?,-J‘CARDINAN Project Accounting Job Aid

Amending Non-Federal Customer Contracts

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:
e Contract Header

e Contract Terms

e Increase / Decrease Prepaid Amount

e 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

Favorites = Main Menu > Customergnntmcts :  Create anvd Amend > General Information

General Information

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

5 D" Add a New Value
—

Maximum number of rows to return (up to 200); (300

Business Unit: = - 50100 @,
Contract: begins with =}|0000001531

Description: begins with v|

Sold To Customer: begins with v| @,
Customer Name: begins with v|

Contract Status: begins with - | &,
Processing Status: = - -
Contract Type: begins with - | OJ
Contract Classification: = - -
Region Code: begins with v| @,
Contract Administrator: begins with v| OJ
Master Contract # begins with v| @,

[[|case Sensitive

Search Clear | Basic Search @.E] Save Search Criteria

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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CARDINAL] Project Accounting Job Aid

Amending Non-Federal Customer Contracts

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

-' Lines | Amendments |

Contract Number: 0000001531 Sold To Customer: AASHTO
Amendment Number: 0000000001 *Contract Status: etve @,
| Amend Contract | Add to My Contracts |

Description: [Fabricate 31 Sign Sheet Panels Processing Status: Active

Contract Admin: | Q@ Amendment Status Complete

Region Code: Business Unit: WA Dept of Transportation

Contract Type: 8] Contract Classification: Standard

Currency Code: usD Last Amended: 03/24/2015

Exchange Rate Type: CRRNT Start Date: 04/0142011

Contract Signed: 04/01/2011 End Date:
Last Update Date/Time: 06/19/2013 12:27:59PM
Last Update User ID: PPS_MARCY JONES

¥ Other Information
¥ Summary of Amounts

Go To: Billing Plans Revenue Plans Milestones Renewals Mare -
[5) save | [GF RetumioSearch | =] Notify | [Eloadd| [Eupsicmispiay)

General | Lines | Amendments

5 The General tab displays. Click the Amend Contract button.
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Project Accounting Job Aid

Amending Non-Federal Customer Contracts

General Lines Amendments

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

Contract Number: 0000001531
Pending Amendment: 0000000002

Wiew Current

=h
LT‘E' Sold To Customer: AASHTO

Contract Status: ACTIVE

: SEVB i Return to Search: EI Notify

General | Lines | Amendments

Customize | Find | View Al BV | 2 First Kl 13073 D Last
Statisti Amended Amount Misc.
Amendment Amendment Type Reason Process Date ;;tr:teul;dment Detail Notes
0000000001 | Prepaid Amend Prepaid 03/24/2015 Complete Detail Motes
0000000000 06/19/2013 Complete Detail Motes
0000000002 | Contract Header ~ | Amend Header Info ~| [o4302015  |[H Pending Detail | Notes
Go To: Billing Plans Revenue Plans Milestones Renewals Amount Allocation More -

|:L Add lipdate/Disp ﬁ

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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| carDiNAL Project Accounting Job Aid

Amending Non-Federal Customer Contracts

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

| Look Up Contract Type

SetlD: 50100
Contract Type: begins with |

| LookUp || Clear || Cancel ]ElasicLookug

Search Results

View 100 First [] 17 of 7 [H] Last

S =™ %

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.

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

" Lines | Amendments

Contract Number: 0000001521 Sold To Customer: AASHTO
Pending Amendment: 0000000002 *Contract Status: [cTive @
[ view Current | [ Add to My Contracts |
Description: |Fabricate 31 Sign Sheet Panels Processing Status: Active
Contract Admin: | Q@ Amendment Status Pending
Region Code: | Qh Business Unit: WA Dept of Transportation
Contract Type: |A Q@ Contract Classification: Standard
Currency Code: usD Last Amended: 03/24/2015
Exchange Rate Type: CRRNT Start Date: 04/01/2011
Contract Signed: 04/01/2011 E] End Date:
Last Update Date/Time: 04/30/2015 12:04:20PM
Last Update User ID: SHELLY.PRYOR

» Other Information
} Summary of Amounts

GoTo: Billing Plans Revenue Plans Milestones Renewals Amount Allocation More -
5] save || St Return to Searcn | =] Notify | [Bpod]| [Erupsstemispiay)

General [ Lines | Amendments

15 Click the Save button.
16 Click the Amendments tab.
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CARDINAL] Project Accounting Job Aid

Amending Non-Federal Customer Contracts

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

( General | Lines |ENEGLIEGIE

lEEh
Contract Number: 0000001531 = Sold To Customer: AASHTO
Pending Amendment: 0000000002 Contract Status: ACTIVE
i View Current
Amendments
@ " Statistics || Amended Amounts || Misc. |
Amendment Amendment Type Reason Process Date .:::t(:l;dment Detail Notes
0000000001 Prepaid Amend Prepaid 03/24/2015 Complete Detail Motes
0000000000 06/19/2013 Complete Detail Motes
0000000002 Contract Header - Amend Header Info « ||04/30/2015 Ei;l FPending Detail Motes
Go To: Billing Plans Revenue Plans Milestones Renewals Amount Allocation More -
[5) save  [Gh RetumtoSearch | =] Motify | [Eaca]| [Evpdstemispiay]
General | Lines | Amendments
17 Click the Detail link next to the Pending amendment.
Favorites i Main Menu > Customer Contracts > Create and Amend > General Information
&
Amendment Details
Contract: 0000001531 Amendment Number: 0000000002
Amendment Type: Contract Header - Negotiated Amount: 0.00 *Amend Status: Pending M
— I Cancelled
Amendment Reason: Amend Header Info - Cancelled Negotiated Amount: el k 2
0.00 20
*Process Date: 04/30/2015 Eﬂ Discount ! Surcharge: 0.00
Allocation: Allocation Mot Complete Cancelled Discount Amount:

