ﬁr;ierr‘iace Line Product Bundle Price Type Quantity  Extended Price  Billing Amount Billing Discounts/Surcharges  Net Billing Simulate Billing Pricing  Actions
O 1 DEF_PROJEZ9 Amount 1.0000 0.00 5,000.00 0.00 500000 Simulate Billing Pricing - Actions
Select Al [ clear Al | Recakuate |
Line Totals (7
Billing Amount £,000.00 Recurring Billing 0.00
Discounts/Surcharges 0.00 Billing Limit 0.00 Total Billing 5,000.00
Frepaids
Return to General Information
[Flsave |J|[@h Return to Search || [ Notify
|
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#/ Prepaid Line’s Billing Plan
/

To access the Billing Plan:

* Onthe Lines tab, click the Billing Plans link at the bottom of the page.
 The Assign Billing Plan page opens.

* Click the Plan link.

Favoriies - | Main Menu - »  Customer Coniracis » >

General | Lines |

Contract Number 0000002001

Create and Amend - >

General Information

Sold To Customer PIEDMONT CONCRETE CONTRACTORS INC.

| New Window | Person

| Add Contract Lines

Contract Lines (2

General i| Detail || Billing Amount Details || Revenue Amount Det3
Actions Line Product Description
« Actions 1 DEF_PROJEZ2S Fartic Advance-CO

[Biling Plans |

|[flsave ||[ah Returnto Search ||[Z] Notify |

Revenue Flans Milestones

General | Lines

Favorites v ‘ Main Menu v > Customer Contracts v > Create and Amend v > General Information

Assign Billing Plan

Contract 0000002001

Contract Lines to be Assigned / Unassigned

Line Product Line Description

O DEF_PROJE29 Partic Advance-CON-CCT-Bristol

Select All [0 Clear Al
Bill Plan to Assign / Unassign

Billing Plan [NEXT Q

Billing Method [ v

Description

Al Assign selected Lines/Sequences to Billing Plan

Return to General Information

|3 Return to Search | |[=] Notify

> Assign Billing Plan

Local - Prepaid Amount Based
Sold To Customer PIEDMONT CONCRETE CONTRACTORS INC.

Billing Amount Price Type Plan Plan Description
5,000.00 Amount Prepaid - Immediate
Billing Plan Template Q
Bill Plan Detail Template ID| Q
Unassign

| Unassign selected Lines/Sequences from Billing Plan

New Window | Personalize Page |

Personalize | | View All | (2| B First ‘4 10f1 2

Billing Method Status

Immediate Pending
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V4
The Billing Plan General tab displays:

» Description field: Defaults. Do not
change.

« Billing Status: Controls your ability
to enter information into, and the
processing that occurs against, the
Billing Plan.

* Values include Pending,
Ready, and Cancelled.

* Ready displays once the
contract is set to Active.

 Ready at Activation check box:
Defaults to checked when the
Billing Status is Pending.

 Pre Approved: Defaults to selected.

Do not change.

Click the Return to Assign Billing
Plan.

» Prepaid Line’s Billing Plan

Favorites | Main Menu ~ > Customer Coniracts + > Create and Amend ~ > General Information > Assign Billing Plan

Billing Plan General History

Bl Unit 50100
PIEDMONT CONCRETE CONTRACTCRS Bill To 0000000001
INC. INC.
Frepaid - Immediate Currency USD

Contract 0000002001
Sold To Customer 0000000001

Billing Plan B101

> Define Billing Plan

Description Prepaid - Immediate ® I"Bf“f"ﬂ Status | Pending hd I
I Billing Method [immediate M Ready at Activation
Customer Infor Amount Detail
Bl Unit 50100 Q %4 Dept of Transportation Billing Amount
*Bill To Customer 0000000001 Q PIEDMONT CONCRETE
Adr N ; CONTRACTORS INC. Total Amount
r Num Q = Total Billing History
Bill To Contact Q,
Billing Options
Bill Type [CCT Q [ Pre Approved
Bill Source |[PROJE Q, LI Direct Invoice
Summarization Template 1D VDOT_OTHER Q VDOT Other

Billing Header Note Internal Notes Preview Summarization Template

Billing Default Overrides
Invoice Form LANDSCAPE |
Cycle ID |MONTHLY Q
Bill By ID PC_OTHER |Q,

View Customer Defaults

Non-Federal Project

Payment Method | v]
Payment Terms Q

Billing Inquiry Q
Billing Specialist Q

Retum to Assign Billing Plan |

|Fl8ave ||[&h Returnto Search 'EI Notify

Billing Plan General | History

El Add

PIEDMONT CONCRETE CONTRACTCORS

5,000.00

5,000.00

0.00

217




4/ Prepaid Line’s Revenue

Plan

Like the regular amount-based contract line, the Revenue Plan contains a list of events defining when revenue is recognized for
the prepaid contract line assigned to that revenue plan. You selected this plan when you added the contract line and the events

on this Revenue Plan are predefined for you.
1. Click the Contract Lines section, Detail tab.

2. Click the Revenue Plan link.

Favorites « ‘ Main Menu « » Customer Confracts » >

General Lines

Create and Amend ~ >

General Information
| New Window | Person

PIEDMONT CONCRETE CONTRACTORS INC.

|_:§|1
Contract Number 0000002001 = Sold To Customer
Contract Status PEMNDING
Add Contract Lines [ Add Default Kit

Contract Lines (7

General | Lines

Personalize | Find | View Al | | B First ‘4/ 10f1 ‘&' Last

General Detail Billing Amount Details Revenue Amount Details Contract Liability
Actions Line Product Description Price Type Billing Plan Revenue Plan Contract Terms Accounting Internal Motes  Ship te Customer Name
I - ) ) NP FIEDMONT CONCRET
- Actions 1 DEF_PROJEZ2S Fartic Advance-CON-| Amount Pending Pending Contract Terms Distribution Internal Motes CONTRACTORS IMC.
< >
Billing Plans Revenue Plans Milestones Renewals Amount Allocation Supplemental Data Go To |More |
[Elsave |G Returnto Search | [[=] Notify | Bk Add || 5 Update/Display
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/
L,

The Revenue Plan page displays.

The Ready at Activation check box
changes to be a Hold check box after
the Plan Status is set to Ready (after
the contract is activated).

The Recognition Method field defaults
to Apportionment for Prepaid Amount-
Based Contracts.

Event Detail section:

» For a amount-based prepaid contract
line, the events are prepopulated
based on the Revenue Plan selected
when the contract line was added.

No update is required.

Prepaid Line’s Revenue Plan (continued)

Favornies ~ Main Menu ~ > Customer Coniracis -

| Revenue Plan |

Revenue Plan

Contract 0000002001

Sold To Customer 0000000001
INGC.

Revenue Plan R101

Create and Amend ~ >

Business Unit 50100
FIEDMCOMNT CONCRETE CONTRACTORS

General Information > Define Revenue Plan

Currency USD
GL Business Unit 50100

GL Currency USD

Description [Apportionment - 12

! Recognition Method Apportionment I
Define Ewv =

@ percent | Calculate Amounts

O Amount
Internal Motes

Apportionment Parameters

Start Date |[09/01/2019 =l
Schedule 1D
Percentage

[ Build Event |

End Date

b33 *Plan Status | Pending ~

Ready at Activation

Amount Detail

Total Amount 5.,000.00
Remaining Percent 000000000
Remaining Amount 0.00

=l Number of Periods

Ewvent Detail Personalize | Find | Wiew Al | 5 | B First ‘4’ 112 0f12 ‘b Last

Event *Event Status Accounting Date Percent Amount From Date To Date

1 10/31/2019 [ Ewvent Note 533333323 416,67 [09/12/2018 |[E] [10r11/2018  |[H =l

2 11/20/2019 Event Note 833333333 416,67 [10/12/2019 11/11/2019 =1

3 12/31/2019 Event Note 833333333 416,67 [11/12/2019 121142019 =1
a 01/31/2020 [ Ewvent Note 5833333323 416,67 [12/12/2019 | [01/11/2020 |[H =l

5 0Z/29/2020 Event Note 533333333 416,67 [01/12/2020 021172020 =1

5 D3/31/2020 [F] Ewent Note 833333333 41667 [D2/12/2020 |F) [03/11/2020 [Ex1] =1

7 04/20/2020 Ewvent Note 5.33333333 416.67 [02/12/2020 041172020 =l
=] 05/31/2020 Event Note 833333333 416.67 [D4/12/2020 05/11/2020 =1
=] D&/[E2020 [F] Ewent Note 8 33333333 41667 [D5/12/2020 |F) [06F11/2020 [Ex1] =1
10 07/31/2020 [ Ewvent Note 5833333323 416,67 [06/12/2020 | [07/11/2020  |[H =l
11 02/31/2020 Event Note 833333333 416.67 [07/12/2020 0871142020 =1
12 DS/20/2020 Ewvent Note 5.33333327] 416.63 [08/12/2020 D9/11/2020 =l
Return to General Information
|[§]Save ||[@* Returnto Search | |[=] Notify |Es Acd || B Update/Display
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/;/ Accounting for Amount-Based Prepaid Contracts
/

Journal Prefix Credit
:zi:icﬁizzrlsiﬂjl?ze q Bl Accounts Receivable Contract Liability
CA Contract Asset Contract Liability
Cash Received AR Cash Accounts Receivable
Revenue Event Date CAREV Contract Liability Revenue

Once you establish the prepaid for the contract, the initial prepaid is processed during the nightly batch and a bill is created in
the Billing Module. This invoice is finalized and an item is created during batch processing in the Accounts Receivable
Module. Once the item has been created, the cash received from the customer can be applied to the item as a payment.

You can change an initial prepaid amount after it is processed by creating and processing an amendment. One example of
this, is when a prepaid amount is reduced down to the unused prepaid balance.
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}) Lesson 7: Checkpoint
/s

Now is your opportunity to check your understanding of the course material. Read the question and select your answer.

(" )

1. With an amount-based prepaid contract, when is contract liability recognized?

Y4
AN

2.  What controls the number of revenue events when creating an amount-based prepaid contract?
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},) Lesson /7: Summary
/

‘ Creating Non-Federal Amount-Based Prepaid Customer Contract

In this lesson, you learned:

+ Rate-Based prepaid amounts are drawn down as expenditures are incurred against the project associated to the contract.
« A amount-based prepaid contract is set up very similarly to a regular amount-based contract.

« An amount-based prepaid contract is established for a contract when the customer pays in advance and you wish to
recognize the revenue equally over a predetermined period of time.

« For an amount-based prepaid contract line the number of revenue events are pre-populated based on the Revenue
Plan Template selected when the contract line was added. No update is required.
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}) Lesson 8: Introduction
/s

‘ Amending Non-Federal Contracts

This lesson covers the following topics:

« Understanding amendments

« Changing contract header information
« Changing a contract line

« Changing contract terms

« Changing a prepaid

* Changing Contract Amounts
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/;/ Understanding Amendments
/

Once you create a contract and the contract status is Active, most changes to the contract are made using amendments.
Amendments allow you to maintain an audit trail as well as a historical record of changes to the contract throughout its
lifecycle. You can add or remove project/activity combinations to and from a contract line without using an amendment;
however, most modifications require an amendment.

You create an amendment by accessing the Contract Amendments page. On this page, you define the high-level details of
the amendment, including the amendment type and amendment reason. The edits you can make include changing/adding
contract lines, changing contract header information, changing/updating the contract terms, changing/updating the contract
amount, and changing/updating prepaids.

When you save contract amendments, Cardinal saves the new data in a separate amendment table and assigns the
amendment an amendment number. When you are finished creating the amendment, set the amendment to a status of
Ready. You then process the amendment by clicking the Process Amendment button. This process changes the
amendment status to Complete, and the values from the amendment become the current contract values.
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%/ Accessing Amendments Page
/

To create a contract amendment navigate Faortes~ | ManMenu~ > Customer Coniracts ~ > Create and Amend ~ > General Information
to the General Information page using the e -

: .
following path: eneral Information

Enter any information you have and click Search. Leave fields blank for a list of all values.

Main Menu > Customer Contracts >
Create and Amend > General
Information

Find an Existing Value Add a Mew Value

Search Criteria

Business Unit[= ~] 50100

On the Find an Existing Value tab: Contract[begins with (0000001900
Des-:r'lptiu:un

» Enter your search criteria. Sold To Customer{ begins with v|

Customer Name

« Click the Search button. Contract Status[ begins wih |

Processing Status|= ~|

Contract T}rpe
Contract Classification| = ~|
Region Ccde

Contract Admin'lstrator
Master Contract #

[l case Sensitive
Lirmnit the number of results to (up to 300); |300

Je)

LpL L Ll L £

Search || Clear | Basic Search [BF Save Search Criteria

Find an Existing “alues | Add a Mew Value
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»/ Accessing Amendments Page (continued)

s

V4

The General Information page displays. To amend a contract, click the Amend Contract button.

Favorites - | Main Menu - » Customer Contracts» > Createand Amend~ > General Information

Related Content » | New Window | Help | Personali

! General | Lines I Amendments

Contract Number 0000001903 Sold To Customer PIEDMONT CONCRETE CONTRACTORS INC.
Amendment Number 0000000000 *Contract Status ACTIVE x|Q
Amend Contract | Add to My Contracts |

Description |Local Confract Processing Status Active

Contract Admin Q Amendment Status Complete
Region Code Business Unit %A Dept of Transportation
Contract Type L Contract Classification Standard
Currency Code USD Last Update Date/Time 10/17/2018 11:25:18AM
Exchange Rate Type CRRNT Last Update User ID TERELLE WALKER

Separate Fixed Billing and Revenue:
Separate As Incurred Billing and Revenue:

Contract Signed 10/01/2013

Contract Role
Revenue Profile
Use Project ChartFields: ¥

p Other Information

b Summary of Amounts (7

Billing Plans Revenue Plans Milestones Renewals Supplemental Data GoTo |More v|

|[f]save ||[ar Retunto Search ||[=] Notify | |E: Add || A Update/Display

General | Lines | Amendments
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/ Understanding Amendments (continued)

Favarites » Main Menu » » Customer Confracts » » Createand Amend» >  General Information

All amendments require you to select the
Amendment Type and Reason when you Related Contg

Geperal § Lines || Amendments

begin the amendment process.  fF— " o

Contract Number 0000001903 FEE Sold To Customer PIEDMONT CONCRETE CONTRACTORS INC.
. Amendment Type: High_|eve| indicator Pending Amendment 0000000001 Contract Status ACTIVE
that enables categorization of
| View Current
amendments.
Amendments Personalize | Find | View All | @| @ First &/ 1-20f2 &) Last

General || Sfatistics | Biling Amended Amounts || Revenue Amended Amounts || Misc.

 Reason: Provides a quick reference as to

Amendment

why the amendment was initiated. pmetviment | (AmendmentType — Process DHE staus i

0000000000 0M72018 Complete  Defal  Nofes

In this example, you will update the contract 0000000001 | [Contract Header v| [[Amend Header nio v (0292018 ) Pendng  Detal Notes
header information, Contract Signed date. — evente P et . R - T

From the Amendments tab:

[/Save §l|[ah Return to Search || [=] Notify

+ Selectthe Amendment Type of
Contract Header.

General | Lines | Amendments

 Select the Reason of Amend Header
Info.

* Click the Save button.

* Click the General tab.
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s

V4

4

On the General tab you can update

the header fields as needed, to
include:

« Contract Type
« Contract Signhed date
* Legal Entity

Once you have made the
appropriate update:

* Click the Save button.

* Click the Amendments tab.

Amending Contract Header Information (continued)

General

Favorites v | Main Menu v > Customer Confracts v >

|l Lines IAm;endmentsI

Contract Number 0000001203

Pending Amendment 0000000001

| View Current |

Description |Local Contract

Contract Admin

Create and Amend» > General Information

Region Code
I Contract Type |L

el (O

Currency Code USD
Exchange Rate Type CRRNT

IContract Signed 10/01/2013

kb

Contract Role
Revenue Profile

Other Information

Template Contract

Master Contract
[JLegal Review Complete
O credit Check Complete

£ 0

DCOHT&]HS Cotermination Lines

Summary of Amounts (7

Billing Plans Revenue Plans Milestones

,5\“ Return to Search | |[=] Notify

General | Lines | Amendments

Renewals

Related Confent » | New Window | Help | Persona

Sold To Customer FIEDMONT CONCRETE CONTRACTORS INC.

*Contract Status ACTIVE

| Add to My Contracts

Processing Status Active

Amendment Status Pending

Q

Business Unit A Dept of Transportation

Contract Classification Standard

Last Update Date/Time 10/28/2013 11:23:234AM

Last Update User ID TERELLE.WALKER

Separate Fixed Billing and Revenue:
Separate As Incurred Billing and Revenue:

Parent Contract

Master Contract

ILegal Entity[STATE

jel Jelyel

Purchase Order
Proposal 1D
Federal Region Code |03

Amount Allocation Supplemental Data

Go To [More v

[Ey Add |[ A Upc
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}) Changing Contract Header Information (continued)
/

The Amendment Status is Pending.

Click the Detail link to access the Amendment Details page to complete the amendment.

Favorites v ‘ Main Menu v > Customer Contractsv > Createand Amend~ > General Information

Related Conig

General H Lines H Amendments

=13
Contract Number 0000001903 i—]@ Sold To Customer PIEDMONT CONCRETE CONTRACTORS INC.

Pending Amendment 0000000001 Contract Status ACTIVE

i View Current 1

Personalize | Find | View All | (2 | [ First ‘&' 1-20f2 ‘»/' Last

Amendments

| General || Statistics H Billing Amended Amounts || Revenue Amended Amounts [ misc. ‘

Amendment Amendment Type Reason Process Date gg\&nsdment Detail Notes

0000000000 10/17/2018 Complete Detail Notes

0000000001 | Contract Header v| [Amend Header Info v| (1012972018 |[]] Pending Detail Notes

Billing Plans Revenue Plans Milestones Renewals Amount Allocation Supplemental Data GoTo m

[§]save ||[ah Returnto Search ||[=] Notify |

General | Lines | Amendments
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/,/ Changing Contract Header Information (continued)
/

The Amendment Details page
displays. Review the details in the
Amendment Components section
to ensure the changes entered in the
amendment are accurate then
Process the amendment.

To process the amendment, change
the Amendment Status field from
Pending to Ready.

Click the Process Amendment
button.

Favorites ‘ Main Menu = » Customer Contracts» » Create and Amend» > General Information

Amendment Details

Confract 0000001903 Amendment Number 0000000004

Sold To Customer 0000000001

Amendment Type Contract Header Process Date ggg;ﬁ:lged
Amendment Reason Amend Headsr Info I"Amendment StatusEEEL] l Process Amendment ||
Total Billing Adjustment 0.00 Total Revenue Adjustment 0.00
Fixed Billing Adjustment 0.00 Fixed Revenue Adjustment 0.00
Fixed Billing Allocation Incomplete Fixed Revenue Allocation Incomplete
p Additional Amendment Details
Reference ID User Ref #1
User Ref #2
Amendment Components Personalize | Find | View All | @] @ First ‘4’ 1of1 B Last

General || Statistics

Component Amend Ref #1 Label Fieldname Edit Type Old Value New Value

1 Contract Header Signed on Update 2018-10-01 2018-09-03

Internal Notes
Return to General Information

Eﬂ Save | '_33‘ Return to Search | (=] Notiiy |
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Changing Contract Header Information (continued)

L

The Amend Status changes to Complete. This process automatically saves any amended changes.

Click the Return to General Information page.

Favorites - | Main Menu - > Customer Contracts ~ > Create and Amend ~ > General Information

Amendment Details

Contract 0000001903 Amendment Number 0000000001
Sold To Customer 0000000001 Amendment Completed On - 10/2%2012 12:01PM
Amendment Type Contract Header Process Date 10/2%/2012
Amendment Reason Amend Header Info | Amendment Status Complete |
Total Billing Adjustment 0.00 Total Revenue Adjustment 0.00
Fixed Billing Adjustment 0.00 Fixed Revenue Adjustment 0.00
Fixed Billing Allocation Incomplete Fixed Revenue Allocation Incompleie

Additional Amendment Details

Reference ID User Ref #1
User Ref #2
Amendment Components Personalize | Find | View All | @] E First ‘4 1of1 '} Last
General || Statistics
Component Amend Ref #1 Label Fieldname Edit Type Old Value Mew Value
1 Contract Header Signed on Update 2018-10-01 2018-09-03

Internal Motes

Return to General Information I

[=]save |[[2" Returnto Search | (=] Notify
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//;j Adding a Contract Line (continued)

Click the Lines tab. To modify contract line(s), you can create an amendment and then modify the contract line. Click the
Amend Contract button.

Favorites | Main Menu - » Customer Contracts + > Create and Amend~ > General Information

Related Content v | New Window | Help | Personalize Page | &

General §| Lines | Amendments

Contract Number 0000001903 Sold To Customer PIEDMCONT CONCRETE CONTRACTORS INC.

