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About Amending Non-Federal Customer Contracts 
Once a Contract is set to Active, most changes have to made using amendments.  The amendment 
process is required to update fields on the contract header, add additional contract lines, adjust contract 
amounts, update prepaid balance, etc.   

This job aid provides basic steps for processing the following amendments: 
• Contract Header 
• Contract Terms 
• Increase / Decrease Prepaid Amount 
• Increase / Decrease Amount Based Contract 

Amend Contract Header 

1 Navigate to the Invoice Information page using the following path: 

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

  
2 The Business Unit defaults for your agency.  Do not change it. 

3 Enter the Contract number that needs to be amended in the Contract field. 

4 Enter the Search button. 
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5 The General tab displays.  Click the Amend Contract button. 
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6 The Amendments page displays.   

Use this page to enter initial details when you first begin an amendment.  You can also view a list of 
all amendments made to a contract and navigate to the details of those amendments. 

7 Click the Amendment Type dropdown.  

8 Select Contract Header. 

9 Click the Reason dropdown menu. 

10 Select Amend Header Info option. 

11 Click the Save button. 

12 Click the General tab. 
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13 For the scenario, we will change the type of contract.  Click the Contract Type lookup button. 

14 Select the desired option.  In this scenario, select A. 

 

15 Click the Save button. 

16 Click the Amendments tab. 
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17 Click the Detail link next to the Pending amendment. 

 

 

18 Click the Amend Status dropdown menu. 

19 Select the Ready option. 
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20 The Process Amendment button displays.  Click the Process Amendment button. 

 

 

21 The Amend Status updates to Complete.  The contract header has been successfully updated. 
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Amend Contract Terms 
1 Navigate to the General Information page using the following path: 

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

 

 
2 Enter the Contract number in the Contract field that needs to be amended. 

3 Click the Search button. 
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4 Click the Amend Contract button. 

 

5 In the Amendment Type field select Contract Terms. 

6 In the Reason field, select Modify Contract Amt. 

7 Click the Save button. 

8 Click the Lines tab. 
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9 Click the Detail tab under the Contract Lines section of the page. 

 

 

10 Click the Contract Terms link. 
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11 Click the Amend Contract button. 
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12 A Message box displays indicating the Amendment number and the Contract Terms are available for 
edit. 

For this scenario, we will change the Billling Limit. 

13 Click in the Billing Limit field. 

14 Change the Amount to 100,000.00. 

15 Scroll to the bottom of the page. 

16 Click the Save button. 
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17 Click the Contract Amendments tab. 

 

 

18 Click the Detail link next to the Pending amendment. 
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19 Click the Amend Status dropdown menu. 

20 Select Ready. 

 

21 The Process Amendment button displays. Click the Process Amendment button. 
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22 The Amend Status updates to Complete. The Contract terms have been successfully amended for 
the contract. 
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Increase / Decrease Prepaid Amount 
1 Navigate to the General Information page using the following path: 

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

 

 
2 Enter the Contract number in the Contract field that needs to be amended. 

3 Click the Search button. 
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4 Click the More dropdown  button. 

5 Click Prepaids. 

 

 

6 Click the Amend Contract button. 
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7 The Amendment Type select Prepaid. 

8 In the Reason field select Amend Prepaid. 

9 Click the Save button. 

10 Click the Prepaids tab. 
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11 Update the amount in the Purchased Amount field.  

You can increase or decrease the Prepaid Amount in this field.  

For this example, we increased the Purchased Amount to 200,000. If you wanted to decrease the 
prepaid from $11,835.24 to $9,000.00, you would enter 9,000.00 in the Purchased Amount field. 

12 Click the Save button. 

13 Click the Amendments tab. 
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14 Click the Detail link next to the Pending amendment. 

 

 

15 The Amendment Details page displays.  Click the dropdown menu button for the Amend Status 
field. 

16 Select Ready. 
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17 The Process Amendment button displays.  Click the Process Amendment button. 