Reference ID: User Ref #1: User Ref #2: |

Customize | Find | View A First Kl 1074 I Last

@ | Statistics | »

Component Amend Ref #1 Label Fieldname Edit Type Old Value Hew Value
1 Contract Header Type Update o A
Amendment Amount Allocation Internal Notes

Return to General Information

|5 save 2t ReturntoSearch | =] Notity |

18 Click the Amend Status dropdown menu.

19 Select the Ready option.

Page 5 of 40 Rev 5/8/2015




CARDINAL] Project Accounting Job Aid

Amending Non-Federal Customer Contracts

Favorites = Main Menu > Customeerontracts » Create anvd Amend > General Information J
[

Amendment Details

Contract: 0000001534 Amendment Number: 0000000002
Process Amendment
Amendment Type: Contract Header Negotiated Amount: 0.00 “Amend Status: -
Amendment Reason: Amend Header Info Cancelled Negotiated Amount: silelille
0.00

Process Date: 04/30/2015 Discount/ Surcharge: 0.00

Allocation: Allocation Not Complete Cancelled Discount Amount:
Reference ID: User Ref #1: User Ref #2:

Amendment Components Customize | Eind | View All| ! First K1 40f4 IJ Last

@ Statistics
Component Amend Ref #1 Label Fieldname Edit Type Oid Value New Value
1 Confract Header Type Update o] A

Internal Motes
Return to General Information

[E]_cnun | 74 noben b conen | _[F7 aosis. |

20 The Process Amendment button displays. Click the Process Amendment button.

Favorites Main Menu > Customer Contracts > Create anvd Amend > General Information

Amendment Details

Contract: 0000001531 Amendment Number: 0000000002 Amendment Completed On: 04/30/2015 12:07PM
Amendment Type: Contract Header Negotiated Amount: 0.00 Amend Status: Complete
Amendment Reason: Amend Header Info Cancelled Negotiated Amount: RS
Process Date: 04/30/2015 Discount/ Surcharge: 0.00
Allocation: Allocation Mot Complete Cancelled Discount Amount:
Reference ID: User Ref #1: User Ref #2:
Amendment Components
Statistics
Component Amend Ref #1 Label Fieldname Edit Type 0Old Value New Value
1| Confract Header Type Update o A

Internal Notes

[5) save | [Gh Returnto Search | (=] Noity

21 The Amend Status updates to Complete. The contract header has been successfully updated.

Page 6 of 40 Rev 5/8/2015
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Amending Non-Federal Customer Contracts

Amend Contract Terms
1 Navigate to the General Information page using the following path:

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

Fa*.fnvr'rtes MainvMenu v Customer Contracts » Create and Amend > General Information

General Information

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

Find an Existing Value Add a Mew Value

Mazximum number of rows to return {up to 300): |200

Business Unit: = - 50100 @,
Contract: begins with - IW
Description: begins with v|
Sold To Customer: begins with - | @,
Customer Hame: begins with v|
Contract Status: begins with - | @,
Processing Status: = - -
Contract Type: begins with v| @,
Contract Classification: = - -
Region Code: begins with | @,
Contract Administrator: begins with v| 2,
Master Contract #. begins with v| @,
[T case Sensitive

Search | Clear |gasic Search [EF Save Search Criteria

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

3 Click the Search button.
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Project Accounting Job Aid

Amending Non-Federal Customer Contracts

Favorites Main Menu > Customervtiontracts > Create an'd Armend > General Information

ECUEEN Lines || Amendments

¥ Summary of Amounts

Go To:

Billing Plans Revenue Plans

[ save | (Gt Returnto Search | =] Notity

General | Lines | Amendments

Milestones

Renewals

Contract Number: 0000001531 Sold To Customer: AASHTO
Amendment Humber: 0000000002 *Contract Status: [kcTive @,
| Amend Contract | Add to My Contracts |

Description: |Fabricate 31 Sign Sheet Panels Processing Status: Active

Contract Admin: | Q& Amendment Status Complete

Region Code: Business Unit: VA Dept of Transportation

Contract Type: A Contract Classification: Standard

Currency Code: UsD Last Amended: 04/30/2015

Exchange Rate Type: CRRNT Start Date: 04/01/2011

Contract Signed: 04/01/2011 End Date:
Last Update Date/Time: 04/30/2015 12:05:12PM
Last Update User ID: SHELLY.PRYOR

» Other Information

More -

El Add | Update/Display |
| | |

4 Click the Amend Contract button.

Favorites |
. o

" General [ Lines |

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

save || [Sh Return to Search | [ Notify |

General | Lines | Amendments

Contract Number: 0000001531 |_—|'§| Sold To Customer: AASHTO

Pending Amendment: 0000000003 Contract Status: ACTIVE

i View Current |

Amendments Customize | Find |
w | Statistics || Amended Amounts || Misc.

—

Amendment Amendment Type Reason Process Date ';;::; nsdment Detail Notes
0000000002  Contract Header Amend Header Info 04/30/2015 Complete Detail Motes
0000000001 Prepaid Amend Prepaid 03/24/2015 Complete Detail Motes
0000000000 06/M19/2013 Complete Detail Motes
0000000003 Contract Terms - Modify Contract Amt 04/30/2015 Ei;l Pending Detail Motes
Go To: Billing Plans Revenue Plans Milestones Renewals Amount Allocation More -

E Add | UFdﬁtEJ'DiEFIﬂ;."
| | |

In the Amendment Type field select Contract Terms.