Amendment Number 0000000001 Contract Status ACTIVE

| Amend Contract |

Contract Lines (7 Personalize | Find | View All | 2] EE  Fist 0 10f1 &) Last
General | Detail | Biling Amount Details || Revenue Amount Details |

Standalone

Actions Linga Product Description Price Type Zale Bundle Start Date End Date Status Supplemental Data
- Actions 1 MGE&SE_CON34_100 Mist - CON - State Ag| Rate a [#) [#] Active Supplemental Data
Billing Plans Revenue Plans Milestones Renewals Supplemental Data GoTo | Mare V|

|[flsave ||[ch Retunto Search |

=] Notify |

General | Lines | Amendments
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/;j Adding a Contract Line (continued)

Clicking the Amend Contract button Favorites ~ ‘ Main Menu - » Customer Confracts» : Create and Amend
brings you to the Amendments tab.
For this example, a new contract line

General | Lines | Amendments

»  General Information

Related Conte

. |_:§h
WI" be added' Contract Number 0000001903 = Sold To Customer PIEDMCONT CONCRETE CONTRACTORS INC.
. Pending Amendment 0000000002 Contract Status ACTIVE
* Inthe Amendment Type field
select Contract Line. | View Current
Amendments Personalize | Find | View All | 2| B Frst @ 13013 @ Last

* Inthe Reason field, select the
appropriate option (modify, new,
remove). For this examp|e’ New Amendment Amendment Type Reason

Contract Line. 0000000000

General || Statistics || Billing Amended Amounts || Revenue Amended Amounts || Misc.

Process Date

101772013

Amendment

Status Detail

Complete Dietail

o Click the Save button. 0000000002 Contract Line W |New Cantract Line W I 103012013 |[5 Pending Detail

0000000001 Contract Header Amend Header Info
* Click the Lines tab.

Billing Plans Revenue Plans Milestones Renewals

IL,L'ISave 'LJ;“ Return to Search |ﬂ Motify '

zeneral | Lines | Amendments

10/29/2013

Amount Allocation

Complete Dietail

Supplemental Data

Notesa

Nofes
Nofes

Nofes

oo
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/;) Adding a Contract Line (continued)

To add a contract line:

Click the Add Contract Lines button and add the contract line following the same process when creating a new contract.

Favarites = ‘ Main Menu » Customer Confracts+ » Createand Amend~ > General Information

Related Content » | New Window | Help | Personalize Page | 13
‘ General H Lines H Amendments

Ehi
Contract Number 0000001903 = Sold To Customer PIEDMONT CONCRETE CONTRACTORS INC.
Pending Amendment 0000000002 Contract Status ACTIVE
| View Current | Add Contract Lines | Add Default Kit

Contract Lines (7

General H Detail ” Billing Amount Details H Revenue Amount Details |

Personalize | Find | View All| ] B Fist (U 10f1 ) Last

Actionz Linea  Product Description Price Type Standalone Sale Bundle Start Date End Date *Status Supplemental Data
v Actions 1 MG&SE_CON34_100 Misc - CON - Stale Ag| Rate O Q g g Supplemental Data
Billing Plans Revenue Flans Milestones Renewals

Amaunt Allocation Supplemental Data GoTo |h.f|ure v|

[§lsave ||[2h Return to Search

=] Notify |

General | Lines | Amendments
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,j Adding a Contract Line (continued)
/

« After the new line is added, click the Save button. In this example, you added one contract line and now the contract has
two lines.

* Click the Amendments tab.

Favorites | Main Menu « > Customer Contracts« > Create and Amend » >  General Information

Related Confent v | New Window | Help | Personalize Page | &

| General H Lines Hlﬁ\mgndmentsl

=
Contract Number 0000001903 Sold To Customer PIEDMONT CONCRETE CONTRACTORS INC.
Pending Amendment 0000000002 Contract Status ACTIVE
| View Current I Add Contract Lines | Add Default Kit
Contract Lines (7 Personalize | Find | View All | £ E First ‘&' 120i2 '} Last

| General || Detail H Billing Amount Details H Revenue Amount Details |

Actions Line Product Description Price Type Standalone Sale Bundle Start Date End Date *Status Supplemental Data
~ Actions 1 MG&SE_CON34_100 Misc - CON - State Ag| Rate O | Q| & | (8] [Active | Supplemental Data
+ Actions 2 MG&SE_CON20_100 Misc - CON - OTH - S| Rate Ul | Q| EH | ) [Active | |Supplemental Data

Billing Flans Revenue Plans Milestones Renewals Amount Allocation Supplemnental Data GoTo | Mare v|

|[glsave || |[ah Retum to Search || [=] Notify |

General | Lines | Amendments
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’) Adding a Contract Line (continued)
/

In the Amendments section under the General tab, click the Detail link.

Favorites = | Main Menu » Customer Contracts~ > Create and Amend » > General Information

Related Conig

General || Lines || Amendments

Contract Number 0000001203 Sold To Customer FIEDMONT COMCREETE CONTRACTORS INC.
Pending Amendment 0000000002 Contract Status ACTIVE
| View Current
Amendments Personalize | Find | View All | £ | ] Firgst ‘4/ 1-3of3 '*' Last

| General |ﬂ Statistics || Billing Amended Amounts || Eevenue Amended Amounts || Misc. |

Amendment

Amendment Amendment Type Reason Process Date Status Detail Motes«

0000000001 Contract Header Amend Header Info 102972013 Complete Detail Motes

0000000000 10172018 Complete Detail Motes

0000000002 Contract Ling w| [New Confract Line S| 10302018 E{I Pending Detail Motes

Billing Plans Revenue Plans Milestones Renewals Amount Allocation Supplemental Data GoTo

\[flsave ||[ah Returnto Search ||[=] Notify |

General | Lines | Amendments
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/jj Changing or Adding a Contract Line (continued)
/

The Amendment Details page displays:

* Update the Amendment Status to Ready.

Favorites - | Main Menu ~

Amendment Details

Contract

Sold To Customer

Total Billing Adjustment
Fixed Billing Adjustment

Fixed Billing Allocation

Reference ID

Amendment Components

» Customer Contracis ~ > Create and Amend

0000001203

0000000001

>

General Information

Amendment Number

Amendment Type | Contract Line

Amendment Reason [ New Confract Line

0.00
0.00

Incomplete

p Additional Amendment Details

General || Templates [l Statistics | [F=2H
Component Amend Ref #1
1 Contract Header Line 2
Amendment Amount Allocation
Return to General Information
[['save |[[a" Returnto Search |[[=] Motify

ooooooD00z2

Total Revenue Adjustment 0.00

Fixed Revenue Adjustment 0.00

Fixed Revenue Allocation Incomplete

Label Fieldname Edit Type
Insert

Internal Notes

User Ref #1

User Ref #2

Old Value

Personalize | Find | View all | 1] E2

New Value

MGE&SE_COMN20_100

First

4

1of1

B

Last
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#/ Changing or Adding a Contract Line (continued)
/

the system.

Favorites Main Menu - > Customer Contracts~ > Create and Amend~ >

Amendment Details

Contract 0000001903 Amendment Number 0000000002
Sold To Customer 0000000001
Amendment Type Contract Line Process Date 10/20/2013

Amendment Reason New Contract Line “Amendment Status I Process Amendment I

Total Billing Adjustment 0.00

Total Revenue Adjustment 0.00

Fixed Billing Adjustment 0.00 Fixed Revenue Adjustment 0.00

Fixed Billing Allocation Incomplete

Fixed Revenue Allocation Incomplete
Additional Amendment Details

e  SEENOP_ S N W = S N VS YV N LN VOV

General Information '
N

A 4
Eavorites -~ | Main Menu ~ > Customer Coniracts = > Create and Amend~ > General Information '
]
Amendment Details
Contract 0000001903 Amendment Number 0000000002
Sold To Customer 0000000001 Amendment Completed On 10312018 11:27AM
Amendment Type Contract Line
Amendment Reason MNew Contract Line I Amendment Status Complete I
Total Billing Adjustment 0.00 Total Revenue Adjustment 0.00
Fixed Billing Adjustment 0.00 Fixed Revenue Adjustment 0.00
Fixed Billing Allocation Incomplete Fixed Rewvenue Allocation Incomplete
P Additional Amendment Details
Reference ID User Ref #1
User Ref #2
me omppnents rsonalize | Find | Wiew All | @l First 2.4 F1 > Last

Click the Process Amendment button. The Amendment Status updates to Complete and all changes are now active in
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#/ Changing or Adding a Contract Line (continued)
/

Favorites « Main Menu - >

Amendment Details

Contract 0000001903

Sold To Customer 0000000001

Amendment Type Contract Line

Amendment Reason

Total Billing Adjustment 0.00
Fixed Billing Adjustment 0.00

Fixed Billing Allocation Incomplete

Additional Amendment Details

Customer Contracts - >

New Contract Line

Create and Amend ~ > General Information

Amendment Number 0000000002

Process Date 10/30/2018

*Amendment Status ~

Total Revenue Adjustment 0.00
Fixed Revenue Adjustment 0.00

Fixed Revenue Allocation Incomplete

Process Amendment

A\ 4
Favorites - | Main Menu ~ > Customer Coniracts ~ > Create and Amend ~ > General Information '
M
Amendment Details
Contract 0000001203 Amendment Number 0000000002
Sold To Customer 0000000001 Amendment Completed On  10721/2013 11:27AM
Amendment Type Contract Line Process Date 10/20v2013
Amendment Reason MNew Confract Line I Amendment Status Complete I
Total Billing Adjustment 0.00 Total Revenue Adjustment 0.00
Fixed Billing Adjustment 0.00 Fixed Revenue Adjustment 0.00
Fixed Billing Allocation Incomplete Fixed Revenue Allocation Incomplete
b Additional Amendment Details
Reference ID User Ref #1
User Ref #2
me omppnents rsonalize | Find | View All | §J | First oot 1 &) Last
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4/ Changing the Contract Amount

You can also amend the Contract Amount for an amount-based contract to increase or decrease the amount. This change
must be done through an amendment.

To amend the contract amount, navigate using the following path:

Main Menu > Customer Contracts > Create and Amend > General Information
* Click the Lines tab.

* Click the Amend Contract button. The Amendments tab displays.

Favorites ‘ Main Menu - > Customer Contracts » > Create and Amend » >  General Information
| New Window | Help | Personalize Page
General I Lines I Amgndments
Contract Number 0000001807 e Sold To Customer PIEDMONT CONCRETE CONTRACTORS INC.
Amendment Number 0000000000 Contract Status ACTIVE
| Amend Contract I
Contract Lines (7 Personalize | Find | View Al | 2] = First ‘4 1of1 &' Last

General Detail Billing Amount Details Revenue Amount Details Deferred Revenue

Standalone

Actions Ling& Product Description Price Type Sale Bundie Start Date End Date Status Supplemental Data
- Actions 1AMT_PROJE29 Fartic - CON - CCT - f| Amount Q |D8I01/2018 |[5] [EH Active Supplemental Data
Billing Plans Revenue Plans Milestones Renewals Supplemental Data GoTo | Marg hd

[flSave ||[ah Returnto Search | |[Z] Motify
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#/ Changing the Contract Amount (continued)
/

In this example, we are increasing the
amount-based contract amount by
$20,000.

From the Amendments tab:

+ Select an Amendment Type of
Contract Line

« Select a Reason of Modify
Contract Amount.

* Click the Save button.

* Click the Amount Allocation link.

Favorites v ‘ Main Menu v » Customer Confractsv > CreateandAmendv » General Information

General ‘\ Lines | Amendmentsl

Contract Number 0000001907
Pending Amendment 0000000001

View Current

Amendments

Sold To Customer PIEDMONT CONCRETE CONTRACTORS INC.
Contract Status ACTIVE

Personalize | Find |View Al | @ B First (© 12012 @ Last

General | Statistics || Billing Amended Amounts ‘ Revenue Amended Amounts H Misc. ‘

Amendment

Amendment Amendment Type Reason *Process Date Status Detail Notesa
0000000001 | Contract Line v| [Moify Contract Am v[ 10131/2018 (5 Pending Detail Notes
0000000000 10/23/2013 Complete Detail Nofes
Billing Plans Revenue Plans Milestones Renewals Amount Allocation Supplemental Data

[ Save \ [ Retumto Search || ] Notify |

General | Lines | Amendments

oo
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4/ Changing the Contract Amount (continued)

Any tlme you modlfy a ContraCt Favorites + Main Menu ~ > Customer Confracts » > Createand Amend » > General Information > Amendment Amount Allocation
New Window | Help | Personalize Page |
amount for an amount-based contract s A
line, you must allocate the adjustment (Coniract 0000001207
Business Unit 50100 Amendment 00000000041
amount across your amount-based Sold To 0000000001 PIEDMONT CONCRETE CONTRACTORS INC. Amendment Type Contract Line
COntraCt |IneS US|ng the Am endment Currency USD Amendment Reason Modify Contract Amt
Billing Allocation page. Contract Billing (7
I Total Billing Adjustment 20,00000, | Unallocated Billing 000
Contract B||||ng section: Total Billing After Adjustment 5,000.00
Fixed Billing (7
* Enter the total adeStment amount, | Fixed Billing Adjustment 20,0000/ Unallocated Fixed Billing 000
positive or negative’ in the Total Discount / Surcharge 0.00 Inclusive Prepaids Adjustment 0.00
Billing Adjustment field. et s e — e
Contract Line Pricing (2 Personalize | Find | | E First ‘4 1 of1 &) Last
Fixed Billing section: S N
e e o Glimg  Newoilng _ Adtwet  AdwOlig | Adutoews e OiomfScue Nl oo singpiong
» Enter the total adjustment amount, o
o . . . o AMT_PROJE29 5,000.00 5,000.00 000 5,000.00 Simulate Siling Pricing
positive or negative, in the Fixed —
II d f Id Miselect au O crear A | Recalculate |
BI Ing A JUStment 1€ ) Adjustment Line Totals (2
Billing Amount 0.00 Recurring Billing 0.00
Discounts/Surcharges 0.00 Billing Limit 0.00 Total Billing 0.00

Frepaids

Return to General Information

[/save ||[@ ReturntoSearch ||[=] Notity |
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#/ Changing the Contract Amount (continued
/

Favorites -

Amendment Billing Allocation

Contract 0000001907
Business Unit 50100

Sold To 0000000001
Currency UsSD

Contract Billing (7

PIEDMONT CONMCRETE CONTRACTORS INC.

Main Menu - > Customer Confracis + > Create and Amend ~ > General Information > Amendment Amount Allocation

Amendment 0000000004

Amendment Reason NModify Contract Amit

Prepaids

Return to General Information

|[i)save ||[<h Returnto Search | |[=] Notify

Amendment Type Contract Line

MNew Window | Help | Personalize Page |

| Total Biling Adjustment | 20,000.00 | Unallocated Billing
Total Billing After Adjustment 5,000.00
Fixed Billing (%2
| Fixed Billing Adjustment| 20,000.00] | Unallocated Fixed Billing
Discount / Surcharge 0.00 Inclusive Prepaids Adjustment
MNet Adjustment 0.00 Allocation | Incomplete
Contract Line Pricing (7
Amounts || Detail
Retrieve  Line ey C;an”t Mew Billing Adjustment  Adjust Billing Adjust Revenue
Billing Price Number Amouan Amount  Billing Amount Retroactively Retroactively
O 1 AMT_PROJEZ29 5,000.00 | 5,000.00
Miselect Au O clear an
Adjustment Line Totals (7
Billing Amount 0.00 Recurring Billing 0.00
Discounts/Surcharges 0.00 Billing Limit 0.00

0.00
Q.00
Q.00
<] I
Recalculate |
Personalize | Find | 2] E& First (4' 1of1 (&) Last
Reverse Digcount/Surcharge New Net .. — -
Amounts Adjustment Billing Simulate Billing Pricing
0.00 5,000.00 Simulate Billimg Pricing
| Recalculate |
Total Billing 0.00
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#/ Changing the Contract Amount (continued)
/

Favorites » | Main Menu - > Customer Confracts » > Create and Amend » > General Information > Amendment Amount Allocation

Contract Line Pricing section: , , 5'
New Window | Help | Personalize Page |

Amendment Billing Allocation

* Update the New Billing Contract 0000001907
Amount to reflect the Business Unit 50100 Amendment 0000000001
amended total biIIing for the Sold To 0000000001 PIEDMONT CONCRETE CONTRACTCRS INC. Amendment Type Contract Ling
Iine_ Currency USD Amendment Reason Modify Contract Amt

Contract Billing (7

* Make sure the Adjust Billing

Total Billing Adjustment 20,000.00 Unallocated Billing 000
Retroactively and Adjust
. Total Billing After Adjustment 5,000.00
Revenue Retroactively
check boxes are both Fixed Billing (2
unchecked. Fixed Biling Adjustment 20,000.00 Unallocated Fixed Billing 0.00
Discount / Surcharge 0.00 Inclusive Prepaids Adjustment 0.00
° i B B
Click the Recalculate button. Net Adusiment " — 7]
| Recakcuate |
Contract Line Pricing (7 Personalize | Find | ] B ome 1ot 0 Last
Amounts || Detail
" " Current — . . — . "
Retrieve  Line - New Billing Adjustment § Adjust Billing Adjust Revenue Reverse Discount/ Surcharge New Net . - e
Eillng Price Number  Froduct e Amount | Billing Amount | Retroactively Retroactively | Amounts Adjustment  Eilling “imulate Billing Pricing
O 1 AMT_PROJE29 5,000.00 25,000.00 0.00  5,000.00 Simulate Billing Pricing

Miseiect a1 O ciear Al | Recalculate

Adjustment Line Totals (2

MMW\M’WW
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Changing the Contract Amount (continued)

R . Favorites = | Main Menu > Customer Confracts + > Create and Amend ~ > General Information > Amendment Amount Allocation
The AI | ocation fleld upd ates Mew Window | Help | Personalize Page |
to Com p lete. | Amendment Billing Allocation |
Contract 0000001907
Business Unit 50100 Amendment 0000000001
* Click the Save button. Sold To 0000000001 PIEDMONT CONCRETE CONTRACTORS INC. Amendment Type Contract Line
Currency USD Amendment Reason Modify Contract Amt
® C“Ck the Return tO Contract Billing (¢
General Information link. Total Biling Adjustment 2000000 Unallocated Billing 0.00
Total Billing After Adjustment 25,000.00
Fixed Billing (2
Fixed Billing Adjustment 20,000.00 Unallocated Fixed Billing 0.00
Discount / Surcharge 0.00 Inclusive Prepaids Adjustment 0.00
Net Adjustment 20,000.00 | Allocation [Complete M |
Contract Line Pricing (2 Personalize | Find | @I E First ‘4 10f1 '*/ Last

Amounts || Detail

Current

Retrieve Line . New Billing Adjustment Adjust Billing Adjust Revenue Reverse Dizcount/Surcharge New Net .. — e
Billing Price Number  Froduct AE_::,':J"H‘% Amount Billing Amount R ively R ively Amount: Adjustment Billing Simulate Billing Pricing
[} 1 AMT_PROJEZ29 5,000.00 25,000.00 20,000.00 | | 0.00 25,000.00 Simulate Billing Pricing
Select All O Clear All Recalculate
Adjustment Line Totals (2
Billing Amount 20,000.00 Recurring Billing 0.00
Discounts/Surcharges 0.00 Billing Limit 0.00 Total Billing 20,000.00

Frepaids

Return to General Information I

|[isave |[lh Retum to Search | [ Notify |
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#/ Changing the Contract Amount (continued)
/

* Click the Amendments tab.

* Click the Detail link on the contract line you just added.

Favorites = | Main Menu » Customer Confracts » > Create and Amend = > (General Information

Zenesral || Lines || Amendments |

General | Statistics || Billing Amended Amounts || BEevenue Amended Amounts || Misc. |

Amendment Detail

Amendment Amendment Type Reason Process Date Status

0000000000 10/23/2018 Complete Detail
0000000001 Contract Ling Madify Contract Amt 1073172013 FPending Detail

Billing Flans Fevenue Plans Milestones Renewals Supplemental Data

\[flsave ||[ah Returnto Search ||[Z] Notify |

Feneral | Lines | Amendments

1-20f2 ‘&) Last

Contract Number 0000001207 rord Sold To Customer FIEDMOMNT COMCRETE CONTRACTORS INC.
Amendment Number 0000000000 Contract Status ACTIVE
| Amend Contract
Amendments Personalize | Find | View All | IE—'l @ Firgt ‘4

MNotes &

Motes

Motes

Go To
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,} Changing the Contract Amount (continued)
/

The Amendment Details page
displays:

+ Update the Amendment Status
to Ready.

* A Process Amendment button
displays next to the
Amendment Status field. Click
the Process Amendment
button.

« The Amendment Status
updates to Complete.

* Click the Return to General
Information link.

Favones v Main Menu « > Customef Contrkts» > CremeandAmend~ > Genesal Information

New W
Amendment Details

Coafract 0000001507 Amendment Number 0000000001

Sold To Customsr 0200000001

Amandment Type Contract Ling Process Date QX27/2019

*Amendment Status |(7F

Amendment Reason Modfy Contract Amt

Total Billing Adpastment 20,000 00 Total Revenue Adjustment 20000 00
Fixed Revenue Adjustment 20000 00

Fixed Revenus Allocation Comglese

Fixed Bilking Adjastment 2000000

Flued Billing Allocation Compiete
» Additional Amendment Details

Roference 1D Usar Ref #1

B I e i N s S W ¥ W

Favortes » Main Meru ~ 3 Customer Contratts» > CreateandAmend~ & General information

New Wind|
Amendment Details

Contract  DOOCOC1S07 Amendment Number 0000000001

Sold To Customer 0000000001 Amendment Completed On 03272019 11:38AM

Amendment Type Contract Line
Amendment Reason Modsy Conract Amt

Process Date 032772019
Imandmt Status Compiete I

Total Billing Agjustment 20,000 00
Fixed Bilting Adjustmant 20,000 00
Fixed Billing Allocation Compiete

Total Revenue Adjustment 20 00000
Fixed Rovenue Adjustment 20000 00
Fixed Revenuo Allocation Compiete

e o ' VWYY YYYYYYYYYYYYYYYYYYY

1Ny N3 {0Mn

I Return to General Information I

WSave | LM Retwn o Search || ) Nottly
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/,/ Changing the Contract Amount (continued)
/

The Billing Plan and Revenue Plan statuses must be reviewed, and updated, if needed.
From the General Information page:

* Click the Lines tab.