 

 

18 The Amend Status changes to Complete.  The amendment for Prepaid status has been 
successfully updated. 
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Increase / Decrease Amount Based Contract Amount 
1 Navigate to the General Information page using the following path: 

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

 

 
2 Enter the Contract number in the Contract field. 

3 Click the Search button. 
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4 The General Information page displays.  Click the Lines tab. 

 

 

5 Click the Amend Contract button. 
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6 Select the Amendment Type using the Amendment Type dropdown. 

7 Select the Amendment Reason using the Reason dropdown. 

8 Click the Save button. 

9 Click the Amount Allocation link. 

 

 
10 Click in the Adjustment Amount field.  To increase the contract amount you would add a positive 

number and to decrease the contract amount, you would enter a negative number.  For this scenario, 
we will increase the amount by $40,000. 
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11 Enter the amount of the adjustment in the Adjustment Amount field.  For this scenario 40,000.00. 

12 Enter the new negotiated amount in the Negotiated Amount field.  To calculate the new negotiated 
amount, add the adjustment amount to the existing negotiated amount.   

For this scenario, the existing negotiated amount was $41,142,867.05 plus the adjustment amount of 
$40,000.00.  The new negotiated amount equals $41,182,867.05. 

13 Click the Recalculate button. 
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14 The Allocation status should change to Allocation Complete. 

15 The Adjust Billing Retroactively and Adjust Revenue Retroactively check boxes should be 
unchecked. 

16 The Adjustment Amount should equal the amount of your adjustment.   

17 Click the Save button. 

18 Click the Return to General Information link. 
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19 Click the Detail link next to the Pending amendment. 

 

 

20 Click the Amend Status dropdown menu. 

21 Select Ready. 
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22 The Process Amendment button displays.  Click the Process Amendment button. 

 

 

23 The Amend Status updates to Complete.  The amended amount has been successfully processed. 

24 Click the General Information tab at the top of the page. 
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25 Click the Lines tab. 

 

 

26 Click the Detail tab under the Contract Lines section of the page. 

27 Click the Action Required link under the Billing Plan column. 
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28 Click the Events tab. 

29 Click the + button next to the last Event. 

Note:  If the adjustment should be made to existing events that do not have an event status of 
complete, you do not need to add a new event, just change the event status for the event that needs 
to be updated from Ready to Pending.  This will open the amount field so the amount can be edited.  
Once updated, change the event status back to Ready  and click the Save button. 
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30 A message box displays.   

31 Enter the number of Events you need in the box.  For this scenario, we are only entering one. 
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32 A new Event line displays.  The number of lines added will match what you entered in the previous 
step. 
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33 Update the Event Date accordingly and enter the appropriate amount. For this scenario, the Event 
Date is changed to 6/30/2018 and 40,000.00 for the Amount. 

34 Change the Event Status to Ready.  

35 Click the Save button. 
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36 Notice that Remaining Amount is now 0.00. 

37 Click the Billing Plan General tab. 

 

 

38 Click the Reviewed button. 

 



 Project Accounting Job Aid 
 Amending Non-Federal Customer Contracts 

 

Page 34 of 40  Rev 5/8/2015 
 

 

39 Notice that the Plan Status changes from Action Required to In Progress. 

 

 

40 Scroll to the bottom of the page and click to Return to General Information link at the bottom of the 
page. 

 

 

41 Click the Detail tab. 

42 Click Action Required in the Revenue Plan field. 
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43 Click the + button next to the last Event. 

Note:  The Revenue Plan must be adjusted to match change made to the Billing Plan.  The Revenue 
events, event dates, event statuses and event amounts should be identical to what is on the Billing 
Plan Events tab. 
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44 A message box displays.   

45 Enter the number of Events you need in the box.  For this scenario, we are only entering one. 
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46 A new Event line displays.  The number of lines added will match what you entered in the previous 
step. 
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47 Update the Event Date accordingly and enter the appropriate amount. For this scenario, the Event 
Date is changed to 6/30/2018 and 40,000.00 for the Amount. 

48 Change the Event Status to Ready.  

49 Click the Save button. 
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50 Notice the Remanining Amount is 0.00.  Click the Reviewed button. 
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51 Notice the Plan Status changed from Action Required to In Progress. 
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