Click the Save button.

5
6 Inthe Reason field, select Modify Contract Amt.
7
8

Click the Lines tab.
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CARDINAL] Project Accounting Job Aid

Amending Non-Federal Customer Contracts

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

" General |RELCESN [ Amendments

Contract Number: 0000001531 Sold To Customer: AASHTO
Pending Amendment: 0000000003 Contract Status: ACTIVE
| View Current I Add Contract Lines I Add Default Kit |

0 Last

Contract Lines Customize | Find | * First . 1 of 1
(NN Detail | Amount Detail

Line Product Description Price Type Start Date End Date Status

1 MG&SE_MGS30_100 |ru'|isc— HMO - OTH - C Office Rate 041012011 [5 | [ | Active v
GoTo: Billing Plans Revenue Plans Milestones Renewals Amount Allocation More hd
[5) save | [oh ReturntoSearch | | =] Notify | [Eadd] [Euupsatemispiay)

General | Lines | Amendments

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

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

" General [IEEN Amendments

|E§|;

Contract Number: 0000001531 = Sold To Customer: AASHTO

Pending Amendment: 0000000003 Contract Status: ACTIVE

[ View Current ] | Add Contract Lines ] | Add Default Kit |

Contract Lines Customize | Find | View A First K1 4 of 4 1 Last

" General " Amount Detail

Line Product Billing Plan Plan Contract Terms A i Internal Notes Ship to Customer Name

1/MGESE_MGS30_100 In Progress In Progress Contract Terms | Distribution Internal Motes | AASHTO

Go To: Billing Plans Revenue Plans Milestones Renewals Amount Allocation More -
5] save | [Gh ReturntoSeareh | =] notity | [Breada) (Esupdatemisplay)

General | Lines | Amendments

10 Click the Contract Terms link.
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ZCARD'NAL" Project Accounting Job Aid

Amending Non-Federal Customer Contracts

Favorites Main Menu > Customer Contracts > Create and Amend » General Inforrmation

CEECh -0 Contract Amendments |

|E§h

Contract Number: 0000001531 = Sold To Customer: AASHTO
Amendment Number: 0000000002 Contract Status: ACTIVE
Contract Line: 1 Price Type: Rate
Product: MG&SE_MGS30_100

Description: Misc-HMO - OTH - C Office
i Amend Contract {

PC Business Unit: 50100 @, Transaction Limits Review Limits
Billing Limit: 23,250.00 | Perform Limit Checking J
Discount ID: Retainage ID:
Tiered Pricing Tiered Pricing

Associated Rates

] ]
Customize | Find | El First 10f1 Last

Effective Date Status Rate Selection Rate Set
1/|[04/01/2011 [5 | Active ~ | Rate Set v [MGESE_MGS30_100 @, Rate Set &l
Associated Projects & Activities customize | B First £ 125 or 56 TN Last
*Project *Activity Description Description
© [oooo1o4se0 @, (B2 @, AASHTO-Sign Sheeting PE/Constr - Constr on PE Job =]
© [oooo104680 [Ty [606 @, AASHTO-Sign Sheeting Advanced RAW Prior to Acg. [=]

11 Click the Amend Contract button.
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ECARD'NAL" Project Accounting Job Aid

Amending Non-Federal Customer Contracts

Favorites . Main Menu > Customer Contracts > Create and Amend > General Information
- : - - -

Amendment number 0000000003, Type: Contract Terms is currently available
for edit. (9853,2)

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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CARDINAL] Project Accounting Job Aid

Amending Non-Federal Customer Contracts

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

GEEL S Contract Amendments I

Contract Number: 0000001531 = Sold To Customer: AASHTO
Pending Amendment: 0000000003 Contract Status: ACTIVE
Contract Line: 1 Price Type: Rate
Product: MG&SE_MGS30_100

Description: Misc- HMO - OTH - C Office
i View Current |

PC Business Unit: 50100 Q@ Transaction Limits Review Limits
Billing Limit: 100,000.00 | Perform Limit Checking |

Discount ID: % Retainage ID: %

Tiered Pricing

Tiered Pricing
Associated Rates customize | Find | B First 1 1074 I Last
Effective Date Status Rate Selection Rate Set
1/|04/01/2011 E;J Active A Rate Set v |MG&SE_MGS30_100 % Rate Set =]
Associated Projects & Activities customize | B First © 1.5 of 56 DI Last
*Project *Activity Description Description
(@] |0000104660 @, |602 @, AASHTO-Sign Sheeting PE/Constr - Constr on PE Job =]
[nnondnasen @ [lene O AACLITA Cinp Chasting Acisnrm oA DN Drine b fon [&] [=]

17 Click the Contract Amendments tab.

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

" Related Projects i Contract Amendments

|E§h
Contract Number: 0000001531 = Sold To Customer: AASHTO
Pending Amendment: 0000000003 Contract Status: ACTIVE
i View Current |

Amendments Customize | Find | View A 140f4 D Last

@0 U0 statistics || Amended Amounts || Misc. |

" - . " - . " Amendment .