* Inthe Contract Lines section, click the Detail tab.

* Inthe Billing Plan field, click the Action Required link.

Favorites « ‘ Main Menu « > Customer Contracts» > Create and Amend~ > General Information

General I' Lines I' Amendments |

Contract Number 0000001907
Amendment Number 0000000001

Sold To Customer FIEDMCNT COMCRETE CONTRACTORS INC.
Contract Status ACTIVE

| Amend Contract |

Contract Lines (#
General m Billing Amount Details || Revenue Amount Details || Deferred Revenue |

Internal Motes

| New Window | Help | Persenalize Page | B2

Personalize | Find | View Al | ] B First ‘4’ 1of1 '} Last

Internal Notes  Ship to Customer Name

FIEDMONT CONCRETE
CONTRACTORS INC.

Actions Ling« Product Description Price Type Billing Plan Revenue Plan Contract Terms Accounting
- Actions 1 AMT_FROJEZS Partic - COM - CCT - || Amount Action Required | Action Required Contract Terms Distribution
Billing Flans Revenue Flans Milestones Renewals Supplemental Data GoTo |h.-1|3re

b

[[§]save ||[ch Returnto Search ||[=] Notify |

General | Lines | Amendments
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In the Event Detail section click the +
icon to add a new Event row. Update the
Amount field for the amount of the
contract adjustment.

Note: Be sure the Event number is the
same when the Revenue Plan page is
updated.

Update the Event Status to Ready and
the Event Date to the date the new
Amount should bill.

Click the Save button. The Total Amount
and Remaining Amount fields are
updated to reflect the addition of the new
Event line.

Click the Billing Plan General tab.

»/ Changing the Contract Amount (continued)

The Billing Plan General tab displays. Click the Events tab. In this example you increased the contract amount by $20,000
therefore you must add a Billing Plan Event for the same amount.

Favorites + | Main Menu +

IEiIIing Plan General I Events Iﬂiston,r

Contract 0000001207
Sold To Customer 0000000001

Billing Plan B101

Define Events

> Customer Confracts » > Create and Amend » > General Information

Bl Unit 50100
PIEDMONT CONCRETE CONTRACTCRS Bill To 0000000001
INC.

Amount Based - Milestong Currency USD

Amount Detail

OPercent Total Amount
® Amount
Remaining Amount
Add Milestone
Event Detail Personalize | Find | & | E
Event Actions Event Type *Event Status Event Date
1 ~Actions  Date 1010112018 Event Note
2 - Actions Date I Ready | 117012018 I Event Note
3 ~ Actions Dale | [Pending v| [121012019 | EventNote

Return to General Information

I [5] Save I |ah Return to Search || [=] Notify

Billing Plan General | Events | History

> Define Billing Plan

PIEDMONT CONCRETE CONTRACTORS INC.

25,000.00

0.00

First ‘4 130f3 '} Last

Amount

5.000.00 [&] =]

2u,uno_O|£|

0.00 & [=]

|=4 Add

5 Update/Display
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#/ Changing the Contract Amount (continued)
/

Return to General Information

|[5] save

|55 Return to Search | [ Notify |

Billing Plan General | Events | History

Favorites = | Main Menu - » Customer Coniracts » » Create and Amend » > General Information » Define Billing Flan
Billing Plan General || Events ||| History
Contract 0000001207 Bl Unit 50100
Sold To Customer 0000000001 PIEDMOMNT COMCRETE CONTRACTORS Bill To 0000000001 FIEDMONT COMCRETE CONTRACTORS INC.
IMC.
Billing Plan B101 Amount Based - Milestone Currency USD
Define Events Amount Detail
O Percent Total Amount 25.000.00
® Amount
Remaining Amount 0.00
Add Milestone
Event Detail Personalize | Find | Y] e First ‘4 1-30f3 ‘}' Last
Event Actions Event Type *Event Status Event Date Amount
1 ~ Actions Date Ready wv| 10/0172019 Ewvent Mote 5,000.00 =]
2 + Actions Date Ready v| 11012019 Event Mote 20,000.00 |E|
3 ~ Actions [Date ~| [Pending v] [1201/2019 |5 Event Note 0.00] [+ [=]

|Ek Add || Update/Display
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#/ Changing the Contract Amount (continued)
/

The Billing Plan General page displays. The Billing Status must be updated for the contract to process the new event.

» Click the Reviewed button. The Billing Status is updated to In Progress.
* Click Return to General Information link.

* Click Lines tab.

* Click Revenue Plan link.

Favorites « Main Menu ~ » Customer Confracts + > Create and Amend ~ > General Information > Define Billing Plan
New Windo
Billing Plan General | Events | History
Contract 0000001907 Bl Unit 50100
Sold To Customer 0000000001 FIEDMONT COMCRETE CONTRACTORS Bill To 0000000001 FIEDMONT CONCRETE CONTRACTORS
INC. INC.
Billing Plan B101 Amount Based - Milestone Currency USD
Description [4mount Based - Milestone x *Billing Status |Action Required  [¥] : % *Billing Status In Progress
p u ! e AL L= - Action Reviewed  Actions
Billing Method |Milestone ~] Hold OHold
Customer Information Amount Detail
Bl Unit 50100 WA Dept of Transportation Billing Amount 25,000.00
*Bill To Customer 0000000001 AONT
* CONTRACTORS NG, Total Amount 2500000
1
Addr Num Q = Total Billing History 0.00
Bill To Contact Q
Events Billed To Date 0.00
Billing Options
Bill Type |CCT Q [ Pre Approved
Bill Source PROJE Q. ] pirect Invoice
Summarization Template ID VDOT_OTHER &} VDOT Other
Billing Header Note Internal Notes Preview Summarization Template
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4/ Changing the Contract Amount (continued)

Review the Revenue Plan to ensure it too has been modified as expected. In this example you increased the contract
amount by $20,000, therefore you must create a $20,000.00 Revenue Event.

o In the Event Detall SeCtion CIiCk the + icon tO Favorites = ‘ Iain Menu - > Customer Confracts » > Createand Amend » > General Information > Define Revenue Flan
add a new Event row. TR
. Revenue Plan
* Update the Amount field for the amount of
the ContraCt adjustment amount. Contract 0000001207 Business Unit 50100 Currency USD
Sold To Customer 0000000001 PIEDMONT CONCRETE CONTRACTORS GL Business Unit 50100
INC.
* Also, update the Event Status to Ready and RevenuePlan  { RI01 GL Currency USD
the Accounting Date to the same date
entered on the Billing Plan for the new Desciption jAmount Based - Miestone [Plan staus cton Requred - Actions
Event_ Recognition Method Milestone [IHold
Define Events By |
. A Detail
« Click the Save button. The Total Amount Operen mounteta -
.. . Amount otal Amoun 25,000.00
and Remaining Amount fields are updated to | e s Preview Revente Remaining Amount 0
reflect the addition of the new Event line. Add lilestone :
) ] ) Event Detail Personalize | Find | View All| £ B Fst (0 130f3 ) Last
* CIICk the ReVIeWEd bUtton Thls upda'teSthe Event Event Type *Event Status Accounting Date Amount
Plan Status to Ready. The revenue entries
) ) 1 [Date v| [Ready v| 100172018 [ Event Note 5,000.00| [+] [=]
for this event will be generated on the - =5
- . 2 11/01/201 £ Not 20,000.00] (] [=
specified accounting date once the Plan = Jren e
: 3 Date wv| [Panding v| [12i0172019 [ EventNote 0.00|[+] [=]
Status is updated. | | |
Return to General Informationl
« Click the Return to General Information link. |[5g: 15 reunwsean |2y Bl T
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7} Changing the Contract Amount

For this example, we will decrease the Contract Amount for an amount-based contract below the billed amount. This

change must be done through an amendment.
To amend the contract amount, navigate using the following path:

Main Menu > Customer Contracts > Create and Amend > General Information

* Click the Lines tab.

* Click the Amend Contract button. The Amendments tab displays.

Favoriies « | Main Menu + > Customer Coniracis ~ > Create and Amend ~ > General Information

? General | Lines I Amendments i

=hi
Contract Number 0000001955 ;'—l@ Sold To Customer HRSD
Amendment Number 0000000000 Contract Status ACTIVE
Amend Contract
Contract Lines (% Personalize | Find | View All | El | E

General Detail Billing Amount Details Revenue Amount Details Contract Liability |

First ‘4’ 10f1 "}/ Last

[[F]save |[&h Returnto Search | [[=] Notify |

General | Lines | Amendments

Actions Line Product Description Price Type  Standalone Sale Bundle Start Date End Date Status Supplemental Data
- Actions 1 AMT_PROJEST Partic - COM - OTH - 5| Amount QL (01072019 |[H) [H] Active Supplemental Data
Billing Plans Revenue FPlans Milestones Renewals Supplemental Data GoTo |Mnre v|
B add || B up

| New wi
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#/ Changing the Contract Amount (continued)
/

In this example, we are decreasing the amount-based contract amount. From the Amendments tab:
+ Selectan Amendment Type of Contract Line

« Select a Reason of Modify Contract Amount.

» Click the Save button.

* Click the Amount Allocation link.

Favorites v ‘ Main Menu v > Customer Contracts v > Create and Amend v > General Information
| New W
General \ Lines | Amendments \
%
Contract Number 0000001955 Sold To Customer HRSD
Pending Amendment 0000000001 Contract Status ACTIVE

View Current \
Amendments Personalize | Find | View All | G| B Fist @ 120f2 2 Last
| General | Statistics \ Billing Amended Amounts || Revenue Amended Amounts \ Misc. | [0
Amendment Amendment Type Reason Process Date gg:unsdment Detail Notes
0000000000 02/01/2019 Complete Detail Notes
0000000001 Contract Line || [Modify Contract Amt v|| 100972019 |5 Pending Detail Notes
Billing Plans Revenue Plans Milestones Renewals Amount Allocation Supplemental Data GoTo [More v
[ save \l@“ Return to Search | |[=] Notify [Eh Add || £ Update/Display
General | Lines | Amendments
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4/ Changing the Contract Amount (continued)

Any tl m e yo u mOd Ify a CO ntract Favorites | IMain Menu + » Customer Confracis » > Createand Amend ~ >  General Information > Amendment Amount Allocation
amount for an amount-based contract Amendinent E‘”“(“f "t”"“t"“"“

] ) ontract 0000001907

||ne, you must allocate the adeStment Business Unit 50100 Amendment 0000000001
amou nt acrOSS your amount_based Sold To 0000101206 JAMES CITY COUNTY Amendment Type Contract Ling

Currency USD Amendment Reason Modify Coniract Amt

contract lines using the Amendment
Billing Allocation page. In this

Contract Billing (7

scenario, we will reduce the contract Lrcersimg dsen £x0w | Unallocated Biling 000
! Total Billing After Adjustment 10,128.00
amount by $5,000. '
y Fixed Billing (7
Contract BIIIIng SeCtion' |FixeuBi||ingAd'usm1em -EODD.DOI Unallocated Fixed Billing 0.00
) Discount / Surcharge 0.00 Inclusive Prepaids Adjustment 0.00
H et Adjustmen ] ocation[lncamplete~— v/] .
« Enter the total adjustment amount, et Adusment v N [ Feaae_|
positive or negative, in the Total Contract Line Pricing (2 Personalize | Find | B0 B First © 101 ® Los

Amounts || Detail

Billing Adjustment field.

. o G it . o — - .
Biﬁi?%li’vr?ce Numper  Product AE;EEH:% e g Bi”ﬁ‘,'g'jmﬁm ﬁdﬂ"mﬂ""?f st Hevenue Ry Reverse D'“"””gi%ggﬁg‘ﬁ "E'ﬁﬁ'f; Simulate Billing Pricing
Fixed Bllllng section: O 1 ANT_PROJE33 1012800 [ 10,2800 000 10,123.00 Simuiate Biling Pricing
. Misaiect a1 O crear | Recacuate |
« Enter the total adjustment amount,
. . . . Adjustment Line Totals (?
positive or negative, in the Fixed
—_— . . Billing Amount 000 Recurring Billing 0.00
Billing Adjustment field.
Discounts/Surcharges 0.00 Billing Limit 0.00 Total Billing 0.00

Prepaids

Return to General Information

[E save | [&" Return to Search ] Notify
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#/ Changing the Contract Amount (continued)
/

Favorites + | Main Menu - >

Amendment Billing Allocation

Contract 0000001907
Business Unit 50100
Sold To 0000101906
Currency USD

Contract Billing (7

Customer Confracis » >

Create and Amend ~ >

JAMES CITY COUNTY

Prepaids

Return to General Information

|[F)save ||[E Retun to Search ||[=] Notify |

General Information

> Amendment Amount Allocation

Amendment 0000000001
Amendment Type Contract Ling

Amendment Reason Modify Contract Amt

0.00 10,128.00 Simulate Billing Pricing

Total Billing Adjustment | -5,000.00] Unallecated Billing 0.00
Total Billing After Adjustment 10,128.00
Fixed Billing (7
| Fixed Bitling Adjustment | 5,000.00 | Unallocated Fixed Billing 0.00
Discount f Surcharge 0.00 Inclusive Prepaids Adjustment 0.00
Net Adjustment 0.00 Allocation | Incomplete [ | I
Recalculate |
Contract Line Pricing (2 Personalize | Find | £ B
Amounts | Detail
Retrieve Line Product C;miennt New Billing Adjustment Adjust Billing Adjust Revenue Reverse Digcount/Surcharge New Net
Billing Price  Number Amounﬁ Amount  Billing Amount Retroactively Retroactively Amounts Adjustment Billing
O 1 AMT_PROJE33 10,128.00 10,128.00
Mselect i O clear au | Recalculate |
Adjustment Line Totals (7
Billing Amount 0.00 Recurring Billing 0.00
Discounts/Surcharges 0.00 Billing Limit 0.00 Total Billing 0.00

First

Simulate Billing Pricing

Tver R | s

4 10f1 ¥ Last
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Contract Line Pricing section:

Update the New Billing Amount to reflect the
amended total billing for the line.

Make sure the Adjust Billing Retroactively
and Adjust Revenue Retroactively check
boxes are both checked, when you are
reducing the contract amount below the
amount currently billed. If not, the checkboxes
can be unchecked.

Note: If you are increasing the contract
amount, the checkboxes should be
unchecked.

Click the Recalculate button.

The Allocation field updates to Complete.

Click the Save button.

Click the Return to General Information link.

%/ Changing the Contract Amount (continued)

Favorites » Main Menu ~

Amendment Billing Allocation

Contract 0000001807
Business Unit 50100

Sold To 0000101904
Currency USD
Contract Billing (%
Total Billing Adjustment

Total Billing After Adjustment

Fixed Billing (7
Fixed Billing Adjustment
Discount f Surcharge

Net Adjustment

Contract Line Pricing (2

Amounts | Detail

Retrieve  Line

Billing Price Number  FToduct

O 1 AMT_PROJE33

Miselect a1 O clear all

Adjustment Line Totals (7

Billing Amount

Discounts/Surcharges

Frapaids
Return to General Information

I save I;} Retumto Search |[[Z] Notify |

> Customer Coniracts + > Createand Amend » >  General Information

> Amendment Amount Allocation

Amendment 0000000001

000  5,128.00 Simulate Billing Pricing

JAMES CITY COUNTY Amendment Type Contract Line
Amendment Reason Modify Contract Amt
-5,000.00 Unallocated Billing 0.00
5,128.00
-5,000.00 Unallocated Fixed Billing 000
0.00 Inclusive Prepaids Adjustment 0.00
5.000.00 Allocation | Complete v —
' | Recakulate |
Personalize | Find | &= | E
Cg.IFn New Billing Adjustment} Adjust Billing Adjust Revenue Reverse Discount/Surcharge
Am‘u:.lnn Amount §Billing Amount] Retroactively Retroactively Amounts Adjustment Billing
10,128.0 5,128.00 -5,000.00 [ ¥
-5,000.00 Recurring Billing 0.00
0.00 Billing Limit 0.00 ITotaI Billing -5,000.00 I

First ‘4 1of1 2 Last

New Net oo late Biling Pricing

New Window | Personalize
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#/ Changing the Contract Amount (continued)
/

* Click the Amendments tab.

* Click the Detail link on the contract line you just added.

Favorites = Main Menu « » Customer Contracis » > Create and Amend » > General Information
| New Wi

Contract Number 0000001907 Sold To Customer JAMES CITY COUNTY
Amendment Number 0000000000 Contract Status ACTIVE

Amend Contract

Amendments Personalize | Find | View All | B | B First ‘4' 1-20f2 '*' Last
General Statistics Billing Amended Amounts Revenue Amended Amounts Misc. | =

>

Amendment

Amendment Amendment Type Reason Process Date Status Detail Notes
0000000001 Contract Line Modify Contract Amt 10/09/2019 Pending Notes
0000000000 08/08/2013 Complete Detail MNotes
Billing Plans Revenue Plans Milestones Renewals Supplemental Data GoTo m
F]Save ||[@h Returnto Search | |[&] Notify [ Add Update/Displa

General | Lines | Amendments
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#/ Changing the Contract Amount (continued)
/

The Am en d m ent Detal I S page Favorites » Main Menu « > Customer Confracis » > Create and Amend » > General Information
displays:

Amendment Details

+ Update the Amendment Status Contract 0000001907 Amendment Number 0000000001
tO Ready Sold To Customer 0000101908
Amendment Type Contract Line Process Date 10/09/2019

o A Process Amendment button Amendment Reason Modify Contract Amt *Amendment Slatu] | Process Amendment |
displays next to the

. ) Total Billing Adjustment -5,000.00 Total Revenue Adjustment -5,000.00
Amendment Status field. Click Fixed il Adueton: £ 0o on o i it £ o0 e
Favorites ~ Main Menu ~ > Customer Confracts ~ > Create and Amend ~ > General Information
the Process Amendment Fixed B
Additiond
bUtton- Amendment Details
Contract 0000001907 Amendment Number 0000000001
® The Am en d m ent Sta.tu S Sold To Customer 0000101906 Amendment Completed On  10/0%2019 3:24PM

updates to Complete. il Amendment Type. Contract Line

SNy
Amendment Reason Modify Confract Ami IAmendmenl Status Complete I

° CI ICk the Retu r n to Gen eral Total Billing Adjustment -5 ,000.00 Total Revenue Adjustment -5 000.00
. . Fixed Billing Adjustment -5 000.00 Fixed Revenue Adjustment -5 000.00
I n fO r m atl O n Ilnk Fixed Billing Allocation Complete Fixed Revenue Allocation Complete

Additional Amendment Details

Reference ID User Ref #1

D e U O e W LS NP N S\

M.W,/\ —t Amou, PN o NI o N o NNV, PP .,.\,.\_.‘w/'"‘_

Internal Notes

Return to General Information I

1l Save i Return to Search =] Motify
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» Changing the Contract Amount (continued)
/

The Billing Plan and Revenue Plan statuses must be reviewed, and updated, if needed.

From the General Information page:
* Click the Lines tab.
* |Inthe Contract Lines section, click the Detail tab.

* Inthe Billing Plan field, click the Action Required link.

Favorites v | Main Menu - » Customer Confracts v > Create and Amend ~ > General Information
| New wi
| General | Lines I Amendments |
Contract Number 0000001907 FI% Sold To Customer JAMES CITY COUNTY
Amendment Number 0000000001 Contract Status ACTIVE

| Amend Contract

Contract Lines (7 Personalize | Find | View All | £ | = First ‘4’ 10f1 "2 Last

General Billing Amount Details || Revenue Amount Details Contract Liability |

Actions Line Product Description Price Type Billing Plan Revenue Plan Contract Terms Accounting Internal Notes  Ship to Cuztomer Name:
- Actions 1 AMT_PROJE33 Partic - CON - CCT - ¢ Amaount (Action Required JAction Required Contract Terms Distribution Internal Motes  JAMES CITY COUNTY
< >
Billing Plans Revenue Plans Milestones Renewals Supplemental Data Go To |More V|
|[E: ada |[JA updatemDisplay

[Esave |G Retunto Search | [ Notify |

General | Lines | Amendments
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» Changing the Contract Amount (continued)

The Billing Plan General tab displays. Click the Events tab. In this example you decreased the contract amount by $5,000.

Notice the new column, Amendment Amt
contains the $5,000 adjustment.

Click the Save button. The Total Amount
is adjusted for the decrease of $5,000

Click the Billing Plan General tab.

Favorites » Main Menu »

Billing P\angenerall Events Iﬂislory

Contract 0000001907
Sold To Customer 0000101205
Billing Plan B101

Define Events

Amendment Event Detail

» Customer Confracts + » Createand Amend~ >  General Information

*Event Status

Completed

> Define Billing Flan

Bl Unit 50100
JAMES CITY COUNTY Bill To 0000101906 JAMES CITY COUNTY
Amount Based - Milestone Currency USD
Amount Detail
Total Amount 5,123.00
Remaining Amount 0.00

Personalize | Find | @] @

First '/ 1-20f2 '} Last

(O Percent
19 Amount
Add Milestone

Event Detail

Event Actions Event Type

1 Actions  Date

2 Actions | Date

v| [Pending

Refurn fo General Informafion

'i-j{|Sa‘.'e 'Iéf‘ Retum to Search  |[[] Notly |

Billing Plan General | Events | History

Event Date Amount Amendment Amt
oemen0tg  EYeNt 1012300 500000 e (=]
Note
V| oanennia | E‘;?é‘t 0.0 HE

B Add [ B Update/Display
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#/ Changing the Contract Amount (continued)
/

The Billing Plan General page displays. The Billing Status must be updated for the contract to process the new event.