Am Type Reason Process Date Status Detail Notes

0000000003 Contract Terms - Modify Contract Amt « |04/30/2015 Ei;l Pending Detail Motes

0000000002  Contract Header Amend Header Info 04/30/2015 Complete Detail Motes

0000000001 Prepaid Amend Prepaid 03/24/2015 Complete Detail Motes

0000000000 06/M19/2013 Complete Detail Motes

Return to General Information

[5) save | [t Retunto Search | =] motify | | Refresh /A upssiemispiay | |59 include History | |77 Correct History |

Related Projects | Contract Amendments

18 Click the Detail link next to the Pending amendment.
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Project Accounting Job Aid

Amending Non-Federal Customer Contracts

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

Amendment Details

Contract: 0000001531 Amendment Number: 0000000003
Amendment Type: Contract Terms - Negotiated Amount: 0.00 *Amend Status: Pending -
- orCh Cancelled
Amendment Reason: Modify Contract Amt - Cancelled Negotiated Amount: ange
0.00 Ready
*Process Date: 04/30/2015 E‘j Discount | Surcharge: 0.00
Allocation: Allocation Not Complete Cancelled Discount Amount:
Reference ID: User Ref #1: User Ref#2: |
Amendment Components Customize | Find | View A1] First Kl 1071 O Last
@ Statistics
Component Amend Ref#1 Label Fieldname Edit Type Old Value New Value
1 Contractor Terms Line 1 Funded Update 23250 100000
Amendment Amount Allocation Internal MNotes
Return to Contract Terms
Save | [5h Returnto Search | |[Z] Notify |
19 Click the Amend Status dropdown menu.
20 Select Ready.
Favorites Main Menu > Customer Contracts > Create and Amend > General Information
N
Amendment Details
Contract: 0000001531 Amendment Number: 0000000003
Process Amendment
Amendment Type: Contract Terms Negotiated Amount: 0.00 *Amend Status: Ready -
Amendment Reason: Modify Contract Amt Cancelled NHegotiated Amount: Net Change
0.00
Process Date: 04/30/2015 Discount/ Surcharge: 0.00
Allocation: Allocation Mot Complete Cancelled Discount Amount:
Reference ID: User Ref #1: User Ref #2:
Amendment Components Customize | Find | \ First Kl 4.0f 4 D0 st
Statistics
Component Amend Ref # Label Fieldname Edit Type 0ld Value New Value
1 Contractor Terms Line 1 Funded Update 23250 100000
Internal Notes
Return to Contract Terms
[[El_coua | [Fh Dobienta caneat | [F71_siosis. |

21 The Process Amendment button displays. Click the Process Amendment button.

Page 13 of 40 Rev 5/8/20

15




ECARD'NAL"| Project Accounting Job Aid

Amending Non-Federal Customer Contracts

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

gl

Amendment Details

Contract: 0000001531 Amendment Number: 0000000003 Amendment Completed On: 04/30/2015 12:56FM

Amendment Type: Contract Terms Negotiated Amount: 0.00 I Amend Status: Comglete I

Amendment Reason: Modify Contract Amt Cancelled Negotiated Amount: HNet Change
0.00

Process Date: 04/30/2015 Discount / Surcharge: 0.00
Allocation: Allocation Mot Complete Cancelled Discount Amount:

Reference ID: User Ref #1: User Ref #2:
Amendment Components customize | Find | View A1 BV 35 First BT q o4 O Last
@ Statistics

Component Amend Ref #1 Label Fieldname Edit Type Old Value New Value

1| Contractor Terms Line 1 Funded Update 23250 100000

Internal Motes

[5) save | |Gt Retumto Search | =] Notity

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

Project Accounting Job Aid

Amending Non-Federal Customer Contracts

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

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

Fa*.rqrr'rtes Mainlﬂenu » Customer Contracts > Create and Amend > General Information

General Information

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

Find an Existing Value Add a Mew Value

Maximum number of rows to return (up to 300): 200
Business Unit: = - 50100 @

[[|case Sensitive

Search

Contract: begins with 0000001531
Description: begins with -
Sold To Customer: begins with v|
Customer Name: begins with v|
Contract Status: begins with v|
Processing Status:; = -
Contract Type: begins with v|
Contract Classification: = -
Region Code; begins with v|
Contract Administrator: begins with v|
Master Contract #: begins with v|

Clear |Basic Search [ Save Search Criteria

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

3 Click the Search button.
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CARDINAL] Project Accounting Job Aid

Amending Non-Federal Customer Contracts

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

" Lines | Amendments |

Contract Number: 0000001531 Sold To Customer: AASHTO
Amendment Number: 0000000004 *Contract Status: [acTivE @,
| Amend Contract | | Add to My Contracts |
Description: |Fabricate 31 Sign Sheet Panels Processing Status: Active
Contract Admin: | Qa Amendment Status Complete
Region Code: Business Unit: VA Dept of Tral
. . _— Aftachments
Contract Type: A Contract Classification: Standard Billing Options
Currency Code: UsD Last Amended: 04/30/2015  |Conversations
. Internal Notes
Exchange Rate Type: CRRNT Start Date: 0410172011 |pore
Contract Signed: 04/01/2011 End Date:
Last Update Date/Time: 04/30/2015 1:|Progress Payments
Revenue Forecast
Last Update User ID: SHELLY PRYOsales Order
¥ Other Information Senvice Orders
Sold To Address
» Summary of Amounts Support Teams
View Forecast

Go To: Billing Plans Revenue Plans Milestones Renewals More hd
= Save] [&t Return to Search ] =] Motify ] |Ek Adcl] B Updatea‘Dieplay:

General | Lines | Amendments

4 Click the More dropdown button.
5 Click Prepaids.

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

" Audit History || Amendments |

Contract Number: 0000001531 I-EI%I Sold To Customer: AABHTO

Amendment Number: 0000000003 Contract Status: ACTIVE

Contract Prepaid Totals

Purchased Amount: 11,835.24

Remaining Amount: 0.00

Committed Amount: 0.00

Amend Contract

L

Prepaids for this Contract Customize | Find | B | 10f1

@" Utilization | Intial Biling | Deferred Revenue Distribution ¥

Status Hold F dA it ining A t C i A t Expiration Date Depleted Date

1 Ready - 11,835.24 0.00 0.00 06/19/2014 0312412015 =

GoTao: Billing Plans

Return to General Information

5] save | [ot RelurntoSearch | |[=] Notify | |51 Freviousiab |5 Nexttab | Evadd| | B Upsstemisplay)|

Prepaids | Audit History | Amendments

6 Click the Amend Contract button.
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Project Accounting Job Aid

Amending Non-Federal Customer Contracts

Favorites Main Menu > Custome erontracts > Create arld Amend > General Information
Prepaids Audit History Amendments
B
Contract Number: 0000001531 Sold To Customer: AASHTO
Pending Amendment: 0000000005 Contract Status: ACTIVE

Wiew Current

Customize | Find | Vie First £ 46076 L3 Last

Amended Amounts Misc:

@ Statistics isc.
—

Return to General Information

Prepaids | Audit History | Amendments

[Gh Returnto Search | =] Notify | |2 Previoustan| |5 fiestian |

Amendment Amendment Type Reason Process Date ?tl:til;dment Detail Notes
0000000003  Contract Terms Modify Contract Amt 04/30/2015 Complete Detail Motes
0000000002  Contract Header Amend Header Info 04/30/2015 Complete Detail Motes
0000000001 Prepaid Amend Prepaid 03/24/2015 Complete Detail Motes
0000000000 06/M19/2013 Complete Detail MNotes
0000000005 I Prepaid vI Amend Prepaid - I|04J30I2[J15 Pending Detail Motes

|:L A.dcl Llp:a:e-':iepla;.-:

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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?gCARDINAL'| Project Accounting Job Aid

Amending Non-Federal Customer Contracts

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

Prepaids Audit History I Amendments I

&

Contract Number: 0000001531 B Sold To Customer: AASHTO
Pending Amendment: 0000000004 Contract Status: ACTIVE
Purchased Amount: 11,835.24

Remaining Amount: 0.00

Committed Amount: 0.00

Prepaids for this Contract Customize | Find | B

First K 14071 13 ast

Utilization || Initial Biling || Deferred Revenue Distribution

Status Hold Purchased Amount Remaining Amount Committed Amount Expiration Date
1 Ready - E | 200,000.00) 0.00 0.00 06M19/2014
GoTo: Billing Plans

Return to General Information
=] E\f‘ Return to Search | El Nn‘tify. J;_'- Previous tab| :_'- Next tab |

Prepaids | Audit History | Amendments

Depleted Date

031242015 | [ | [=]

B . Update/Disp 5;.-.

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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CARDINAL |

Project Accounting Job Aid

Amending Non-Federal Customer Contracts

Favorites - Main Menu > Customer Contracts » Create and Amend > General Information
Prepaids || Audit History
%

Contract Number: 0000001531 Sold To Customer: AASHTO

Pending Amendment: 0000000004 Contract Status: ACTIVE

I Wiew Current

Amendments Customize | Find | View A1 | E First K 15 of 5 1 Last
@ Statistics || Amended Amounts || Misc.

Amendment Amendment Type Reason *Process Date .;:::Il;dment Detail Notes
0000000004 Prepaid - Amend Prepaid * ||04/30/2015 Ei;l Pending Motes
0000000003  Contract Terms Modify Contract Amt 04/30/2015 Complete Detail Motes
0000000002  Contract Header Amend Header Info 04/30/2015 Complete Detail Motes
0000000001 Prepaid Amend Prepaid 03/24/2015 Complete Detail Motes
0000000000 06/19/2013 Complete Detail MNotes
Return to General Information

5] save | [Gh RetumtoSearch | [ otify | | Previoustab | |5 iexiian | [Beasd| [Eupdatemispiay]
Prepaids | Audit History | Amendments

14 Click the Detail link next to the Pending amendment.
Favorites Main Menu > Customer Contracts > Create and Amend > General Information
4

Amendment Details

Contract: 0000001531 Amendment Number: 0000000004

Amendment Type: Frepaid - Hegotiated Amount: 0.00 *Amend Status: Fending M
Amendment Reason: Amend Prepaid - Cancelled Negotiated Amount: blal JlE

0.00

*Process Date: 04/30/2015 5] Discount | Surcharge: 0.00

Allocation: Allocation Mot Complete Cancelled Discount Amount:

Reference ID: User Ref #1: User Ref #2: |
Amendment Components Customize | Find | View All| B
@ Statistics
Component Amend Ref #1 Label Fieldname Edit Type 0Old Value New Value
1 Prepaids Prepaid Seq 1 Purchased Update 11835.24 200000

Amendment Amount Allocation Internal Notes

Return to Prepaid Balances
5 save | |[5h Returnto Search | | =] Notify |

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

16 Select Ready.
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Favorites Main Menu > Customer Contracts > Create a@ Amend > General Information J
L

Amendment Details

Contract: 0000001531 Amendment Number: 0000000004
I Process Amendment I
Amendment Type: Prepaid Negotiated Amount: 0.00 *Amend Status: Ready M
Amendment Reason: Amend Prepaid Cancelled Negotiated Amount: et
0.00
Process Date: 04/30/2015 Discount ! Surcharge: 0.00
Allocation: Allocation Mot Complete Cancelled Discount Amount:
Reference ID: User Ref#1: User Ref #2:

Amendment Components Customize | Find | * First Kl 1011 D Last

Statistics
Component Amend Ref # Label Fieldname Edit Type 0ld Value New Value
1 Prepaids Prepaid Seq 1 Purchased Update 1183524 200000