» Click the Reviewed button. The Billing Status is updated to In Progress.
* Click Return to General Information link.

* Click Lines tab.

* Click Revenue Plan link.

Favorites | Main Menu ~ » Customer Confracis + > Create and Amend ~ > General Information » Define Billing Plan
i Billing Plan General || Events || History |
Contract 0000001807 Bl Unit 50100
Sold To Customer 0000101808 JAMES CITY COUNTY Bill To 0000101905 JAMES CITY COUNTY
Billing Plan B101 Amount Based - Milestone Currency USD
— *Billing Status |In Progress i
Description [smount Based - Milestone x| *Billing Status |Action Required - Actions | Reviewed | > - + Actions
Hold
Billing Method [Iilestone CIHold
Customer Information Amount Detail
Bl Unit 50100 WA Dept of Transportation Billing Amount 5,128.00
*Bill To Customer [D000101206 |
boootoisos & JAMES GITY COUNTY Total Amount 5,128.00
Addr Num | 11Q =
[ Total Billing Histol 10,128.00
Bill To Contact| |2 g v '
Events Billed To Date 10,128.00
Billing Options
Bill Type [CCT o ¥ Pre Approved
Bill Source PROJE | [ Direct Invoice
Summarization Template ID [VDOT_OTHER | \VDOT Gther
Billing Header Note Internal Notes Preview Summarization Template
Billing Default Overrides
Invoice For LANDSCAPE |Q

e e SR WGPV e NI NIV I ol N T v

e
Return to General Information

|[F]save ||[Sh Return to Search ||[=] Notify | |Cy Add || B Update/Display 262
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y Changing the Contract Amount (continued)
/

Review the Revenue Plan to ensure it too has been modified as expected. In this example you decreased the contract
amount by $5,000.

. Notice the new COIUmn, Amendment Favorites | Main Menu + > Customer Contracts v : Createand Amend~ > General Information > Define Revenue Plan
Amt ContainS the $5,000 adjustment. Revenue Plan
_ Revenue Plan
* Click the Save button. The Total
. d t d f th d f Contract 0000001907 Business Unit 50100 Currency USD
Amount IS a Jus € or € ecrease o Sold To Customer 0000101908 JAMES CITY COUNTY GL Business Unit 50100
$5,000 Revenue Plan R101 GL Currency USD
° C||Ck the Reviewed button_ Th|s Description [Amount Based - Milestone *Plan Status |Action Required + Actions
o . CIHold
updates the I.:)lan Sta'.tus to Ready The Recognition Method Milestone T
revenue entries for this event will be . , IEEE
. . Define Events By Amount Detail
generated on the specified accounting O Percent Total Amount pp—
date once the Plan Status is updated. © amount T Remaining Amount "o
. Add Milestone Amendment Event Detail
* Click the Return to General _ e
. . Event Detail Personalize | Find | View All | Ed] P Last
Information link. _
Event Event Type *Event Status Accounting Date Amount
1 Date Complated 08/06/2018 Evant Note 10,123.00] -5,000.000 ] [=]
2 [Date ~| [Pending v| [08/06i2013 [ Event Note 0.00 =] [=]
Return to General Information I
(5] Save ||[ah Return to Search [=] Motify Ed Add 4 Update/Display
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’) Changing Contract Terms
/

To initiate an amendment to change the Contract Terms, such as the adding or modifying Billing Limits, from the General
Information page:

* Click the Lines tab.

* Click the Amend Contract button. The Contract Amendments tab displays.

Favorites v Main Menu » » Customer Contracts » > Createand Amend» »  General Information »
‘ General -‘ Amendments ‘
Contract Number 0000001855 Sold To Customer HRTAC
Amendment Number 0000000000 Contract Status ACTIVE
Amend Contract
Contract Lines (2 PersonatizelFinleewAlH@l@ First &' 10f1 M/ L2
! General H Detail H Biling Amount Details H Revenue Amount Details ‘
Acions  Line  Produet Description PiceType R gy SatDate  EndDate  Stats  Supplemental Data
» Actions 1 PROJE_PRO23_100 Proje - CON - OTH-€ Rate O Q 01032017 |5 [ Acive  Supplemental Data
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In this example, you will add a contract line
and update the Billing Limit.

Click the Amend Contract button.

« Select an Amendment Type of Contract
Line

 Select a Reason of New Contract Line
* Click the Save button.
* Click the Lines tab.

» Click the Add Contract Line button.
Follow the steps to add a contract line.

* Click the Save button.

* Click the Amount Allocation link at the
bottom of the page.

» Changing Contract Terms (continued)

Favorites »

‘ Main Menu =

General Amendments

» Customer Confracts » > Createand Amend » > General Information

Contract Number 0000001855
Pending Amendment 0000000002

Sold To Customer HRTAC
Contract Status ACTIVE

Notes

Nofes
Notes

Nofes

GoTo

| View Current |

Amendments Personalize | Find | View All | | B Fist @ 13013 @ Last
General | Stafistics || Billing Amended Amounts || Revenue Amended Amounts | Misc.

Amendment Amendment Type Reason Process Date ,;g;a:sdmem Detail

0000000001 Contract Header IModify Contract Amt 031372018 Complete Detail

0000000000 1001112017 Complete Detail

0000000002 | Contract Line | I New Contract Line ™ 1011172019 | Pending Detail

Billing Plans Revenue Flans Milestones Renewals Amount Allocation Supplemental Data
[F]save |Gt Returnto Search | |[&] Motify

(General | Lines | Amendments
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» Changing Contract Terms (continued)
/

R . . Favorites + | Main Menu + > Customer Confracts » > Create and Amend » >  General Information > Amendment Amount Allocation
You can add or update a Billing Limit for a non-
federal rate-based contract line on the Amendment Anentment v Alocsin
k Contract 0000001855
Am o u nt AI | O C atl 0 n page- Business Unit 50100 Amendment 0000000002
Sold To 0000144436 HRTAC Amendment Type Contract Line
Currency USD Amendment Reason New Confract Line

In this scenario, we are increasing the Billing Limit
on contract lines 1 and 2 by $5,000,000 each.

Contract Billing (2

I Total Billing Adjustment 10,000,000.00 I Unallocated Billing 0.00

Total Billing After Adjustment 40,000,000.00

* Enter the Total Billing Adjustment amount. The
amount may be a positive or negative. In this LD
scenario, there is a net adjustment of

Fixed Billing Adjustment 0.00 Unallocated Fixed Billing 0.00

Discount / Surcharge 0.00 Inclusive Prepaids Adjustment 0.00

$10 , 000 , 000. Net Adjustment 0.00 Allocation Recalculate
° Increase the NeW B | | | | n g LI m It amount for iomrart:lLinth:ll:ing Z Personalize | Find | (2] = First ‘4 1-20f2 '} Last

ContraCt I_I ne 1to $35’OOO’OOO a'nd add a New Retrieye Bl0G  (ine Number ~ Product Current Billing Limit |New Billing Limit] ~ Adiustment Biling Limit Check

B I I I I n g LI m It for ContraCt Ilne 2 Of $5’OOO ! OOO' 1 PROJE_PRO23_100 30,000,000.00 § 35,000,000.00 5,000,000.00 Limit Check

. . 2 PROJE_PROO05_100 5.000,000.00 5,000,000.00 | Limit Check |
» Click the Recalculate button. The Allocation
Mot Al O ciear an Recalculats
status updates to Complete.
Adjustment Line Totals (2
° CI |Ck the Save button . Billing Amount 0.00 Recurring Billing 0.00
Discounts/Surcharges 0.00 I Billing Limit 10,000,000.00 Total Billing 1D,DOD:DDO_0E|

* Click the Return to General Information link. Prepaids

Return to General Information I

|5 Save 5{‘ Refum to Search | \‘il Notify 1
|
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#/ Changing Contract Terms (continued)
/

* Click the Amendments tab.

e Click the Detail link, in the Amendments section.

Favorites « | Main Menu - » Customer Confracis » > Createand Amend » >  General Information

Zeneral || Lines | Amendments

Contract Number 0000001255 Fé‘ Sold To Customer HRTAC
Amendment Number 0000000001 Contract Status ACTIVE
| Amend Contract |
Amendments Personalize | Find | View Al | 2] EE First ‘4 1-30f3 ‘' Last
General || Statistics || Billing Amended Amounts || BEevenue Amended Amounts || Misc. |
Amendment Amendment Type Reason Process Date ggfunsdment Detail Notes
0000000002 Contract Line Mew Confract Line 10M11/2019 FPending Detail Motes
0000000001 Contract Header Modify Contract Amt 03132019 Complete Detail Maotes
0000000000 101172017 Complete Detzil Motes
Billing Plans Revenue Plans Milestones Renewals Supplemental Data GoTo

\[flsave ||[@h Returnto Search ||[Z] Notify |

zeneral | Lines | Amendments

267



}) Changing Contract Terms (continued)
/

To process the amendment the Amendment Status must be changed from Pending to Ready. A Process Amendment

button appears on the page.

Click the Process Amendment button. The Amendment Status changes to Complete.

Favorites = | Main Menu » i

Amendment Details

Contract 0000001355

Sold To Customer 0000144436

Customer Confracts » >

Create and Amend =

Gengeral Information

Amendment Number 0000000002

Amendment Type | Contract Ling

v]

Amendment Reason | New Conirac Line

Vi

*Process Date 1011172019 |[5)

*Amendment Status

Total Billing Adjustment[10,000,000.00 |

Fixed Billing Adjustment 0.00

Fixed Billing Allocation Complete
b Additional Amendment Details

Reference ID |

Amendment Components
General || Templates || Statistics |

Component Amend Ref#1
1 Contract Header Line 2
2 Amount Allocation Line 1
3 Amount Allocation Line 1
4 Amount Allocation Line 2
5 Amount Allocation Line 2

Label Fieldname

Billing Limit
Revenue Limit
Billing Limit

Revenue Limit

Favorites ~ Main Menu »  Customer Confracts ~

Amendment Details

Contract 0000001855

Sold To Customer 0000144436

Amendment Type Contract Line
Amendment Reason New Coniract Line

Total Billing Adjustment 10,000,000.00
Fixed Billing Adjustment 0.00

Fixed Billing Allocation Complete
Additional Amendment Details

Insert

Update 30000000 35000000
Update 30000000 35000000
Update 0 5000000
Update 0 5000000

PROJE_PROO3_100

> Create and Amend + > General Irfformation

Amendment Numb' 0000000002

Amendment Completed On  10/11/2019 11:18AM

Process Date 10/11/2019

Amendment Status Complete

Total Revenue Adjustment 10,000,000.00
Fixed Revenue Adjustment 0.00

Fixed Revenue Allocation Complete

W
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You can increase or decrease the
initial prepaid amount with an
amendment as long as you do not
reduce the prepaid amount below
the utilized, i.e., used, prepaid
amount. No limit exists if the user
Increases the prepaid amount.

From the General Information tab:

Select the Prepaids option in the
Go To field using the drop-down
arrow.

Amending a Rate-Based Contract Prepaid

Favorites » ‘ Main Menu » »  Customer Confracts

General I Lines || Amendments |

Contract Number 0000002000

Amendment Number 0000000000

Amend Contract

Contract Admin

Region Code
Contract Type O
Currency Code USD
Exchange Rate Type CRRENT

Contract Role
Revenue Profile
Use Project ChartFields: |+

}» Other Information
} Summary of Amounts (7

Billing Plans Revenue Plans

[[Jsave ||[ah Retunto Seareh | |[=] Notify |

General | Lines | Amendments

Description |Rate Based - Prepaid

Contract Signed 10/03/201%

Milestones

Create and Amend » >  General Information

Related Contentw | New Window | Parsq

Sold To Customer PIEDMONT CONCRETE CONTRACTORS INC.
*Contract Status |ACTIVE Q,

| Add to My Contracts |

Processing Status Active
Q Amendment Status Complete
Business Unit A Dept of Transportation
Contract Classification Standard
Last Update Date/Time 10/03/201% 1:35:50PM
Last Update User ID SHELLY PRYOR

Separate Fixed Billing and Revenue:
Separate As Incurred Billing and Revenue:

Attachments

Billing Options
Conversations
Internal Notes
Renewals Supplemental Data GoTo
|Eqyment Terms

[ Prepaids

Frogress Payments
Revenue Forecast
Sales Order
Service Orders
Sold To Address
Support Teams
View Forecast

pdate/Display
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Ij Amending a Rate-Based Contract Prepaid (continued)
/

The Prepaid tab displays. Click the Amend Contract button on the Prepaids tab.

' Prepaids . Audit History I Amendments ;

Contract Number 0000002000 Fl%
Amendment Number 0000000000

Contract Prepaid Totals

Purchased Amount 2.000.00

Remaining Amount 2,000.00

Committed Amount 0.00
| Amend Contract |

Prepaids for this Contract

Prepaids | Audit History | Amendments

Favorites « | Main Menu ~ » Customer Contracts ~ : Createand Amend » > General Information » Prepaid Balances

Sold To Customer PIEDMOMNT CONCRETE CONTRACTORS INC.
Contract Status ACTIVE

Personalize | Find | 2 | B First ‘4 10f1 “*’ Last

General Utilization Initial Billing Contract Liability Distribution [ [m==
Actions Status Hold Purchased Amount Remaining Amount Committed Amount Expiration Date Depleted Dat
 Actions 1 O 2,000.00 2,000.00 0.00 10/02/2020
< ]
Go To: Billing Plans
Return to General Information
[[Z]save || Returnto Search || Notify | Previous tab || St Nexttab | (B} Add |[J8 Update/Display
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;j Amending a Rate-Based Contract Prepaid (continued)
/

In this example you are changing the contract amount, i.e., prepaid amount. Just as you did with previous amendments, you
must select:

» Selectthe Amendment Type of Prepaid.
» Select the Reason of Amend Prepaid.
« Click the Save button.

» Click the Prepaids tab.

Favorites v ‘ Main Menu v > Customer Contracts » > Createand Amend~ > General Information > Prepaid Balances
Related Contentv | New Window | Persong

|__Prepaids I‘ Audit History || Amendments |

B
Contract Number 0000002000 Sold To Customer PIEDMONT CONCRETE CONTRACTORS INC.
Pending Amendment 0000000001 Contract Status ACTIVE
i View Current
Amendments Personalize | Find | View All | 2] B First ‘4 1-20f2 ‘*’' Last

General || Statistics || Billing Amended Amounts || Revenue Amended Amounts || Misc. |

Amendment Amendment Type Reason Process Date A;gteunsdment Detail Notes
0000000000 10/03/2019 Complete Detail Notes

0000000001 | Prepaid v I Amend Prepaid vi 10/03/2019  |[5) Pending Detail Notes

Return to General Information

[F/save ||@ Returnto Search |[[=] Notify || Previoustab || 5t Next tab [ 4 Add

Prepaids | Audit History | Amendments
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} Amending a Rate-Based Contract Prepaid (continued)

Increase or decrease the prepaid
amount on the Prepaids tab using one
of the following two options:

« Option 1: Set the Status to Pending
and update the Purchased Amount
to the appropriate value to reduce or
increase the prepaid.

* Option 2: If you would like to keep
an audit trail on the Prepaids tab,
you can add the additional amount
as a separate sequence by clicking
on the + (plus) button and populate
the Utilization, Initial Billing and
Contract Liability Distribution tabs as
needed.

* Click the Save button.

* Click the Amendments tab.

Favorites | Main Menu v

[ Prepaids || AuditHistery || Amendments |

Contract Number 0000002000
Amendment Number 0000000001
Contract Prepaid Totals

Purchased Amount
Remaining Amount

Committed Amount

| Amend Contract

Prepaids for this Contract

> Customer Confracts = > Create and Amend = > General Information

3,500.00
3,500.00
0.00

> Prepaid Balances

Sold To Customer PIEDMONT CONCRETE CONTRACTORS INC.
Contract Status ACTIVE

Personalize | Find | ] ] First ‘4 1.20f2 ‘»/ Last

‘5 Save I 5t Return to Search

Prepaids | Audit History | Amendments

General LUilization Initial Billing Contract Liability Distribution |
Actions Status Hold Purchazed Amount Remaining Amount Committed Amount Expiration Date Depleted C
- Actions O I 2,000.00 I 2,000.00 0.00 10/02/2020
K |
Go Ta: Billing Flans
e - o g Virren s YWWIRINURN gug SRSV SN A NN e P NSV e s S N T SRy
Prepaids for this Contract Personalize | Find | B First ‘4 1-20f2 '}/ Last
General Utilization Initial Billing Contract Liability Distribution
Actions Hold Purchased Amount Remaining Amount Committed Amount Expiration Date Depleted Date
~ Actions 1 ] O 2,000.00 2,000.00 0.0010/02/2020 =]
- Actions 2] | 1,500.00 0.00[10/02/2020 |5 *] =]
< >
Go To Billing Plans
Return to General Information
(=] Natify 5t Next tab =+ Add
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,j Amending a Rate-Based Contract Prepaid (continued)
/

* Click the Amendments tab.

* Click the Detail link in the Amendments section.

Favorites v [ Main Menu v > Customer Contracts v > CreateandAmend v > General Information > Prepaid Balances
Related Contentv | New Window | Person
Prepaids | Audit History | Amendments }I
[:—:l—%
Contract Number 0000002000 Sold To Customer PIEDMONT CONCRETE CONTRACTORS INC.
Pending Amendment 0000000001 Contract Status ACTIVE
\ View Current \
Amendments Personalize | Find | View All | (2] 2 First ‘&' 1-20f2 '»' Last
} General || Statistics || Billing Amended Amounts || Revenue Amended Amounts ’ Misc. | [F==p
Amendment Amendment Type Reason Process Date gtr;gjnsdment Detail Notes
0000000000 10/03/2019 Complete Detail Notes
0000000001  [Prepaid V| [Amend Prepaid V| [10032019 |5 Pending Notes
Return to General Information
[F/save ||@ Returnto Search ||[X] Notify ||“* Previoustab | 5 Nexttab }LTA&&T 5] Update/Display

Prepaids | Audit History | Amendments
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» Amending a Rate-Based Contract Prepaid (continued)

To process the amendment the Amendment Status must be changed from Pending to Ready. A Process Amendment

button appears on the page.

Click the Process Amendment button. The Amendment Status changes to Complete and the changes are now active

in the system.

tndment Details

Contract 0000002000

So0ld To Customer 0000000001

B - | Main Menu ~ > Customer Confracts ~ > Create and Amend ~ > General Information > Prepaid Balances

Amendment Number 0000000001

Amendment Type [ Prepaid

V| *Process Date Immmamq L5 .

Amendment Reason |Am end Prepaid

Total Billing Adjustment [0.00
Fixed Billing Adjustment 0.00
Fixed Billing Allocation Incomplete

dditional Amendment Details

Reference ID

ndment Components
bral Statistics | [T

mponent Amend Ref #1

nent Amount Allocation
to Prepaid Balances

E"._,:-f‘ Return to Search | [[Z] Notify |

v| Amendment Status JEENHLE]
Ready

Total Revenue Adijustment 0.00

Process Date 10003500119

Process Amendment

*Amendment Status

User Ref #2
Personalize | Find [view Al | B B Fist 0 10f1 B Last
Label Fieldname Edit Type Old Value New Value

Internal Motes
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/) Amending a Rate-Based Contract Prepaid (continued)

Favorites - | Main Menu -

Amendment Details
Contract
Sold To Customer

Amendment Type

Amendment Reason

Total Billing Adjustment
Fixed Billing Adjustment
Fixed Billing Allocation

» Customer Coniracis ~ > Create and Amend » >  General Information

0000002000
0000000001

Prepaid
Amend Prepaid

0.00
0.00

Incomplete

Additional Amendment Details

Reference ID

Amendment Components

General || Statistics

Component

Return to Prepaid Balances

[5]Save ||[of Return to Search

Amend Ref#1

[=] Notify

Label Fieldname

Internal Motes

Amendment Number

Amendment Completed On

Process Date
Amendment Status

> Prepaid Balances

0000Do0001

10/03/2019 2:15PM

10/03/2019
Complete

Total Revenue Adjustment
Fixed Revenue Adjustment

Fixed Revenue Allocation

User Ref #1

User Ref #2

Edit Type

Qld Value

0.00
0.00

Incomplete

Personalize | Find | View All | (Ed | E

Mew Value

First

4 10f1

L' Last

After you click the Process Amendment button the Amendment Status is Complete. The amendment changes were saved
and all fields on the Amendment Details page become ready only. This process automatically saves the changes. The
changes now are saved and active in the system.
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/;/ Non-Federal Billing Adjustments
/

Once contract billings have been processed, requests may be received to make an adjustmentto billed amounts. Because of
the integration between the Billing, Contracts and Project Costing modules, each instance requiring an adjustment to billing
will need to be analyzed to ensure the proper steps are taken to keep the modules in agreement.

Adjustments for Rate Based Contracts should be made by updating the project expenditures to ensure expenditures and
billings stay in line.

Adjustments for Amount Based Contracts should always be processed through an Amendment by increasing or decreasing
the Contract Amount.
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}j Hands-On Practice
/

Now you have an opportunity to practice the lessons learned today in a training environment.
Your instructor will provide direction on how to log in and complete the exercise.

If you have any questions, please ask your instructor.

7
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/) Lesson 8: Checkpoint
/

Now is your opportunity to check your understanding of the course material.