Internal Motes
Return to Prepaid Balances

17 The Process Amendment button displays. Click the Process Amendment button.

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

&

Amendment Details
Contract: 0000001521 Amendment Number: 0000000004 Amendment Completed On: 04/20/2015 1:40PM
Amendment Type: Prepaid Negotiated Amount: 0.00 |Amend Status: Complete I
Amendment Reason: Amend Prepaid Cancelled Negotiated Amount: del il

0.00
Process Date: 04/30/12015 Discount/ Surcharge: 000
Allocation: Allocation Mot Complete Cancelled Discount Amount:

Reference ID: User Ref #1: User Ref #2:
Amendment Components Customize | Find L rst Kl 4 or1 I3 st
@ Statistics
Component Amend Ref#1 Label Fieldname Edit Type Old Value Hew Value
1 Prepaids Prepaid Seq 1 Purchased Update 1183524 200000

Internal Notes

[5) save | [Gh Returnto Search | =] Notify

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

Favq;itesfMainyenu » Customer Contracts > Create and Amend > General Information

General Information

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

i 5] g

Business Unit:
Contract:

Description:

Sold To Customer:
Customer Hame:
Contract Status:
Processing Status:
Contract Type:
Contract Classification:
Region Code:

Contract Administrator:
Master Contract #:

[ case Sensitive

ST [ Add a Mew Value

Maximum number of rows to return (up to 200); |300

= 150100

begins with - 'DDDEIEIEHEIE?

begins with ~ |

begins with - |

begins with - |

begins with - |

= -

begins with |

= L

begins with - |

begins with - |

begins with - |

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

2 Enter the Contract number in the Contract field.

3 Click the Search button.
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Favorites © Main Menu > Customer Contracts >
- i - -

%

Lines |~ Amendments |

Create anvd Amend > General Information

» Other Information

Go To: Billing Plans

[ save | (Gt Retumto Search | [ Notity |

Revenue Plans

Last Update User ID:

Milestones Renewals

Contract Number: 0000001067 Sold To Customer: COUNTY OF LOUDOUN
Amendment Number: 0000000003 *Contract Status: [rcTve @,
| Amend Contract | | Add to My Confracts |

Description: |PE FOR RTE 608 Processing Status: Active

Contract Admin: | Q@ Amendment Status Complete

Region Code: Business Unit: VA Dept of Transportation
Contract Type: L Contract Classification: Standard

Currency Code: UsD Last Amended: 101242014

Exchange Rate Type: CRRNT Start Date: 09/02/2010

Contract Signed: 09/02/2010 End Date:

Last Update Date/Time: 10/24/2014 11:28:29AM

SHELLY.PRYOR

¥ Summary of Amounts

Iare

= Add| [F Updatea‘Dieplay.
[Ex pda| |H |

4 The General Information page displays. Click the Lines tab.

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

Contract Lines

" General | Amendments |
Contract Number: 0000001067 Sold To Customer: COUNTY OF LOUDOUN
Amendment Number: 0000000004 Contract Status: ACTIVE
| Amend Contract |

Customize | Find | View Al | 8 First Kl 12072 I L ast

[ save | (Gt Returnto Search | [=] Notiy |

General | Lines | Amendments

@0 Detail || AmountDetai || Deferred Revenue |
Line Product Description Price Type  Start Date End Date Status
1 PROJE_PRO09_33 |PE FOR RTE 606 Rate |09f02.|'2010 B | [ | Active
2 AMT_PROJE3T |F'ar1ic - CON - CCT - NOVA Amount |1 0M10/2013 [5 | 5]  Active
Go To: Billing Plans Revenue Plans Milestones Renewals More A

[Eadd| [ updstemispiay)

5 Click the Amend Contract button.
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Favaorites Main Menu > Customer Contracts > Create and Amend > General Information

General Lines Amendments

|E§|;
Contract Number: 0000001067 = Sold To Customer: COUNTY OF LOUDOUN
Pending Amendment: 0000000004 Contract Status: ACTIVE
Wiew Current
Customize | Find | View Al | B First K1 14 of 4 I3 Last

@ Statistics || Amended Amounts || Misc.

A d it A d t Type Reason Process Date ":t::::’mem Detail Notes
0000000003 | Contract Line Mew Contract Line 10012412014 Complete Detail Motes
0000000002 Prepaid Amend Prepaid 1012312014 Complete Detail Motes
0000000001 | Prepaid Amend Prepaid 10012212014 Complete Detail Motes
0000000004 I Contract Line - I Modify Contract Amt - |05I01I2015 Ei;l Pending Detail Motes
Go To: Billing Plans Revenue Plans Milestones Renewals l AmountAIIocationI More -
[5) save | [GF Returnto Search | [=] Notify | [Beadd] [Eaupdatemispiay)

General | Lines | Amendments

Select the Amendment Type using the Amendment Type dropdown.
Select the Amendment Reason using the Reason dropdown.

Click the Save button.

© o0 N o

Click the Amount Allocation link.

Favorites : Main Menu > Customer Contracts > Create anvd Amend > General Information

Contract: 0000001067 Amendment: 0000000004

Business Unit: 50100 Currency:  USD Amendment Type: Contract Line

Sold To: 0000131525 COUNTY OF LOUDOUN Amendment Reason: - Modily Contract Amt
Adjustment Amount: 0.00 Unallocated Adjustment Amount: 0.00
Discount / Surcharge: 0.00 | Inclusive Prepaids Adjustment: 0.00
Net Change: 0.00 Allocation: Allocation Mot Complete -

Recalculate

Contract Line Pricing
Amounts Deetail

Negotiated Adjustment Adjust Billing Adjust Revenue Reverse Discount/Surcharge
A it A t s . A + Adiust +

Reprice Line # Current Amount : ; Net Amount
| 1 0.00
a2 41,142,867.05| | 41,142,867.08 O O O 0.00 41,142,867.05
Select Al O Clear Al . Recalculate |
Adjustment Amount: 0.00 Discounts/Surcharges: 0.00

Return to General Information

|5 save | ot Return to Search | =] Notify |

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

Amendment Amount Allocation

Contract: 0000001067 Amendment: 0000000004
Business Unit: 50100 Currency: uso Amendment Type: Contract Line
Amendment Reason:  Modify Contract Amt
Sold To: 0000131525 COUNTY OF LOUDOUN Hoaity
Adjustment Amount: I | 40,000.00 I Unallocated Adjustment Amount: 0.00
Discount | Surcharge: 0.00 || Inclusive Prepaids Adjustment: 0.00
Net Change: 0.00 Allocation: Allocation Mot Complete -
Recalculate
‘Contract Line Pricing
Detail
Reprice Line# Current Amount Negutiale:j Adju‘strnent ,;:i:mt I?illinlg A:j:‘:t Re‘\_renllle :?evers‘e I‘Z\Iif.coljnﬁSL:rcharge Net Amount
B |1 0.00
1 2 41,142 867.0 I 41,182 867.05 0.00 41,142 867.05
Select All [0 clear Al . Recalculate
Line Totals
Adjustment Amount: 0.00 Discounts/Surcharges: 0.00

Return to General Information

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

Amendment Amount Allocation

Contract: 0000001067 Amendment: 0000000004
Business Unit: 50100 Currency:  USD Amendment Type: Contract Line
Sold To: 0000131525 COUNTY OF LOUDOUN Amendment Reason:  Modify Contract Amt
Adjustment Amount: |=1[]‘[][]D 0o Unallocated Adjustment Amount: 0.00
Discount /| Surcharge: 0.00 || Inclusive Prepaids Adjustment: 0.00
Net Change: 40,000.00 Allocation: Allocation Complete 1
I Recalculate
‘Contract Line Pricing
Detail
N N Negotiated Adjustment Adjust Billing Adjust Revenue Reverse Discount/Surcharge
HEEE Tzi) (BT e Amount Amount Retroactively Retroactively Amounts  Adjustment ettt
] 1 0.00
= 2 41,142,867.05 | 41,142 867.05 40,000.00 = = 0.00 41,142,867.05
SelectAll O clearan | Recalculate
Line Totals
Adjustment Amount: 40,000.00 Discounts/Surcharges: 0.00

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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Fa\rovr'rtesgl\-'lainvl\-'lenu > Customer Contracts > Create and Amend > General Information

( General || Lines |uCUGLIELE
=
Contract Number: 0000001067 Sold To Customer: COUNTY OF LOUDOUN
Amendment Humber: 0000000003 Contract Status: ACTIVE
i Amend Contract |

Amendments Customize | Find |

w " Statistics || Amended Amounts || Misc. |
- . - Amendment .

A Am nt Type Reason Process Date Status Detail Notes
0000000004  Contract Line Modify Contract Amt 05/01/2015 Pending m Notes
0000000003 | Contract Line Mew Contract Line 1012412014 Complete D etail Motes
0000000002  |Prepaid Amend Prepaid 1002312014 Complete Detail Motes
0000000001 Prepaid Amend Prepaid 1012212014 Complete D etail Motes
Go To: Billing Plans Revenue Plans Milestones Renewals More A
[5) save | [ot Retunto Search | [ Motify | [Ewadd] [ updatemispiay)
General | Lines | Amendments

19 Click the Detail link next to the Pending amendment.

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

Amendment Details

Contract: 0000001067 Amendment Number: 0000000004

Amendment Type: Contract Line v Hegotiated Amount: 40,000.00 *Amend Status: Pending M
Amendment Reason: Wodify Contract Amt v Cancelled Negotiated Amount:
*Process Date: 05/01/2015 |[&) Discount | Surcharge: 0.00

Allocation: Allocation Complete Cancelled Discount Amount:

Reference ID: User Ref#1: User Ref #2: |
Amendment Components
@" Statistics |
Component Amend Ref #1 Label Fieldname Edit Type Old Value Hew Value
1 Amount Allocation Line 2 Gross Amt Update 41142867.05 41182867.05
Amendment Amount Allocation Internal Motes

Return to General Information

[E save | [Eh Retum to Search | ] Notity |

20 Click the Amend Status dropdown menu.

21 Select Ready.
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Favorites : Main Menu > Customer Contracts > Create and Amend > General Information

Amendment Details

Contract: 0000001067 Amendment Number: 0000000004
I [ Process Amendment | I
Amendment Type: Contract Line Hegotiated Amount: 40,000.00 *Amend Status: Ready -
Amendment Reason: Modify Contract Amt Cancelled Negotiated Amount: Net Change
40,000.00
Process Date: 05/01/2015 Discount/ Surcharge: 0.00
Allocation: Allocation Complete Cancelled Discount Amount:
Reference ID: User Ref #1: User Ref #2:
Amendment Components Customize | Find | Vi
@ Statistics H
Component Amend Ref #1 Label Fieldname Edit Type Old Value New Value
1 Amount Allocation Line 2 Gross Amt Update 41142867.05 41182867.05

Internal Motes
Return to General Information

22 The Process Amendment button displays. Click the Process Amendment button.

Favorites Main Menu > Customer Contracts » Create and Amend JI GeneraIInforrmtionI

i
Amendment Details
Contract: 0000001067 Amendment Number: 0000000004 Amendment Completed On: 05/01/2015 10:56AM
Amendment Type: Contract Line Negotiated Amount: 40,000.00 I Amend Status: Complete I
Amendment Reason: Modify Contract Amt Cancelled Negotiated Amount: SRIESEANES
40,000.00