Answer the review questions below:
1. What changes can be made to a contract without having to amend the contract?

2. What makes data entered as an amendment active in the system?
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}) Lesson 8: Checkpoint
/

Now is your opportunity to check your understanding of the course material. Read the question and select your answer.

(" )

1. What changes can be made to a contract without having to amend the contract?

Y4
AN

2. What makes data entered as an amendment active in the system?
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}) Lesson 8: Summary
/

‘ Amending Non-Federal Contracts

In this lesson, you learned:

» Once you create a contract and it’s status is Active, all changes to the contract are made using amendments.

« Amendments are created by accessing the General Information page. From the General Information page you
can navigate to many pages and tabs where you can select the Amend Contract button.

« When amendments are saved, Cardinal saves the new data and assigns the number to the amendment.
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@ Lesson 9. Customer Contracts Reports, Queries, and
7 Online Inquiries

In this lesson, you will learn about the following topics:
Reports
Queries

Online Inquiries
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s/ Reports
/‘ﬂ P

Customer contracts reports can be run at various intervals. There are numerous customer contracts reports available. Key
customer contracts reports include:

« RPA90- Project Expenditure Report by Employee

« RPA105- Summary of Financial Activity by Project or Contract
« RPA145- Transaction Relationship Report

« RPA149- Prepaid Report

«  Billing Management

* Revenue Management

*  Limit Amount Report

«  Prepaid Management Report
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 RPA9D - Project Expenditure by Employee
/

This report provides detailed information for employee charges posted to projects such as Employee ID, Employee Name,
Employee Dept, Number of Hours, Journal ID, etc.

You can navigate to this report using the following path:

Main Menu > Project Costing > Reports > Project Expenditure by Employee

Commonwealth of virginia
PROJECT EXPENDITURE BY EMPLOYEE

h— -
CARDIMNAL
Report ID: RPAOSO

Run Date: 05,/31/2013
Fun Time: 03:28 00

Page No. 1 of 1

Business Unit: 0100

s
Project ID: 000007 TE3L
From Date: 10/16/2012
To Date: 10/16/2012
Project LTD Expeanditures: -] 243 ,401.937
Employaea Accounting Transaction
Emplid Hame Departmentc Date Journal Date Phase Activity EarnCcd Invoice Hours Amount
O0Z5zZ05 Parker, Peter P. 17032 10/16,/2012 TEOOC11270 0572572012 5101 716 RGS MESE0O00Z63 3._00 116 .64
10/16/2012 TEOODO011270 io0/09 /2012 3104 T3ia RGES MEZSEQ0ODOZ63 3.50 136.09

Total for Employee (002520554000 252 .73

Total for the project 252 .73
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Y/

»/ RPA105-Summary of Financial Activity by Project or

Contract

This report provides the total amount billed and collected for a particular project or a customer contract. Also, provides the
status of prepaid amounts and the project budget. This reportis used to review customer contract data.

You can navigate to this report using the following path:

Main Menu > Customer Contracts > Reports > Financial Activity by Proj/Con

Commonwealth of Virginia
SEUMMARY OF FINANCIAL ACTIVITY BY PROJECT OR CONTRACT
CARDIMNAL Run Date: 01/14/2013

Report ID: RPA10S Run Time: 03:52 00

P,

Page No. 1 of 1

Business Unit So100
As of Date 01,/14/2013
Project ID Qo00000015

Contract ID

Overall Project Budget 14,479,102.61

Budget to Date 14,479,102_61

Total Expenditures 14,487 ,590.52

Contract TD Billed Amount Collected Amcunt Amcunt Due

0952314 13,B06,702.65 1z ,806,702.65 o.0
Initial Prepaid Amount Prepaid Amcunt TEilized Amount Remaining

o.00 0.00 o.0
Contract Amount $21,124,160.00

Ex ded Agreem Ay 412,187.92
Not Yet Billed o.00
Advance Construction .00
Total Suspen Emt 12,18
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p/ Summary of Financial Activity by Project or Contract
(continued)

Commonwealth of Virginia

G SUMMARY OF FINANCIAL ACTIVITY BY PROJECT OR CONTRACT
CARDIMNAL Run Date: 01/14/2013
Report ID: RPAIOS Run Time: 03:52 00

Business Unit 50100

Az of Date 01/14/2013
Project ID 0000000015
Contract ID

Twerall Project Budget 14, 475,192.81

Budget to Date 14, 475,192.61

Total Expenditures 14, 487,590.52

Contract ID Billed Amcunt Collected Amcunt Amount Due

0852314 13,808,702.65 12 ,806,702.65 o.00
Initial Prepaid Amount DPrepaid Amount Utilized Emocunt Remaining

0.00 0.00 0.00

Contract Amount 521,124,160.00

Suspensse Amounts

Exceeded Agreement Amt 412, 187.392

Hot Yet Billed 0.00

Advance Construction o.00

Total Suspense BAEmt 412 187.92
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#/ RPA145 - Transaction Relationship Report
/

This report traces billed amounts from invoice to the original transaction. Fiscal Division users that receive specific requests

to provide backup documentation related to invoices can use this report to trace back to the original transaction and ultimately
to the related journal entry.

You can navigate to this report using the following path:

Main Menu > Customer Contracts > Reports > Transaction Relationship Rpt

y Commonwealth of Virginia

i TRANSACTION RELATIONSHIFP REPORT
CARDIMAL

Run Date: 06/06/2013
Report ID: RPA145

Run Time: 01:20 00

Page No. 1 of 1
Business Unit: 50100 : VA Dept of Transportation
Invoice: PROJOOD333
Project ID:
Contract Number:
Enalysis RBccounting
Contract Approp Project ID Type Woucher EmplID Expense Journal Date Expenditure Amount Billed Amount
0000000875 PROJE £2,B836.45
000DOS1BBT ATE 0000020421 05/31/2013 36.45 36.45
0000091887 RCT 00202182 APOOD20458 06/04/2013 2, 800.00 2 BO0D.0O
Total $2,836.45 §2,836.45
Total Bmount Billed for PROJOOO0323 5 2,836.45 S 2 B36.45
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# RPA149 — Prepaid Report
/

This report identifies amounts received from customers in advance of project billing. This report will identify the initial
prepayment amount and amounts drawn down over the life of the project. The report summarizes data by fund and account
for each project and customer contract combination. Fiscal Division will use this report to monitor funds received in advance
as well as the remaining amount for an advance.

You can navigate to this report using the following path:

Main Menu > Customer Contracts > Reports > Prepaid Report

Commonwealth of Virginia

e PREPAID REPORT

CARDIMNAL

Report ID: RPA148

Run Date: 02/12/2013
Run Time: 01:45 00

Page Ho. 1 of 1

et ID: 50100
Busineas Unit: 50100
Fund Code: All
Account ID: All
Department ID: 19000
Project ID: All
Az of Date: 02/12/2013
Last Date
Fund Eroject ID Contract ID Prepaid Amcount Remaining Bmount Utilized
04720 00000BO4RE 0.00 11/11/2012

Total for Fund

Total




.’/
/i

V4

F

Displays details of billing plans, including the events associated with those plans, the status of the events, and the amount of

future billings.

Note: This report displays billing plans with open events only.

Contracts Billing Management Report

ORACLE

Business Unit:
Contract Currency:

Sold Te Contract
Customer

0000003001 0000001780
0000003001 0000001780
0000003249 0000001680
0000003249 0000001680
0000003249 0000001689
0000003249 0000001689
0000003431 0000001631
0000003431 0000001631
0000055001 0000001733
0000055001 0000001733
0000104118 0000001547
0000104118 0000001547
0000108360 0000001734
0000108360 0000001734
0000108360 0000001734
0000117432 0000001692
0000117432 0000001692

e e i e E

Contracts Billing Management Report

EBill Plan Id

B101
Bi01
B101
B101
B101
Bi01
B102
Bi02
B101
Bi01
B101
Bi01
B101
Bi01
B101
Bi01
B101

50100 VA Dept of Transportation
USD

Contract

Billing
Method

Milestone
Milestone
Milestone
Milestone
Milestone
Milestone
Milestone
Milestone
Milestone
Milestone
Milestone
Milestone
Milestone
Milestone
Milestone
Milestone
Milestone

Event

E?

[ S T S PO e N S = 5 S WSSy

Milestone

Event
Origin

Page 1 of 2
7/11/2018

Milestone  Ewent Date Amount
Nbr

1/28/2017 0.00
1.307.603.00
600,000.00
0.00

0.00
250.,000.00
0.00
1.258.614.50
0.00

0.00

0.00

0.00

0.00
1.884.805.79
18.843,759.21
15.290.00
15.290.00

m
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y Revenue Management Report
/

Displays revenue plans, including the status of these plans and the events associated with them. The report also displays the
status of the events and the amount of future revenue.

Note: This report displays billing plans with open events only.

OrRACLE

Business Unit:
Contract Currency: USD

Sold To Customer ~ Contraet.

g&?ﬁﬁ% c 0000001780
gﬂ?ﬁiﬁg&c 0000001780
;2?;}%?3%430 0000001680
Eﬁgﬁ?ﬁdgo 0000001680
;gg}q?gigo 0000001630
;2?;}}0_?33;450 0000001680
I?ggg?ﬁ*igo 0000001800
;gglﬂ_?iglgo 0000001800

Contract

Type

.

g o o o o

Contracts Revenue Management Report

Rev Rec Plan Id

R101
R101
R101
R101
R102
R102
R101
R101

50100 VA Dept of Transportation

Eev Rec
Method

Milestone
Milestone
Milestone
Milestone
Milestone
Milestone
Apportnmt

Appertnmt

Event

—

Event
Type
Date

Date
Date
Date
Date
Date
Date

Date

Event Milestone Ms
Status Event Origin Nhbr

Ready
Pending
Ready
Pending
Ready
Ready
Ready

Ready

Page 1 of 10

7/11/2018
Accounting Revenue Amount
Date
1272812016 1,307.603.00
1/28/2017 0.00
5/21/2015 600.000.00
6/21/2015 0.00
416/2015 0.00
3162015 0.00
8312019 £66.666.67
73142019 66.666.67
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V4

4

This report displays the details of a
contract's limit amounts including limit
amounts, amount remaining for the limit,
amounts in excess, and transaction and
processing dates for the limits. The
details of the report are determined by
the criteria that is set on the Limit Amount
report run control page.

You can navigate to this report using the
following path:

Main Menu > Customer Contracts >
Reports > Limit Amount

Limit Amount Report

Business Unit:

Limit Type:

Sold to Customer:
EReport By:

MMax Remaining Percent:

Business Unit:

Contract Number

0000000106
0000000111
0000000112
0000000113
0000000199
0000001079
0001002
0001002
0001002
0005001
0005001
0005001
000S075
0005137
0005147
0005153
0005153
0005153
0005153
0005153
0005169
0005176
0005176
0005186
0005189

Active Contracts Limit Amount Management Report

50100 Contract Admin:
Fund/Bill Contract Type: o
a Contract Classification: Standard
Femaining Contract: “a
5000 %
VA Dept of Transportation
Funding Limits
Line Transachion Id Lomit Remainmz Remamimg %

1 7.881.00 365792 USD 46.41

1 1.500.00 47812 USD

1 1.500.00 406.12 USD

1 1,500.00 166.00 USD

1 33,110.48 404 41 USD

1 10:0,000.00 5,626.18 USD

1 0440 817.534.00 378731 UsD

1 04MO 991.043.00 459300 USD

1 5070 4.629.000.00 2144900 UsD

1 1180 289.973.00 2211 USD

1 3600 11,510,057.00 92000 USD

1 35590 1.000,000.00 81.00 USD

1 QX20 1,054.239.00 73984 USD

1 33A0 206,000.00 7.591.00 USD

1 Q770 1,104,800.00 269.270.61 USD

1 33B0 130,099.00 1,338.80 USD

1 H220 100,000.00 25.671.00 USD

1 L220 423 000.00 10838700 USD

1 L22R 180,000.00 46 20800 UsSD

1 Q220 529,605.00 13595300 USD

1 Q210 10:0,000.00 47,399, UsD

1 H220 228.073.00 10.796.00 USD

1 Q220 660.240.00 1425341 USD

1 04MO 221.301.00 3433014 UsD

1 HO50 1,280,000.00 2828100 USD

Last Transaction Date
8/20/2011

12/3172012
9/20/2011
8/6/2009
8/672009
8/672009
11/1172011
11/1172011
11/1172011

7 972472011

11/6/2008

7 11/2772012

112902012

7 11/29/2012
7 117292012
7 117292012
7 11/29/2012

12/3172012
10/26/2011
1072672011
117112011
27572011

1/11/2013
1/11/2013
1/11/2013
1/11/2013
1/11/2013
1/11/2013
1/11/2013
1/11/2013
1/11/2013
1/11/2013
1/11/2013
1/11/2013
1/11/2013
1/11/2013
1/11/2013
1/11/2013
1/11/2013
1/11/2013
1/11/2013
1/11/2013
1/11/2013
1/11/2013
1/11/2013
1/11/2013
1/11/2013

1/22/2013

Last Processing Date
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,) Limit Amount Report (continued)
/

Business Unit:

Linut Type:

Sold to Customer:
Report By:

Max Femaming Percent:

Business Unit:

Contract Number
0000000106
0000000111
0000000112
0000000113
0000000199
0000001079
0001002
0001002
0001002
0005001
0005001
0005001
00S075
0005137
0005147
0005153
0005153
0005153
0005153
0005153
0005169
000S178
0005176
0005186
005189

Active Contracts Limit Amount Manasement Report

50100
Fund/Bill
%
Femaining
30.00 %

WA Dept of Transportation

I
R

0440
04MO
5070
1180
3600
5590
QX20
3340
Q770
33B0
H220
1220
L2IR
Q220
Q210
H220
Q220
04MO
HO50

e e e e e T T T T T R e e e e e e e N

Transaction Id

1/2272013

Last Processing Date

Contract Admin:
Contract Type: %
Contract Classification: Standard
Contract- “a
Funding Limits
Limit Femaming Remaining % Last Transaction Date
7.BE1.00 3,657.92 UsSD 4641 82072011
1,500.00 47812 USD 31.87 @24/2011
1,500.00 406.12 USD 27.07 82072011
1,500.00 166.00 USD 11.07 ¥10/2011
35.110.48 40441 USD 1.15 123172012
100,000.00 5,626.18 UsSD 5.63 9202011
817,534.00 3,787.31 UsD 0.46 862009
991,043.00 4.593.00 UsSD 0.46 862009
4,629 000.00 2144900 USD 0.46 862009
289.973.00 3211 USD 0.01 11/1172011
11,510,057.00 91900 USD 0.01 11/1172011
1,000,000.00 £1.00 UsSD 0.01 11/1172011
1,054.239.00 73984 USD 0.07 92472011
206,000.00 7.5391.00 USD 3.68 11/6/72008
1,104 200.00 269 27061 USD 3437 112772012
130,099.00 2,338.80 UsD 1.80 11/2972012
100,000.00 25.671.00 USD 2567 11/292012
423,000.00 108,587.00 USD 2567 11/292012
180,000.00 46 208.00 USD 3567 11/2972012
529 605.00 135,9533.00 USD 2567 112972012
100,000.00 47.399.13 USD A7.40 12/31/2012
228.073.00 10.796.00 USD 473 102612011
660,240.00 1425341 USD 216 107262011
221.301.00 34.530.14 USD 1560 117112011
1,280,000.00 2828100 USD 221 27572011

S T U Y

1172013
11/2013
11/2013
1172013
1172013
11/2013
11/2013
11/2013
1172013
11/2013
11/2013
11/2013
11/2013
1172013
1172013
11/2013
11/2013
11/2013
11/2013
1172013
11/2013
11/2013
1172013
11/2013
1172013
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/p/ Prepaid Management Report

This report displays the details on 12272013
prepaid balances, including the
status, the date the balances are
expected to expire, and the amount . e

remaining. The details of the otd To Cutoer Billas Uslzadon Busiex  Emiss  Dalm Passhoe Ramasins Compicud
report are determined by the 0000003006 WISE COUNT 0000001061
criteria that is set on the Prepaid -

Balance report run ContrOI pagel 0000003140 BERRYVILLE 0000000089 PFPD Bal#1 for 0000000089

Contracts Prepaid Management Report

Business Unit: 50100 VA Dept of Transportation

28385 0.00 0.00
0000003383 RICHMOND C 0000000182 PPD Bal#2 of Contr# 2/16/2013 &/1/2012 4094 0.00 0.00
. . 0000000182
You can nawgate to this report
0000003383 RICHMOND C 0000000182 PPD Bal#1 of Contr# 2/16/2013 0.00 0.00 0.00
H H . 0000000182
using the following path:
0000003383 RICHMOND C 0000000184 PPD Bal#1 for 0000000184 3/1/2012 15097 109.96 0.00

0000010013 AASHTO 0000000187 PPD Bal#1 of Conir#

M a| n M enu > Cu Sto mer EED B ¢ 271072013 40.500.00 13,743.58 0.00
Contracts > Reports > Prepaid ooroms asso s s
M an ag eme nt 0000010014 AASHTO 0000000176 PPD Bal#1 of Contr# 21072013 47.250.00 6.721.60 0.00

0000000176

0000010014 AASHTO 0000000199 PFD Bal#l of Conir# 2/10/2013 41.250.00 13,580.86 897.41
0000000199

0000011943 PRIC 0000000093 PPD Bal#l of Conir® 2/10/2013 18,000 00 16,999 66 0.00
0000000093

0000012474 VIRGINIA P 0000000086 PPD Bal#l for 0000000086 1.408.50 0.00 0.00

292



V4

#/ Prepaid Management Report (continued)

Business Unit:
Contract Currency:
Sold To Customer

0000003006 WISE COUNT

0000003006 WISE COUNT

0000003140 BERRYVILLE

0000003383 RICHMOND C

0000003383 RICHMOND C

0000003383 RICHMOND C

0000010013 AASHTO

0000010013 AASHTO

0000010014 AASHTO

000010014 AASHTO

0000011543 PRTC

0000012474 VIEGINIA P

S0100
UsD
Contract

0000000061

0000000001

0000000082

0000000182

0000000182

0000000184

0000000187

0000000087

0000000176

Q000000199

0000000093

Q0O0D000EE

Contracts Prepaid Management Report

VA Dept of Transportation

Billing Utilization
Dezcription

PFD Bal#1 for 0000000061

FFD Bal#1 for 0000000001

PFD Bal#1 for 0000000085

FFD Bal#2 of Cont#
0000000182

PFD Bal#1 of Cont
0000000182

FFD Bal#1 for 0000000184

PFD Bal#1 of Conh#

0000000187

FFD Bal#1 of Conns
0000000087

PFD Bal#1 of Cont=
0000000176

FFD Bal#l of Conti=
0000000199

PFD Bal#1 of Cont=
0000000093

PPD Bal#1 for 0000000086

Purchase Expiry Depletion Pucchaze
Order Date Diate Amennt
§70,000.00

1.606.89

283 .85

2/16/2013  &172012 40.94

2/16/2013 0.00

3/1/2012 150.57

2/10/2013 40,500.00

2/10/2013 33,000.00

2/10/2013 47,250.00

2/10/2013 41,250.00

2/10/2013 15,000.00

1.408.50

1/22/2013
Femaining Committed
Amount Amount
£70,000.00 0.00
0.00 0.00
0.00 0.00
0.00 0.00
0.00 0.00
10596 0.00
13,743.58 0.00
33,000.00 0.00
6,721.60 0.00
13,580 86 89741
16,999.66 0.00
0.00 0.00
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p Queries
/

Customer contracts queries can be run at various intervals. There are numerous Customer contracts queries available. Key
customer contracts queries include:

»  Project Distribution Codes

»  Contract Products (Amount and Recurring)

* Allowable and Unallowable Project Expenditure Accounts
«  Contract with No Billing

«  Contract on Billing Hold

«  Bill History by Contract

« Validate Federal Bill Lines

«  Contract Project Activities Combo

*  Project Expenditures & Transfers

*  Project Payroll Expenditures
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This query identifies all Amount and Recurring Products with the associated accounting distribution. This query is used to
determine which product should be used when creating Amount-Based and Recurring contract lines.

You can navigate to this query using the following path:

Main Menu > Reporting Tools > Query > Query Viewer >V_PA CUST_CONTRACT_PRODUCTS

Customer Contract Products

V_PA_CUST_CONTRACT_PRODUCTS - Customer Contract Products

9

Business Unit [50100  |Q

Product ID(% for all) [
Product Group(% for all) [%
Account(% for all) |3
Dept 1D (% for all) |%

PLHLH

Fund (% for all) (04720 |3,

View Results |

Download results in :

Excel SpreadShest

Product Description

AMT_GEMER4 Gener-CON- Location & Design

Wiew All
Product

1

2 AMT_PROJEZ29
3 AMT_PROJEZ0
4 AMT_PROJE31
5 AMT_PROJE3Z
6  AMT_PROJE33
7  AMT_PROJE34
8 AMT_PROJE3S

AMT_PROJE3ZG

10 AMT_PROJE3TY

Partic - CON - CCT - Bristol
Partic - CON - CCT - Salem

Partic - CON - CCT - Lynchburg

Partic - CON - CCT - Richmond
Partic - CON - CCT - Suffolk
Partic - CON - CCT - Fredsburg

Partic - CON - CCT - Culpeper

Partic - CON - CCT - Staunton

Partic - CON - CCT - NOWA

Q.

C8W Text File XML File

Price

Type
AMT
AMT
AMT

AMT

AMT
AMT
AMT

AMT

AMT
AMT

(B4 kb)

Product Group

AMT_CONOTH
AMT_COMNCCT
AMT_CONCCT

AMT_CONCCT

AMT_CONCCT
AMT_CONCCT

AMT_CONCCT
AMT_CONCCT

AMT_CONCCT

AMT_CONCCT

Distribution
Code
GEMERGEMN14
PROWJEPROOA
FPROJEFPRODZ

PROJEFROD3

PROJEFROD4
PROJEFPRODS
PROJEPRODS

PROJEPROOT

PROJEFRODS
PROJEFROD2

Distribution Code Desr

Location & Design CON Private
Partic - CON - CCT/OTH-Bristol
Partic - CON - CCT/OTH-Salem
Partic - CON - CCT/OTH-
Lynchbg

Partic - CON - CCT/OTH-
Richmnd

Partic - CON - CCT/OTH-Suffolk

Partic - COMN - CCT/OTH-
Fredbrg
Partic - COMN - CCT/OTH-
Culpepr
Partic - COMN - CCT/OTH-
Staunin

Partic - CON - CCT/OTH-NOWVA

Account

40040001
40042011
40042011

40042011

40042011
40042011
40042011

40042011

40042011
40042011

Department Fund

10021 04720
11000 04720
12000 04720
13000 04720
14000 04720
15000 04720
16000 04720
17000 04720
18000 04720
19000 04720

Cost
Center

First 1-100 of 169 “*' Last

Program Projectld Activity

514002 0000108401
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This query identifies all Distribution Codes in Cardinal. The results can be used to identify if new distribution codes need to be
defined and to identify which products to use when creating Rate-Based, Amount-Based and Recurring Products.

You can navigate to this query using the following path:

Main Menu > Reporting Tools > Query > Query Viewer >V_PA DISTRBUTION_CODES

V_PA_DISTREUTION_CODES - Distribution Codes

sSetD po100 |
Account (% for all) % (o}
Fund (% for all) (04720 |C
Dept Id (% for all) [3% (&}
Cost Center (% for all) % (&}

| View Results |

Download results in - Excel SpreadSheet CSW Text File XML File (31 kb)

View All First 1-100 of 101"} Last
Distribution Code Effective Date Effective Status Long Description Short Description Account DeptIlD Task Fund CostCenter Program Project Activity

1 ADWVANADCMNA 01/01M1901 A Prepaid - COM - CCT ADWVAMADCNT 24042011 99089 04720

2 ADWVANADCNZ 01/02/1901 A Prepaid - CON - STA ADWVANADCNZ2 2403007 99999 04720

3 ADWVANADCN3 01/01/1901 A Prepaid - CON - OTH ADWVANADCN3 24042011 99989 04720

4 ADWVANADCMN4S /o190 A Prepaid - Ceoal Severance - CCT ADWVANADCMNS 24042012 11000 04720

5 ADVANADCMNS 01/01/1901 A Prepaid - COM - STA - 99059 ADWVAMADCMS 2403007 jelisiele) 04720

= ADWVANADPSP 01/01/1901 A Prepaid - Private Sectr- CON ADWVANADPSP 240400 99999 04720

T ADWVANCOMN34 070172016 A Prepaid - CONM - STA ADWVANCON 34 4003007 10030 04720

2 ADWVANCOMN3S 07/01r2018 A Prepaid - COM - OTH ADWVAMNCON3E 40032007 10055 04720

9 AMT_CONCCT 01/01M1901 A UAR - Amt - Constr Cty Co Twn AMT_CONCCT 112062 99999 04720

10 AMT_CONOTH 01/011901 A UAR - Amt - Constr Other AMT_CONOTH 112064 99999 04720




2/ Allowable and Unallowable Project Expenditure Accounts

This query identifies all project expenditure transactions associated to the preconfigured allowable or unallowable Accounts.
This query is used to review project expenditures during the final voucher process to close out a Federal project.

You can navigate to this query using the following path:

Main Menu > Reporting Tools > Query > Query Viewer >V_PA PROJ EXPENDITURE_ACCTS

V_PA_PROJ_EXPENDITURE_ACCTS - Allowable Unallowable Accounts

PC Business Unit 50100 |3
Project 1D (3 for All) (00000023312 l&}
Activity Type (3% for All) | %% e}
From Accounting Date [02/01/2018 |
To Accounting Date |02/22/2018  [[E]
Allowable / Unallowable /% |% &}
[ View Resuits |

Download results in :  Excel SpreadSheet CSW Text File XML File (12 kb)

Wiew All First 1-24 of 24 Last
JournallD Jaumal Accounting Accounting Fiscal Business Project Activity Analysis Account EECTHENE Fund Department Program FIPS Agency Task Asset Route Contract Amount Allowable
Date Date Period Year Unit Type Description Use 1

Employer Retire

1 0000819534 D2/21/2018 D2/21/2013 8 2018 50100 0000002312 74201 ATE 5011110 Contrb-Def Ben 04720 15002 603023 001 -66.20 ¥
Employer Retire

2 0000319534 02212018 02/21/2018 & 2013 50100 0000003312 64201 ATE 5011110 Contrb-Def Ben 04720 15002 502023 001 0015051 66.20 Y

3 0000819534 D2/21/20138 02/21/2013 5 20138 50100 0000003312 74201 ATE 5011120 Salary Social - 04720 15002 503023 001 -29.55 Y
Securty&hedicare

4 0000819524 02/21/2018 0Z/21/2012 & 2013 50100 0000003312 64201 ATE 5011120 Salalygocal 04720 15002 503023 001 0015051 2955 Y
SecurtyvaMedicare .

5 0000219534 D2/21/2018 02/21/2013 2 2012 50100 0000003312 64201 ATE 5011140 ﬁrsoul:gnl_ci;e 04720 15002 503022 001 0015051 492y

G 0000819534 02/21/2018 02721/2013 8 2018 50100 00000023312 74201 ATE 5011140 ﬁrsoul:znl_ci;e 04720 15002 603023 001 -4.92 Y
Employer Health

T 0000819534 02/21/2018 02721/2013 8 2018 50100 0000002312 64201 ATE 5011150 Ins Premium 04720 15002 603023 001 0015051 arozy

& 0000319534 02/21/2018 02/21/2018 & 2013 50100 0000003312 74201 ATE 5011150 ﬁ?g?gfi’{uﬁa”h 04720 15002 502023 001 -37.82 Y

9 0000519534 D2/21/20138 02/21/2013 5 20138 50100 0000003312 64201 ATE 5011230 gfgzgﬁ_lid 04720 15002 503023 001 0015051 40839 Y

10 00002195324 D2/21/2018 02/21/2013 &2 2018 50100 00000023312 74201 ATE 5011230 Salanes, 04720 15002 5030232 001 -409.39 Y 297
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This report identifies any contracts for which no billings have been processed. This report is to review customer contract

statuses.

You can navigate to this query using the following path:

» Contract with No Billing

Main Menu > Reporting Tools > Query > Query Viewer >V_PA CA NO_BI

V_PA_CA_NO_BI - Contract with No Billing

View Results |
Download results in
Wiegw All

Project
0000000015
0000000016
0000000054
0000000098
0000000140
0000000192
0000000293
0000000293
0000000564
0000000673

Ll T = B S I R R L I N I

-
=

From Date |37/31/2018 |[5]
To Date |11/01/2018  [[5]
Contract Type (% For All) %

Q

Excel SpreadSheet CSW Text File XML File {2086 kb)

5401456
0852315
0852343
5404115
5404118
0012101
0092008

Status
ACTIVE
ACTIVE
ACTIVE
ACTIVE
ACTIVE
FIRE - CLOSED
ACTIVE
ACTIVE
FIRE-CLOSED
ACTIVE

Type

Mm M m T M M M M M

Last Billed Date
D7H&2012
121472011
070672013
110572012
121472011
121472011
08ATI2017
DBA201T
03M12014
071272013

Life-to-Date Billed Amount Project Manager

13806702.65 MITCHELL,DIANE L
7317457.35 MITCHELL,DIANE L
59277000.08 MITCHELL,DIANE L
532235.00 MITCHELL,DIANE L
50734327.00 MITCHELL,DIAME L
170414.00 MITCHELL,DIANE L
19575658.04 MITCHELL,DIAME L
16085220.00 MITCHELL,DIANE L
2049221.08 MITCHELL,DIANE L
120171287 MITCHELL,DIAME L

First 1-100 of 4365 '*' Last

Reason
No billing during timespan
No billing during timespan
No billing during timespan
Mo billing during timespan
No billing during timespan
No billing during timespan
Mo billing during timespan
Mo billing during timespan
No billing during timespan
Mo billing during timespan

Min End Date

10/31/2018

0373172017
0142172018
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% Contract on Billing Hold
/

This query identifies active contracts that have been put on billing hold, that have suspended billing, or deferred lines on a
billing worksheet. This query is used to monitor processing of billing holds, suspended billings or deferred billing worksheet
lines related to active Customer Contracts in order to ensure these items are resolved and billing continues in a timely

manner.

You can navigate to this query using the following path:

Main Menu > Reporting Tools > Query > Query Viewer >V_PA CA Bl HOLD

V_PA_CA_BI_HOLD - Contracts on Billing Hold
Business Unit [50100 |y
View Results |
Download results in . Excel SpreadSheet CS5V Text File XML File (1239 kb)
Wiew All
Contract C*%;ggﬂt Contract Status m';]i:ger De=cription
1 DO0OD00OD03S O ACTIVE 1 BRAC-133 MARK. CTR STUDY
2 DOODDODOSS O ACTIVE 1 BRAC-133 MARK. CTR STUDY
3 DOODDODE39 R ACTIVE 1 02025211
ADMIN REVIEW JORDAN
4 DO0OD0DODSS54 A ACTIVE 1 BRIDGE
5  DOODOOAO0BY L ACTIVE 1 PE FOR RTE 60&
& DO0ODOO1069 L ACTIVE 1 BRAC-133 ALEXANDRIA
7 DO0ODOO1423 A ACTIVE 1 Partic - CON - CCT - Fredsburg
8 DO0OD0O1426 O ACTWE 1 Partic - CON -Private-NOWA
9 DOODOO1429 R ACTWE 1 Recurring Contract $4334 22
10 DO0D0O1505 O ACTIVE 2 Gener -HMO E River 11099

Billing Plan
[[a]

B101
B101
B101

B101

B101
B101
R101
B101
B101

First 1-100 of 3037 '*' Last

Hold Date End Date Type of Hold
Rate Based Contract Ling is Missing Rate Set in CA_RATE tahle
D2/03/2012 Bill Flan Associated with Contract Line is On Hold
Rate Based Contract Line is Missing Rate Setin CA_RATE table
Rate Based Coniract Line is Missing Rate Set in CA_RATE table
Rate Based Conitract Ling is Missing Rate Set in CA_RATE table
Active Contract with Inactive Rate Seton CA_RATE
0572472016 Revenue Plan Associated with Contract Line is On Held
D4/1452014 Bill Flan Associated with Contract Line is On Hold
D4/15/2013 08/11/2013 Bill Plan Associated with Contract Line is On Hold

Rate Based Contract Ling does not have row dafined in CA_RATE
table
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y Bill History By Contract

The query is used to review and monitor billing history for a contract. To run the report, the user will enter a Business Unit,
and Contract Number.

You can navigate to this query using the following path:

Main Menu > Reporting Tools > Query > Query Viewer >V_PA BILL_HIST _CONTRACT

V_PA_BILL_HIST_CONTRACT - Bill History by Contract

Business Unit 50100

View Results |

Download results in :
Wisw All

Business Unit
50100
50100
50100
50100
50100
50100
50100
50100
50100
50100

m B = = RS B = R & T SRS IR % Y

-
=

a

Contract 1D (0000000085

a

Excel SpreadSheet CSV Text File XML File (4 kb)

Contract 1D
0000000035
0000000035
0000000035
0000000035
0000000035
0000000035
0000000035
0000000035
0000000035
0000000035

Project
0000095562
0000Do5562
0000095562
0000Do5562
0000095562
0000095562
0000095562
0000095562
0000095562
0000095562

Appropriation Code

MGE&SE
MGE&SE
MGE&SE
MGE&SE
MGE&SE
MGE&SE
MGE&SE
MGESE
MGE&SE

Invoice
Conversion
MGESEOODDD4
MGSEOODDZE
MGESEOODD3S
MESEOODDSS
MESEOQDOTS
MGSEOQD104
MGESEOQD134
MGESEOOD160
MGESEOQD 184

Invoice Date

123172011
020172012
03/M0172012
04/02/2012
05172012
0580172012
0722012
08012012
090452012

Target Payment

LTD Billed Amount
8350 42
3602938
3602928
3602938
3602928
3602928
3602928
3602938
360293
360293

First 1-15of 15 Last

Invoiced Amount Payment Date
8350 42
60.31 04M11/2012
36.34 04M11/2012
136.97 04M11/2012
4289 04/30/2012
168472 05/30/2012
3224 OT02/2012
535.92 02/01/2012
-2.07 091202
26.04 10M16/2012
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Validate Federal Bill Lines

The query is used to validate amounts billed for a specific contract on a Federal bill.
You can navigate to this query using the following path:

Main Menu > Reporting Tools > Query > Query Viewer >V_PA FED_BILL_VALIDATE

V_PA_FED_BILL_VALIDATE - Validate Fed Bill Lines

Businass Unit 50100
FProject | 0000020092 (&'}
Phase (3101 Q,
Accounting Date From |01/01/1901 E{I
Accounting Date To |[11/0172018 5]

| View Results |

Download results in :  Excel SpreadSheet CSW Text File XML File (833 kb)

Wiew All

Business Unit Joumnal 1D Project Activity Analysis Type Source Type Accounting Date Date/Time Contract Contract Line Num
1 50100 0000020092 602 ELD L1C0O 06152015 04/13/2017 2:59:03PM 5115145 1
2 50100 00000o0092 602 BLD L1C0O 06/30/2015 04/13/2017 :59:03PM 5115145 1
3 50100 0000090092 602 ELD L1C0 07/01/2015 04/13/2017 %:59:03PM 5115145 1
4 50100 0000020092 602 ELD L1CO 07M16/2015 04/13/2017 2:59:03PM 5115145 1
5 50100 0000090092 602 ELD L1C0 0713042015 04/13/2017 :59:03PM 5115145 1
G 50100 0000020092 602 ELD L1CO 07/31/2015 04132017 2:59:03PM 5115145 1
7 50100 00000C0092 602 ELD L1COD 081212015 04132017 9:59:03PM 5115145 1
8 50100 0000090092 602 ELD L1C0O 08312015 04/13/2017 :59:03PM 5115145 1
9 50100 0000020092 602 ELD L1C0O 097152015 04/13/2017 2:59:03PM 5115145 1
10 50100 Q000020092 602 BLD L1C0o 09/30/2015 04M13/2017 2:59:03PM 5115145 1

Billing Distribution Status

OoooooooQgooao

First 1-100 of 2820 '*' Last

BU Amount

1171.20
953.23
252269
T8E.46
199.50
2945.49
402.33
T09.21
T733.96
2996.07
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p/ Contract Project Activities Combo
/

This query gives the ability to upload the associated Project and Activity Combination for a Contract to Excel and ensure all

Project and Activities are added to a contract.
You can navigate to this query using the following path:

Main Menu > Reporting Tools > Query > Query Viewer >V_PA CONTRACT_PROJ_ACT_COMBO

V_PA_CONTRACT_PROJ_ACT_COMBO - Contract Proj/Acti Combination

Business Unit 50100 |
Contract 0000001011 QL

View Results |

Download resulis in . Excel SpreadSheet CSW Text File XML File {59 ki)

Wiew All
Contract Ling Num PC Bus Unit Project Phase Activity Descr
1 00oooo1011 1 50100 ooooog1010 9101 602 PE/Constr - Constr on PE Job
2 0000001011 1 50100 0000051010 9101 605 Prel Eng. Environmetal
3 0000001011 1 50100 000021010 9101 605 Advanced RAN Prior to Acg.
4 0000001011 1 50100 0000051010 9101 a7 R Stakeout for Cond. and App
5 00oooo1011 1 50100 ooooog1010 9101 603 Const. Stakeout Prior fo Award
G 0000001011 1 50100 0000051010 9101 609 P_E. Educational Courses
7 0000001011 1 50100 0000021010 9101 611 Preliminary Surveys
2 0000001011 1 50100 0000051010 9101 12 Preliminary Studies
g 00oooo1011 1 50100 ooooog1010 9101 613 Location Surveys
10 0000001011 1 50100 0000021010 9101 G514 Soil Surveys

First 1-100 of 281" %' Last
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Project Expense and Transfers

This query displays project expenditures and transfers for a given activity type within specified accounting dates.
You can navigate to this query using the following path:

Main Menu > Reporting Tools > Query > Query Viewer >V_PA PROJ EXP_AND_ TRANSFERS

V_PA_PROJ_EXP_AND_TRANSFERS - Project Exp and Transfers

Business Unit (3 for all) 50100 |y
Activity Type (2% for all) |% &}
Fund (%& for ally % &}
Praoject (2 for all) [DOO0100321 [&}
Fiscal Year | 2013
Accounting Peried From 1
Accounting Period To 5
Project Category (96 for all) (% &}

| Wiew Results |

Download results in @ Excel SpreadSheet CSV Text File XML File (30 kb)

e All First 1-60 of 60 Last

Project Ac:giw A‘{I:'E;-Lty FHL‘EE;?I Aogg:.liggng Fund Account Program Department Joumal 1D J%‘;‘;‘;H'I Accg:tneting gitrecrg Voucher Supplier I  Supplier Name Sg?apsli:r Contract AI‘I‘IBOL:.IFIt
1 00OOOMDO321 778 o102 2018 5 04720 50112301 603024 13010 ALCO000004 19/30/2017 11/30/2017 ALC 0.57
2 0000100321 778 9102 2018 5 04720 50112301 603024 13010 ALCOO00003 11/30/2017 11/30/2017 ALO 2.08
2 0000100321 778 o102 2018 5 04720 50112301 603024 13010 ALCO000002 11/20/2017 11/30/2017 ALO 1.52
4 0000100321 778 o102 2018 5 04720 50112301 603024 13010 ALCOO00001 11943072017 11/30/2017 ALO 1.58
5 0000100321 778 o102 2018 3 04720 50112301 603024 13010 PCO0880169 09/01/2017 02312017 GPC -1.26
§ 0000100321 778 9102 2018 2 04720 50112301 603024 13010 ALCOO00001 08/31/2017 0B/31/2017 ALC 317
7 00DO0100321 TTE o102 2018 2 04720 50112301 603024 13010 ALCO000004 08/31/2017 0B31/2017 ALO 1.14
8 0000100321 778 o102 2018 2 04720 50112301 603024 13010 ALCOO00003 08/31/2017 0B/31/2017 ALO 416
9 0000100321 778 9102 2018 2 04720 50112301 603024 13010 ALCOO00002 08/31/2017 DB31/2017 ALO 3.04
10 0ODOO1D0321 778 9102 2018 3 04720 50112301 603023 13010 PC00680169 09/01/2017 02731/2017 GPC 1.36
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#/ Project Payroll Expenditures
/

This query displays project payroll expenditures for an activity type between transaction dates.

You can navigate to this query using the following path:

Main Menu > Reporting Tools > Query > Query Viewer >V_PA PROJ PAYROLL_EXPENDITURES

V_PA_PROJ_PAYROLL_EXPENDITURES - Project Payroll Expenditures

Business Unit (% for all) [50100 |3

Fund {% for all) [% &)
Activity Type (% for all) [% ')
Project Category (% for all) |% L
Project 1D (26 for all) (0000100321 (o)

Fiscal Year | 2018
From Accounting Period 1

To Accounting Period 5
| View Results |

Download results in ©  Excel SpreadSheet C3V Text File XML File (1 kb)

Wiew All First 1-3 of 3 Last

Project 1D Activity Type Activity ID Program DeptlD Fund Journal 1D Journal Date Fiscal Year Period Employee ID Employee Name Resource Quantity Contract Resource Amount
1 0000100321 9102 77g 603024 13010 04720 TEDDG3ST36 0732017 2018 1 . 1.00 3218
2 0000100321 9102 7i8 603024 13010 04720 TEDDG7VE289 08/30/2017 2018 2 1.00 30.14
3 0000100321 9102 77g 603024 12010 04720 TEDOVS4307 11/3072017 2018 5 . 0.50 15.07
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/;/ Online Inquiries
/

Customer contracts online inquiries can be run at various intervals. There are numerous customer contracts online inquiries
available. Key customer contracts online inquiries include:
* Review Contract Summary

* Review Contract Information— Amendments

* Review Contract Information - Notes

* Review Contract Information - Projects/Activities

* Review Billing - Plans

* Review Billing - History

* Review Billing Events

* Review Billing - As Incurred

* Review Revenue - Plans

 Review Revenue - Events

* Review Revenue - As Incurred

 Review Revenue - Fixed Fee Acctg Lines

* Review Revenue - As Incurred Acctg Lines

* Review Revenue - History

* Review Limits

« My Contracts
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Review Contract Summary

YOU Can na.V|ga.te tO these Favorites - | Main Menu - » Customer Contracts ~ > Review Contract Summary
online inquiries using the Review Contract Summary
fo”oWlng path Contract Number 0000001069 Currency USD Amendment Number 0000000004
Contract Type L Business Unit 50100 Contract Signed 02/02/2010
Contract Class Standard Region Code Amendment Date 1172002013
1 Customer Proposal ID
Main Menu > Customer Contract Status ACTIVE CITY OF ALEXANDRIA P 5.00
Contracts > Review Contract Summary
S umm ary Total Billed 250,630.99 Total Revenue Recognized 125,315.50
Total Collected -7.492.44 [y Revenue Forecasted 0.00
Billing Amounts Revenus Amounts
Fixed Billing 125,315.50 Fixed Revenue 125,315.50
Discounts/Surcharges 0.00 Discounts/Surcharges 0.00
MNon-inclusive Prepaids 125,315.4% Non inclusive Prepaids 125,315.49
Subtotal 250,630.99 Subtotal 250,630.99
As Incurred Billing Limits {Less Prepaid) 125,315.51 As Incurred Revenue Limits {Less Prepaid) 125,315.51
Recurring Billing 0.00 Recurring Revenue 0.00
Total 37594650 Total 375,946.50
Contract Lines Personalize | Find | 2| B First 4/ 1-30f3 '} Last
— — Net -
Line Product Status Price Type aDilling  NetBiling — Reveme  pevenue Billing Limit  ReVENUS Estimated StartDate EndDate B
Amount
1 BRAC-133 ALEXANDRIA Active Rate 250,631.00 250,631.00 0.00 09/02/2010 C
2 Partic - CON - CCT - NOVA Active Amount 0.00 0.00 0.00 0.00 0.00 01/31/2013 In
4 Partic Advance-CON-CCT-NOWVA Active Amount 125,315.50 125,315.50 125,315.50 125315.50 0.00 11/20/2013 Cx
< >
Related Projects Contract Milestones
Eﬁ“Business Project Description Project Status Milestone ID Milestone Status Billing Impact Revenue Impact
50100 0000096261 0395-100-722,P101, R201, C501 Open None No No
|[&h Returnto Search | |4{ | Previousin List || ] Mextin Ligt | [£% Refresh
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Review Contract Summary (continued)

Favorites « |
Review Contract Summary

Contract Number 0000001069
Contract Type L
Contract Class Standard

Contract Status ACTNVE

Summary

Total Billed
Total Collected

Billing Amounts

Fixed Billing
Discounts/Surcharges
MNon-inclusive Prepaids

Subtotal
As Incurred Billing Limits {Less Prepaid)
Recurring Billing

Total

Contract Lines

Line Product

1 BRAC-132 ALEXANMDRIA
2 Partic - COM - CCT - NOWVA,

4 Partic Advance-COMN-CCT-NOWA

<

Related Projects

PC Business

Unit Project

50100 0DO0096261

| = Return to Search | 1] Previous in List

Main Menu - >  Customer Contracts - =

Status

Active

Active

Active

Description

0295-100-722,P101, R201, C501

Review Contract Summanry

Currency UsSD Amendment Number 0000030004
Business Unit 50100 Contract Signed 0Sro2/2010
Region Code Amendment Date 112002013
Customer CITY OF ALEXANDRIA Proposal ID .00
250,630.99 Total Revenue Recognized 125,315.50
-7,492 44 [ Revenue Forecasted 0.00
Revenue Amounts
125,315.50 Fixed Revenue 125,315.50
0.00 Discounts/Surcharges 000
125,315.49 Mon inclusive Prepaids 125, 31549
250,630.99 Subtotal 250,630.99
125,315.51 As Incurred Revenue Limits (Less Prepaid) 125,315.51
0.0 Recurring Revenue 000
375,945 50 Total 375,945.50
Personalize | Find | B2 | B First (4 1-30f3 &' Last
e r— MNet -

- Billing Net Billing Revenue o S— Rewvenue E=stimated |
Price Type Amount Amount Amount F.Ler\;;r:-lunet Billing Limit Limnit Amount Start Date End Date Bi
Rate 250,631.00 250,631.00 0.00 02/02/2010 i
Amount 0.00 0.00 Q.00 Q.00 0.00 01/31/2013 In
Amount 125,315.50 125,315.50 12531550 12531550 0.00 11/20d2013 C

Project Status

Open

||4] Mextin Ligt

|| &% Refresh |

Contract Milestones

Milestone ID

MNone

Milestone Status

Billing Impact Revenue Impact

No Mo
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/,/ Review Contract Information - Amendments
/

You can navigate to these online inquiries using the following path:

Main Menu > Customer Contracts > Review Contract Information > Amendments

Fawvorites - | Main Menu - > Customer Contracts = > Review Contract Information - >  Amendments

Inguire Contract Amendments

Amendment Details

Contract 0000001203 Local Contract
Sold To Customer FIEDMOMT COMCRETE COMNTRACTORS INC.

Contract Information
Amendment Number 0000000001 Business Unit “wa Dept of Transportation
Amendment
Amendment Reason Amend Header Info Amendment Status Complete
Reference ID
Amendment Date
Ready Date 10/22/2013 Entered On 10/23/2012 11:14AM

Amend Completion Date 10222018 12:01FM User Preparing Chg. Pkg.

Information Amended

Line - -
Number Field Changed Old Value Mew Walue Change Action

1 Signed on 2012-10-01 2012-0%-03 Update Record

[o* Return to Search [=7] Motify i Refresh
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I} Review Contract Information — Amendments (continued)
/

Eavorites « | Main Menu

Inquire Contract Amendments

Amendment Details

Contract 0000001903

Contract Information

Amendment Number 0000000001
Amendment
Amendment Reason Amend Header Info

Reference ID

Amendment Date
Ready Date 10/2%/2012

Amend Completion Date 10252012 12:01PM

Information Amended

A Field Changed  Old Value Mew Value

Number

1 Signed on 2012-10-01 2012-09-03

T oM Return to Search | | =] Motify _ﬁ Refresh

> Customer Contracts = > Rewview Contract Information - = Amendments

Local Contract

Sold To Customer FIEDMONT CONCRETE CONTRACTORS INC.

Business Unit “wa Dept of Transportation

Amendment Status Complets

Entered On 10222013 11:14AM

User Preparing Chg. Pkg.

Change Action

Update Record
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’) Review Contract
Y4

You can navigate to these online
inquiries using the following path:

Main Menu > Customer Contracts
> Review Contract Information >
Notes

nformation - Notes

Favoriies + | Main Menu > Customer Contracts + > Review Contract Information + > Noies

Contract Notes

Contract 0000001425 GEC Design 1495/DAAH Improvmnt
Sold To Customer METROPOLITAN inquire Contracts
WASHINGTON AIRPORT
AUTH
Note Text

Based on email from District on 9/26/12, the Contract amount was reduced by .64 cents.

MDJ

Total bills to the customer overbilled the .64 cents. New Contract amount is 10,275,698.36.

Additional Note Information

Classification Custom

Note Type
Contract Component Amendments

Entered By PPS_MARCY.JONES
Date Time Added 09/26/2012 1:20PM

\ Add New Note |

[@h Return to Search | |[=7] Notify |
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@ Review Contract Information— Projects/Activities
/

This report allows you to review information about a project along with it's associated activities. Once you access this page,
there are three sections of information:

* Contract/Project Information— this is at a summary level

« Linked Activities

* Non-Linked Activities

You can navigate to these online inquiries using the following path:

Main Menu > Customer Contracts > Review Contract Information > Projects/Activities

311



/jj Contract and Project Information Sections
/

Favorites « | Main Menu +

Inquire Project/Activities
Project/Activities

Contract Information

Project

» Customer Contracts = > Review Contract Information = » ProjectsfActivities

FEDERAL HIGHWAY ADMINISTRATIOMN

Contract 0000004

Contract Line 1

Business Unit /A Dept of Transportation
Contract Type Federal
Contract Classification Government
Product FEDERAL
Product Group RTE_FED
Price Type Rais

Fee Type MNone

Description 0005047113 RW201
Project 0000057644
PC Bus Unit “A Dept of Transportation

Project Status Cpen

Project Type CONSTRUCTION
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’) Linked Activities
V4

Linked Activities
Activity
621
622
623
624
625
526
§27
629
651
652
653
654
655
G656

657

Description

Staff Appraising

Fee Appraising

Court Testimony Staff Appr
Court Testimony Fee Appr
Appraisal Review

RWI/PE-PE Activities on RW Job
RW/Consir - Consfr on Rw Job
RW Educational Courses
Attorney Fees - Other

Stafi Attorneys

Atiorney Fees - Condemnations
Incidental Legal Fayments
Relocation Advisory Assistance
Relocation of Utilities

Prel Utility Relo Eng

Status

Inactive

Inactive

Inactive

Inactive

Inactive

Inactive

Inactive

Inactive

Inactive

Inactive

Inactive

Inactive

Inactive

Inactive

Inactive
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,} Non-Linked Activities
Y4

Non-Linked Activities
Activity
501
502
503
505
510
511
512
513
514
515
516
817
521
522

523

Description

Enginzering

Inclement Weather

Expendable Equipment
Preliminary Engr-Environmental
PrelmnryEngr-ScopeFieldReview
Engineering

Land

Damages

Buildings

Fences

Right-of-Way Markers
PrelmnryEngr-Utility Adjustmnt
Clearing and Grubbing
Earthworl

Bormow

'.::f’* Return to Search 'IEI Motify

Status

Inactive

Inactive

Inactive

Inactive

Inactive

Inactive

Inactive

Inactive

Inactive

Inactive

Inactive

Inactive

Inactive

Inactive

Inactive
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y Review Billing
J/

Review Billing:

* Plans
* History
. Events

« As Incurred
You can navigate to these online inquiries using the following path:
Main Menu > Customer Contracts > Review Billing > (select online inquiry name)

Note: The History information is located on the Plans page. Select the History tab to view the history for the selected
contract.
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,} Review Billing: Plans
/

Favoriies - | Main Menu > Customer Contracts » > Review Billing~ > Plans » Define Billing Plam

Billing Plan General || Events || History

BI Unit 50100
Bill To 0000133944

Contract 0000001425

Sold To Customer 0000133944 METROPOLITAN WASHINGTON AIRFPORT

AUTH

Amount Based - Milestone Currency USD

Billing Plan B101

Mg

METROFPOLITAN WASHINGTON AIRFORT
AUTH

Description |Amount Based - Milestone *Billing Status |In Progress

Billing Method |Milestone
Customer Information Amount Detail
Bl Unit 50100

*Bill To Customer 0000133244 =}

Addr Num Q =
Bill To Contact| |

WA Dept of Transportation

METROPOLITAN WASHINGTON
AIRPORT AUTH

Billing Options

Bill Type |OTH (&} [+ Pre Approved
BEill Source PROJE (&) [] Direct Invoice
Summarization Template ID VDOT_OTHER |, WDOT Other

Billing Header Mot Internal Motes Preview Summarization Template

Billing Default Overrides

Invoice Form LANDSCARE |
Cycle ID |MOMNTHLY &'}
Eill By ID PC_OTHER |C

View Customer Defaults

MNon-Federal Project

Payment Method | v
PaymentTerms[1Q
Billing Inquiry | =X

Billing Specialist]|  |Q

Return to Billing Plan Managemeant

|[Flsave ||[E Returnto Search ||[=] Motify |

Billing Plan General | Events | Histonys

- Actions

O Hold

Billing Amount

10,275,608.26

Total Amount 10,275,698.36
Total Billing History 0.00

Events Billed To Date 0.00

Es Add Update/Display
|
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V4

Access this online inquiry using the
following path:

Main Menu > Customer Contracts >
Review Billing

The Plans page displays. Select the
History tab.

» Review Billing — History

Favorites + | Main Menu - » Customer Contracts » > Review Biling~ > Plans

| Billing Plan General I Events | History |

Contract 0000001425
Sold To Customer 0000133944

Billing Plan B101

Amount Details

Negotiated Amount

Total Net Extended Amount

Contract Billing History

Source || Billing I Contracts I Projects

METROPOLITAN WASHINGTON AIRPORT

AUTH

Amount Based - Milestone

10,275,695.36

10,275,695.26

:51%3%5::.:"0. %}Eﬂw gzi‘rirg li‘zgﬁz: *Last Update Date/Time
1 Finalized BEI D3/D5/2012 6:34:35PM
2 Finalized BBI 03/07/2012 6:30:58PM
3 Finalized BEI D3/21/2012 6:31:14PM
4 Finalized BBI 04/20/2012 G:31:15PM
] Finalized BEI D5/18/2012 6:31:18PM
G Finalized BEI 06/M19/2012 6:31:30PM
7 Finalized BEI 07/18/2012 6:35:10PM
g Finalized BEI 08/23/2012 6:36:37PM
] Finalized BEI D8/27/2012 6:34:28PM
10 Finalized BBI 09/10/2012 6:42:02PM

Last Update User
D

BIFCCO0D

BIFCCO0D

BIFCCO0D

BIFCCO0D

BIFCCO0D

BIFCCO0D

BIFCCO0D

BIFCCO0D

BIFCCO0D

BIFCCO0D

> Define Billing Plan

Bl Unit 50100

Bill To 0000133944

Currency USD

Net Amt

1,535,427.00

1,300,749.00

895,854.00

3,286,341.00

1,107,070.00

1,115,096.00

006,352.00

125,210.50

20.50

3,013.00

METROPOLITAN WASHINGTON
AIRPORT AUTH

Personalize | Find || E First

Billing

Gross Amt Currency

1,535,427.00 USD

1,300,748.00 USD

895,354.00 USD

3,286,341.00 UsD

1,107,070.00 USD

1,115,096.00 USD

906,258.00 UsSD

125,210.50 USD

80.50 UsSD

3,013.00 USD

Net Extended
Amt Gross Extended

1,535,427.00
1,300,749.00
895,854.00
3,286,341.00
1,107,070.00
1,115,096.00
006,358.00
125,210.50
20.50

3,013.00

New Window | Helf

4/ 119019 '»' Last

1,535,427.00 A
1,300,749.00
95,854.00
3,286,341.00
1,107,070.00
1,115,006.00
906,258.00
125,210.50
30,50

3,013.00
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’) Review Billing - Events
/

Favorites |

Billing Flan General || Events || History

Contract 0000001425
Sold To Customer 0000133944

Main Menu ~ > Customer Contracts = >

METROPOLITAN WASHINGTOMN AIRFORT

Review Billing = >

Flans

Define Billing Plan

Bl Unit 50100
Bill To 00001339244

METROPOLITAN WASHINGTOMN AIRPORT

AUTH AUTH
Billing Plan B101 Amount Based - Milestone Currency USD
Define Events Amount Detail
 Percent Total Amount 10,275,602 36
® Amount
Remaining Amount 0.20
Add Milestone

Amendment Event Detail

*Ewvent Status

Completed

Completed

Completed

Completed

Completed

Completed

Completed

Completed

Completed

~] [Pending

Event Date
o1Mvi2012
02M17/2012
03172012
041772012
05M17/2012
06M772012
0772012
03M7i2012
0272472012

09/07/2012 |[5]

Event Detail
Event Actions Ewvent Type
1 - Actions  Date
2 - Actions  Date
3 ~ Actions  Date
4 - Actions  Date
5 = Actions  Date
151 ~ Actions  Date
7 ~ Actions  Date
8 - Actions  Date
a - Actions  Date
11 - Actions Date
10 - Actions  Date

Return to Billing Flan Management

|[[/1Save ||[o* Retumn to Search | |[=] Notify

Completed

0072012

Ewvent
Mote

Ewent
MNote

Event
Mote

Ewvent
MNote

Ewvent
Mote

Ewent
MNote

Event
Mote

Ewvent
MNote

Ewvent
Mote

Event
MNote

Event
Mote

Personalize | Find | & | = First '4

Amount Amendment Amit
1,535,427.00
1,300,749.00

395.854.00
3,286,341.00
1,107,070.00
1,115,006.00

906.858.00

125.210.50

30.50
[ ooo

3,013.00

1-11 of 11 “*/ Last

] [=]

-0.10

-0.08 [+]

(]

-0.06 (]
-0.20
-0.07

-0.07 (]

-0.06
-0.01
=]

M W00 Mo

[

(]

0.01

[]

|Eh Add || J Update/Display
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,/ Review Billing — As Incurred
7

Favorites | Main Menu - Custormer Contracts > Review Biling > As Incurred
- - -

Billing Plan General / Events T History N

@Newwmd(

Contract: 0000001418 BI Unit: =0100
Sold To Customer: 0000000133 BILL MILLER EQUIPMEMT SALES, INC. Bill To: 0000000133 BILL MILLER EQUIPMENT SALES. INC.
Billing Plan: B101 As Incurred - Rate Based Currency: usoD

Description: |}ﬂ.s Incurred - Rate Based *Billing Status: | In Progress ,vl Cancel |
Billing Method: As Incurred ] Hold

Customer Information
Bl Unit: 50100

*Bill To Customer: |UUUUUUU1 33

—

VA& Dept of Transportation

2, BILL MILLER EQUIPMENT
SALES, INC.

Addr Hum:; 1@, =1

Bill To Contact:

Billing Options
Bill Type: OTH @,
Bill Source: MG&SE =

Summarization Template ID |‘u’D OT_OTHER

Billing Header Mote
Internal Motes

Freview Summarization Template

Pre Approved
[ pirect Invoice
‘@, vDOT Other

Purchase Order: |

Billing Default Overrides
Invoice Form: LAMDSCAPE @,
Cycle ID: MONTHLY @,
Bill By ID: PC_OTHER |&,

View Customer Defaulis

Mon-Federal Project

Payment Method: |
Payment Terms: a,
Billing Inquiry: | @,

&

Billing Specialist:

Eeturn to Search - As Incurred

[5] save :| Eh RenminSaarm] [=T motify :|

Transaction Options

Bill Currency: Contract Currency

Retainage Options

ltems previously held as Retainages

CBil O write-off & Hold
Minimum Bill Amount: | 0.00
[ Final BiN

SeoAdd| [l Update/Bizpld
| E | &
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y Review Revenue
J/

Review Revenue:

« Plans

- Events

« As Incurred

 Fixed Fee Acctg Lines
 As Incurred Jrnl Acctg Lines
* History

You can navigate to these online inquiries using the following path:

Main Menu > Customer Contracts > Review Revenue > (select online inquiry name)
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’) Review Revenue - Plans
J

Favorites | Main Menu ~ > Customer Contracts + > Review Revenue ~ > FPlans > Define Revenue Plan
Revenue Plan
Contract 0000001425 Business Unit 50100 Currency UsSD
Sold To Customer 0000133044 METROPOLITAN "WASHINGTON AIRPORT GL Business Unit 50100
AUTH
Rewvenue Plan R101 GL Currency USD
Description |Amc|unt Based - Milestone *Plan Status In Progress - Actions
Recognition Method Milestone L Hold
Define Events By Amount Detail
) Percent Total Amount 10,275,693.36
|§eﬁ1r;]°r::‘|:tgs Preview Revenue Remaining Amount n.0o
Add Milestone Amendment Event Detail
Event Detail Personalize | Find | View All | | = First ‘&) 1-120of 12 &) Last
Event Event Type *Event Status Accounting Date Amount Amendment Amit
1 Date Completed O1M7r2012 Event Note 1,535,427.00 -0.10 ] [=]
2 Date Completed 021712012 Event Note 1,300,749.00 -0.03 =]
3 Date Completed 03172012 Event Note 346,144.00 -0.02 [=]
4 Date Completed 04172012 Event Mote 3,286,241.00 -0.20 [=]
5 Date Completed 05172012 Event Note 1,107,070.00 -0.07 [=]
Li] Date Completed 06172012 Event Mote 1,115,085.00 -0.07 [=]
7 Date Completed O7M7r2012 Event Note 9046,858.00 -0.06 [=]
] Date Completed 08172012 Event Note 125,210.50 -0.01 ] [=]
o Date Completed D&/24/2012 Event Mote 80.50 =
10 Date Completed 09/07r2012 Event Note 3,013.00 [=]
11 [Date ~| [Pending ~] [03H7r2012 [l Ewent Mote 0.00) [=]
12 Date Completed 03M8r2012 Event Note 549,710.00 -0.03 [=]
Return to Plans
[FlSave ||[Er Retumnto Search ||[=] Notify | [ Add_ |[JE Update/Display
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,j Review Revenue — Events
Y4

Favorites - i ain Menu - % Customer Contracts = * Review Revenue = * Ewents
MNew Window | Help | Personslize Page | E
Review Revenue - Events
Search Criteria
*Business Unit 50100 |Q) Contract|0000001425 | | Method Fee Type
Revenue Plan :Q Confract Classiﬁcaﬁnn| LY | Milestone E Mone
GL Business Unit:Q Plan Stah.ls| Vl Pen::ent Complets EFixed Fee
Hold Appnrﬁonmem @Award Fee
PC Business U““l:l Sald Ta Cusinmer| :Q B as incurred M incentive Fad
| Search | | Clesr M Other Fee
Events Personslize | Find |Viewal | (2] [ Fist 4 112012
FuSneSS  Customer Contract REVeNU=  Pian Description Fian Status Mathad Event  Event Status Hold  Hold Date GLUnit  Amount Currency Fee Type
[ 50100 0000132944 0000001425 RADM Amount Basad - Milestone In Frogress Milestone 1 Completed [] ogedziz 50100 51.535.427.00 USD Mone
|:| 50100 0000132944 0000001425 R101 Amount Based - Milestons In Progress Milzstone 2 Cormipleted 082672012 50100 51.300,748.00 USD MNone
[ 5000 0000132944 0000001425 R101 Armount Based - Milestons In Progress Milzstone 3 Comipleted [0 oeas2012 50100 5348,144.00 UED Mone
[ so1o0 0000122944 00000D 1425 R101 Armount Based - Milestons In Progress Milzstone 4 Completed ogf2si2012 50100 53.228,241.00 USD MNone
|:| 50100 0000132944 00000D1425 101 Amount Based - Milestons In Progress Milzstone 5 Cormipleted 082672012 50100 51.107,070.00 USD MNone
[ 50100 0000132944 0000001425 R101 Amount Based - Milestons In Progress Milestone & Comipleted 082672012 50100 51.115,0686.00 USD MNone
[ so100 0000132944 0000001425 RA01 Armpunt Bas=d - Milestone In Prograss Milestone T Completed [ ow262012 50100 5608,852.00 UED Mone
[ 50100 0000132944 0000001425 RA01 Armpunt Bas=d - Milestone In Frogress Milestone 8 Completed 08262012 50100 $125210.50 UED Mone
O so100 0000132944 0000001425 RADM Amount Basad - Milestone In Frogress Milestone 8 Completed [0 omze2012 50100 580.50 UED Mone
[ so100 0000132944 0000001425 RA01 Amount Based - Milestone In Frogress Milestone 10 Completed g2z 50100 $3.012.00UED Mone
[ 50100 0000132944 0000001425 RA01 Amount Based - Milestone In Frogress Milestone 11 Pending [ ogesziz 50100 usD Mone
|:| 50100 0000133944 0000001425 R101 Amount Based - Milestons In Progress Milzstone 12 Completed 092ci2012 50100 5548,710.00 USD Mone
[+ Select Al ] Clear Al
Update Events
O Pending
o Ready Accounting Date
() Reversal Initiated (EEN
| Update Event Status |
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Review Revenue — As Incurred

Eavorites - | Main Menu - > Customer Contracts - > HReview Revenue - > As Incurred

Review Rewvenue - As Incurred

Search Criteria

1-66 of 66 “*

GL Business Unit[50100 Q Contract [0D0D00 426 a, Fee Type
: . - . Mone
PC Business Unit [&} Contract Classification | ~] Fixed Fee
Revenue Plan s} Award Fee
Incentive Fee
Search : | Clear | Other Fee

Detail Personalize | Find | 5 | EH First "4

General | W|
Contract Select EE“Business Praject Activity Transaction I Accounting Date Amount Currency
0000001426 ™ 50100 0000032839 T 55322919 02/06/2012 -232,493.00 USD
0000001426 [ 50100 0000022830 T3 F5920770 04/16/2012 232, 49300 USD
0000001425 (] 50100 00000328359 T4211 110772744 0&8/03/2012 -194,539.66 USD
0000001426 [ 50100 0000022830 74211 137125063 10252012 43,000.66 USD
0000001425 (] 50100 00000328359 T4211 144055017 11/01/2012 -255,266.00 USD
0000001426 [ 50100 0000022830 74211 177113532 01/30/2013 -237,929.00 USD
0000001425 (] 50100 00000328359 T4211 209145143 D5/02/2013 -314,8352.00 USD
0000001426 [ 50100 0000022830 74211 216191743 06/30/2013 15,000.00 UsSD
0000001425 (] 50100 0000032839 T4211 219343169 O7/23W2013 -240,411.00 USD
0000001426 [ 50100 0000022230 74211 221429152 0&M152013 -114,764.00 USD
0000001425 (] 50100 0000032839 74211 2245589085 107232013 -80,306.00 USD
0000001426 [ 50100 0000022230 74211 228891729 01/31/2014 -325273.00 USD
0000001425 (] 50100 0000032839 74211 230333102 03/M12/2014 -151,054.00 USD
0000001426 [ 50100 0000022230 74211 2317563395 03202014 -114,879.00 USD
0000001425 (] 50100 0000032839 74211 237276702 D6/23/2014 -1560,373.00 USD

[ Redistribute

e W

Last
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’j Review Revenue — Fixed Fee Acctg Lines
/

Fawvorites - | Main Menu - = Customer Contracts - = Review Eevenue -

Fixed Amount Acctg Lines

Enter any information yvou have and click Search. Leawve fields blank for a list of all values.

Find an Existing Value

- Search Criteria

Business Unit[=_ ~] 50100
Journal 1D [begins with % |
Journzal Date
GL Journal Ling Number

Ledger|begins with ~ |[ACTUALS
Contracts Business Unit|begins with ~ |[50100
Contract | begins with ~ ||0000001425

Contract Line Mum

[1case Sensitive
Limit the number of results to (up to 300): (300

ppp B 0

| search || Clear |Basic Search B Save Search Criteria

Search Resulis
Wieww All

>

Fixed Amount Acctg Lines

First ‘A 1-31 of 21

b

Last

Busziness Unit Journal 1D Jowurnal Date GL Journal Line Number  Ledger Confracts Business Unit Contract Contract Lime Num

50100 CARENVDZ395 02/05/2012 1 ACTUALS 50100 0000001425 1
50100 CARBEVDZ2395 02/05/2012 2 ACTUALS 50100 0000001425 1
50100 CARENVDZ964 03M19/2012 1 ACTUALS 50100 0000001425 1
50100 CARENVD2954 031902012 2 ACTUALS 50100 0000001425 1
50100 CARENVD4D46 D411 3/2012 1 ACTUALS 50100 0000001425 1
50100 CARENVD4046 041372012 2 ACTUALS 50100 0000001425 1
50100 CAREND4046 D41 372012 2 ACTUALS 50100 0000001425 1
50100 CARENVD4046 041372012 4 ACTUALS 50100 0000001425 1
50100 CARENVD4129 04172012 1 ACTUALS 50100 0000001425 1
50100 CAREVD4139 0472012 2 ACTUALS 50100 0000001425 1
50100 CARENWDAIIO 04 FI2012 3 ACTUALS 50100 OO00O094225 1
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’j Review Revenue — As Incurred Acctg Lines
/

Fawvarites Main Menu = Customer Contracts > Rewview Rewvenue > As Incurred Jrnl Acctg Lines

As Incurred Jrnl Acctg Lines

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Walue

Maxirmurm number of rows to return (up to 200): (200

GL Business Unit: = [so100 (=
Journal 1D: begins with v“
Journal Date: = - [ [5]
GL Journal Line Number:l = ~ [
Ledger: [ begins with |~ |[acTUALS i,
PC Business Unit: begins with = |5EI‘I 0o C%,
Project: begins with [+ | a3,
Contract: | begins with |~ |[ooo0001426 @,
Contract Line Num: = ~ [

[[]case sensitive

Search || Clear |Basic Search [EF Save Search Criteria

Search Results
Wiew All
Gl Business Unit Jowrnal 10

Jowrnal Date Gl Journal Line Number Ledger PC Business Unit| Project

Contract

First [4] 1-44 of 244 [p] Last

Contract Line Num

50100 CAREVOD3483 (04022012 (367 ACTUAL S 50900 0000082839 0000001426 2
50100 CAREVO3482 04/02/2012 (368 ACTLIAL S 50100 0000082539 0000001426 2
50100 CAREVD3483(04/02/2012 |369 ACTUAL S 50100 0000082839 0000001426 2
50100 CAREVODI483(0402/2012 (270 ACTUAL S 50100 00000382839 0000001426 2
50100 CAREVDATOA4 0540142012 |29 ACTLIAL S 50100 0000082539 0000001426 2
50100 CAREVDAT04 05/01/2012 |90 ACTLIAL S 50100 QO00082539 0000001426 2
50100 CAREVD4704|05/01/2012 |91 ACTUAL S 50100 0000032839 0000001426 2
50100 CAREVO4T04|05/01/2012 |92 ACTUALS 50900 0000082839 0000001426 2
50100 CAREVOATOA 05/0142012 |92 ACTUAL S 50100 0000082539 0000001426 2
50100 CAREVD4704|05/01/2012 |94 ACTUALS 50100 0000082829 0000001426 2
50100 CAREVDS5932(06/01/2012 |145 ACTUAL S 50100 00000382839 0000001426 2
50100 CAREVDS932 | 06/01/2012 (146 ACTLIAL S 50900 000008253329 0000001426 2
50100 CAREVDS932 0640142012 |147F ACTUAL S 50100 0000082539 0000001426 2
50100 CAREVODS5932(06/01/2012 (148 ACTUALS 50100 00000382839 00000014262
20100 CARBPVOVINA0FNIZ0TZ 1153 ACTLIAL S IS0T00 0000032339 0000007426 2
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’j Review Revenue - History
/

Fa!.rovr'rtes Mainvrv'lenu > Customer Contracts » Rewview Revenue > History

20 Mew |
Fixed Fee Revenue History
Contract: 0000001425 Business Unit: 50100 Currency: UsD
Sold To Customer: 00001322044 METROPOLITAN WASHINGTON GL Business Unit: 50100
AIRPORT AUTH
Revenue Plan: R101 GL Currency: UsD
Revenue Plan History Find | View All Firzt 10f11 I Last
Contract Line Num: 1 Event Number: 1 Amount: 1,535, 426.90
Revenue Cu=ztomize | Find | El | ¢ Firzt 1-2 of 2 La=t
Dist Seq# GL Unit DiscountID Amount Base Amount Account Fund Program Department CostCenter Task FIPS
1 50100 -1,535,427.00) -1,535427.00 4004001 04720 19000
1 50100 0.10 0.10 4004001 04720 19000
< | >
Deferred Revenue customize | Find | B | 2 First B g 0f1
Dist Seq# GL Unit DiscountID Amount A?na::rrl Account Fund Program Department CostCenter Task FIPS Asset
< | >
Unbilled AR Cusztomize | Find | (1 | B Fiat 1-20f2
Dist Seq# GL Unit Discount D Amount Base Amount Account Fund Program Department Cost Center Task FIPS
1 50100 1,535 427 00| 1,535427.00 112064 04720 19000
1 50100 -0.10 -0.10 112064 04720 19000
< | >
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(L,

7 Review and Manage Limits
/

You can navigate to these online inquiries using the following path:

Main Menu > Customer Contracts > Adjust Revenue and Billing > Review and Manage Limits

Favorites = | Main Menu - » Customer Contracts = > Adjust Revenue and Billing ~ > Review and Manage Limits

Review Limits

Search Criteria

*Business Unit 50100 '} Contract Admin Q
Limit Type | Funded/Billing v] Contract Type a
Sold To Customer &) Contract Classification | V|
Review By Al v Contract 0000001426 Q
Max Remaining % Contract Line
Search : | Clear |
Limits Personalize | Find | View All | 2] E3 First ‘&' 1of1 '“*' Last

Remaining | Excess || Dates

Contract Line Tranzaction ldentifier Billing Limit Proceszed Amount Remaining Amount

1 0000001426 2 7,133,742.02 6,306,563.94 82717502
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’j My Contracts
/

You can navigate to these online inquiries using the following path:

Main Menu > Customer Contracts > My Contracts

Favorites - | Main Menu - » Customer Contracts = > My Contracts

My Contracts

User iD KATHY CARDINAL

My Contracts

General Details [Tz
. Business
Contract Description Unit
GEC Design
0000007423 4gemaAH Improvmnt 20100
Doooooi4zs L airfax Cly Dulles 50100

Mitigation

Create Mew Contract

Classification

‘Search Contracts!

Name KATHY CARDINAL

Personalize | Find | View All | &2 | B First (1) 1-20f2 (*' Last

sold To Customer

METROFOLITAN WASHINGTOMN
AIRPORT AUTH

PIWWAA,
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}) Lesson 9: Summary
/

” Reports, Queries and Online Inquiries

In this lesson, you learned about:

Reports
Queries

Online inquiries
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p/ Course summary
/

In this course, you learned how to:

*  Apply customer contract concepts

* Understand the customer contract process

« Create and maintain Non-Federal rate-based contracts
« Create and maintain Non-Federal recurring contracts

« Create and maintain Non-Federal amount-based contracts
* Apply a prepaid amount to rate-based contract lines

« Create an amount-based prepaid

* Activate a Contract

* Close a Contract

» Understand billing adjustments

» Create and process amendments

« Use key customer contract reports, queries, and online inquiries
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}) Course Evaluation
/

Congratulations! You successfully completed the 501 PA354 Non-Federal Customer Contracts course.

Your instructor will provide instructions on how to access the evaluation survey for this course.
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/) Appendix
/

Key Terms
Diagrams

Flowchart Key
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s/ Key Terms
b e

Accounting Rules: Contracts accounting rules are used to generate billing and revenue accounting entries for rate-based
transactions that originate in Project Costing or fee-based transactions that originate in Contracts.

Activity: A specific category of costs incurred on a project and is required on all project transactions.

Amendment: A tool that maintains an audit trail, as well as a historical record, of any changes made to the contract
throughout its lifecycle. Contracts requires that changes made to the products, terms, or conditions of an active contract be
processed through an amendment. When you create an amendment, Contracts creates a copy of the current contract details
and preserves this as a historical record.

Amount-Based Contract: Contracts that bill a defined amount against a single project / activity combination. The accounting
distribution information for an amount-based contract line defaults from distribution sets and distribution codes on the
Accounting Distribution page.

Billing Plan: A tool that stores the timing of when billing occurs, how bill lines appear, and which notes relate to the bill. A
Billing Plans are required for every contract line to process billing for those contract lines.

Contract Line: Represent the goods or services that are contracted with the government for delivery. A line on the contract
details the products and associated billing parameters that are used to calculate the amount to bill the customer.

Contract Line Billing Limit: A tool which allows you to set the maximum amount a customer can be billed for a specific
contract line.
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/;/ Key Terms (continued)
/

Contract Status: A visual indicator of where your contract is within the contract life cycle. It is a user-defined value that is
associated with a processing status that controls the contract's eligibility for processing. When you define a new contract, the
default contract status appears. You can select a different contract status.

Customer: An entity responsible for providing funding or reimbursement of costs for one or more projects to the Agency. In
Cardinal, there are four general customer types available for product or service distribution and funds applications:
Government (Federal, City, County, or Town), Business, Individual, or State Agency.

Customer Contract: An agreement between a department or agency and a customer. Automated billing is based on this
agreement. The Customer Contract ID (Number) is an auto-generated, sequential number for all non-federal contracts. For
federal customer contracts, the Customer Contract ID (Number) is the Federal Project Number and can only be used once.
Customer Contract Number: Is an auto-generated sequential number for all Non-Federal contracts. For Federal contracts,
the contract number is the Federal project number.

Customer Contract Number: Is an auto-generated sequential number for all non-federal contracts. For Federal contracts,
the contract number is the Federal project number.

Distribution Sets/Distribution Codes: A tool used to identify the distribution accounting that the system associates with

recurring and amount-based contract lines. You can define any number of combination criteria and hierarchy for the
distribution rules. These rules identify the accounting distribution sets and determine in what order to apply them.
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/;/ Key Terms (continued)
/

Prepaid: Prepaid is a term used to identify payments received in advance from customers. The prepaid amount received
from a customer is recognized as revenue over the course of the contract. The timing of the revenue recognition, as defined in
the contract, will determine the type of prepaid you will create. There are two types of non-federal prepaids and they are
handled differently in Cardinal: Rate-Based Prepaid and Recurring Schedule Prepaid.

Product: A classification that defines and categorizes the item / service that is to be billed. The product definition is used to
default many of the contract line billing attributes.

Project: A structure used to track costs, generally over an extended period of time. It generally has a finite beginning and end.
Project ID is the ChartField which captures information for project/grants accounting.

Project Costing Business Unit (PC BU): The Business Unit, i.e., agency. It is used to identify select project defaults (e.g.,
statewide is 99999, VDOT is 50100). It represents a grouping of projects for a given agency or entity for reporting and
analysis purposes. PC BU IDs contain a combination of five letters or numbers, and is required on all project transactions.

Project Costing ChartFields: ChartFields store the chart of accounts and provide the basic structure to segregate and
categorize transactional and budget data. PC ChartFields record chart of accounts elements related to projects, and include
Project Costing Business Unit (PC BU), Project, Activity, Source Type, Category, and Subcategory. The PC BU, Project ID
and Activity values are required on all project transactions.
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/;/ Key Terms (continued)
/

Project ID: An automatically generated sequential number that is used to uniquely identify the project. This number, i.e.
ChartField, is required on all project transactions as it provides a means to track financial information and report on a specific
project.

Rate-Based Contract: Contracts that bill based on incurred expenditures, i.e. transaction-based, and are set up with one or
more project/activity combinations linked to them.

Rate Set: Tool used to define the pricing rules, i.e., participation rate, for cost transactions coming in from other modules, that
Is applied to expenditures when the billable amount is calculated.

Recurring Contract: Contracts that generate recurrent bills that are based on a set amount.
Revenue Plan: A tool that contains a list of events defining when revenue is recognized for each contract line assigned to that
revenue plan. You associate a product or service defined on a contract line with a revenue recognition method, manage when

the conditions for recognizing the revenue have been met, and generate journal entries to enter the revenue into the general
ledger system. Revenue plans are required for rate-based contract lines.
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/;/ Key Terms (continued)
/

Source Type/Category: Optional fields that identify the purpose, or source, of transactions. Source Types are used as
additional identifiers on billing transactions and are key in determining the accounting entries. Categories further define source
types. Categories are combined in source groups for reporting and analysis.

Subcategory: A field that may be assigned to a transaction to identify its purpose. The Subcategory ChartField is not
currently used in Cardinal, but reserved for future use.

Transaction Limit: A tool which allows you to set the maximum amount that a Federal customer can be billed for a specific
transaction identifier. Transaction limits are used for Federal Highway Administration contracts. A transaction identifier is an
Appropriation Code.

Use Sequence: Field that identifies the order in which each Transaction ldentifier is used for billing.
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#/ Integration with Billing Module in Accounts Recelvable
V4
The Customer Contracts module integrates with the Billing module of the Accounts Receivable functional area to generate
invoices for all contract lines.

I —m— e ——— | T Project Accounting] T
« The Customer Contracts module sends billing inforrm | M 2 | i [ ; |
! |
module. i 1, |
Abs I I Project Custor I .
: Mﬂnﬂ;‘r';im »| Time & Labor _l_’ :: G-::l{su::u ] mmr;éi; ...I_.. Billing
« The Customer Contracts and Project Costing modult ''———rnr—+-_ L ———1 R et — ]
I
module. | | |
D T Account
: Expanses | I ; : Receqn:;]b?e
The Billing module generates invoices and accountir | I | e | e
invoices back to the Customer Contracts and Projec ! | |—f' | | _ Recevable
| Accounts | Ganeraf Ledger |
| Payable | | “———|———
| o
| Accounts Payable |
---—-F---------------=--"=-=-"- L
| | ! L |
: ngﬁ%@;m ggﬁﬁg [+— &P rocurement # Purchasing I
I |
| I
| ro

i Procuremant
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Integration with Billing Module in Accounts Receivable
(continued)

Y

r-r— """ - - - - 1 I Project Accounting | ﬂ
I Time & Attendance : i l | M
I | I ¥ I | I
: 1 Ly I I
Absence N | | Project N Customer | | - Ly
: P e e———— » Time & Labor I ™ Costing -+ Contracts  [® i > Eilling I |
| —1 L | 1
e =7 -e— = ———— !
Ir 1| [ L 4 [
I I
' I r——- _i___' | Accounts |
I Expenses | | I . f
| | H - | Receivable |
I | | Genaeral |+ i |
' v | " (7| Ledger || | Accounts |
: I — I !_ Receivable _!
I Accounts I : GeneraffLedger |
[ Payable I === -———"
| Il
: Accounts Payable :
r __________________________________ b |
I
| il v |
| |
| Procurement Strategic ~ _ . H
h -+ ePFrocurament » Purchasing t
: Contracts Sourcing |
| I
I I
| I
I I

Frocurement
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V4

Time & Attendance

» Integration with General Ledger

The Customer Contracts module integrates with the General Ledger module to generate accounting entries related to rate-
based and amount-based contracts lines.

v 3§

| ' |
I
| | . |
I Absence | | Proj |
O I I o et Customer [ ! -
: Y eee— » Time & Labor I ™ Costing Contracts  [® I > Billing
! — I |
e == e ——————— ———— |
r -i | w
| [
I I T _I‘,___' | Accounts
I Expenses | | | I :
| I . - | Receivable
I | General |« f
| v |7 "| Ledger || | Accounts
: : — ™ : | Receivable
| Accounts I I GeneralfLedger |
[ Payable I === -
I ]
: Accounts Payable I
T —_—
I
| v v |
I
I
I Procurement Strategic = n I
h eFrocureament » Purchasing t
I Contracts Sourcing |
| I
I A, I
| I
I Procurement I
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/p) Interface with FHWA
Y4

The Customer Contracts module also interfaces with an external system.

FHWA: Both the Accounts Receivable and the Project Accounting modules are involved in sending Project Billing Data to
FHWA on a daily basis. The Billing module uses data sent from the Customer Contracts and Project Costing modules when

sending bills to FHWA. FHWA'’s Rapid Approval State Payment System (RASPS) sends a response file once RASPS
processes the FHWA extract.

—t - !1 -
:
HWA, CARDINAL iteManage
Project
Accounting
Key

Virginia Agency Non- Virginia
Systems gency Systems
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V4

» Flowchart Key

Step
Description

Batch
Process

Manual
Operation

Decision
QOutcome

Entity Name

Depicts a process step or interface.

Specifies a batch process.

Depicts a process step that is preformed manually.

Defines the possible outcom es of a decision or
analysis that took place in a step immediately
preceding.

Represents an entity (person, organization, etc.).

Start

End

Document

O

Step/
Process

Indicates point at which the process begins.
Does not represent any activity.

Indicates point at which the process ends.
Does not represent any activity.

Depicts a document of any kind, either electronic
or hard copy.

Indicates an on-page or intra process connector.
Used to avoid complex overlapping connector
lines or to continue a process on a subsequent

page.

Connects steps between business processes.
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