Process Date: 05/01/2015 Discount / Surcharge: 0.00

Allocation: Allocation Complete Cancelled Discount Amount:
Reference ID: User Ref#1: User Ref #2:

Amendment Components Customize | Find | View 41| B First Kl 4074 I3 st

@ Statistics
Component Amend Ref #1 Label Fieldname Edit Type 0ld Value New Value
1 Amount Allocation Line 2 Gross Amt Update 41142867.05 41182867.05

Internal Motes

: Save @‘ Return to Search: El Nuhfy

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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Favorites © Main Menu > Customer Contracts >
- i - -

w' Amendments |

Create anvd Amend > General Information

» Other Information

Last Update User ID:

SHELLY.PRYOR

Contract Number: 0000001067 Sold To Customer: COUNTY OF LOUDOUN
Amendment Number: 0000000003 *Contract Status: [rcTve @,
| Amend Contract | | Add to My Confracts |

Description: |PE FOR RTE 608 Processing Status: Active

Contract Admin: | Q@ Amendment Status Complete

Region Code: Business Unit: VA Dept of Transportation

Contract Type: L Contract Classification: Standard

Currency Code: UsD Last Amended: 101242014

Exchange Rate Type: CRRNT Start Date: 09/02/2010

Contract Signed: 09/02/2010 End Date:

Last Update Date/Time: 10/24/2014 11:28:29AM

¥ Summary of Amounts

Go To: Billing Plans Revenue Plans Milestones Renewals Iare -
= Save] [ neunmSearm] [[=] Notify :| |E% Adcl] [P Updatea‘[}ieplay:

25 Click the Lines tab.

Fa\rc;r'rtes Mainvl\-'lenu » Customer Contracts

Create and Amend > General Information

" General [RELCENN Amendments
=
Contract Number: 0000001067 Sold To Customer: COUNTY OF LOUDOUN
Amendment Number: 0000000004 Contract Status: ACTIVE

| Amend Confract |

Contract Lines

Customize | Find |

D

1-20f2 Last

Go To: Billing Plans

[5) save | (o RetumtoSearch | [=] Notity |

Revenue Plans

Milestones Renewals

" General |EEION AmountDetail | Deferred Revenue |

Line Product Billing Plan Revenue Plan Contract Terms  Accounting Internal Hotes Ship to Customer Name
1/PROJE_PRODS_33 In Progress In Progress Contract Terms | Distribution Internal Motes |COUNTY OF LOUDOUMN
2 AMT_PROJE3T Action Required JAction Reguired |Contract Terms | Distribution Internal Motes |COUNTY OF LOUDOUMN

More

[Eadd] [Eupdatemispiay)

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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Billing Plan General Events | History

Favorites - Main Menu > Customer Contracts > Createand Amend > General Information
i - -

Event Event Type *Event Status Event Date
1 Date Completed 1002412014
2 Date Completed 10/30/2014
3 Date Completed 12/30/2014
4 Date Completed 03/30/2015
g Date Ready * |06/30i2015
i Date Ready * |09/30/2015
7 Date Ready > [12/30i2015
8 Date Ready ~ | 03/30/2016
9 Date Ready ~ |0B/30/2016
10 Date Ready ~ | 09/30/2016
11 Date Ready * | 12/30i2016
12 Date Ready * |03/30i2017
13 Date Ready * 06/30/2017
14 Date Ready ~ |09/30/2017
15 Date Ready ~  [12/30/2017
16 Date Ready ~ | 03/30/2018

Total Amount:

Remaining Amount:

Event Mote
Event Mote
Event Mote
Event Mote
Event Mote
Event Mote
Event Mote
Event Mote
Event Mote
Event Mote
Event Mote
Event Mote

Event Mote

Event Mote

Event Mote

Event Mote

Customize | Find | # | #

Contract: 0000001067 Bl Unit:

Sold To Customer: 0000131525 COUNTY OF LOUDOUN Bill To: 0000131525 COUNTY OF LOUDOUN
Billing Plan: B103 Amount Based - Milestone Currency:

Define Events Amount Detail

41182,367.05

40,000.00

First ) 146 of 16 ) Lact

Amount
1,142,367.05 [&] [=] *
15,375,000.00 [+ | [=]
2,875,000.00 [*] [=]
2,375,000.00 [+ | [=]
2,218,750.00|[*] | [=]
221875000 [+] [=]
2,218,750.00|[+] [=]
2,218,750.00 [+ [=]
2,000,000.00|[*] [=]
2,000,000.00 [+ | [=]
2,000,000.00 %] [=]
2,000,000.00 (] [=]
500,000.00 [+ [=]
500,000.00 [+] [=]
500,000.00 [+] [=]
500,000.0 Elll=

m

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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rgiagor neets some wirere W T - ee—
S;.—m . | CONTRACTS.C2 0 ~ @ © X | B) AP 312- Voucher Processing - .| [ Gene
Enter number of rows to add:
ﬂl ertification) ] RMS (State Job Site) W Va Dept of Trans 27 Web Slice Gallery
Favarites : Main Menu > Customervtjontracts » Create anvd Amend > General Information
Event Detail First EI 116 of 16 I Last
Event Event Type *Event Status Event Date Amount
2 Date Completed 1003002014 Event MNote 15,375,000.00 E| a
3 Date Completed 1203012014 Event Mote 2,875,000.00 E| =
4 Date Completed 03/30/2015 Event Mote 2,875,000.00 E|
5 Date Ready 06/30/2015 Event Mote 2,218,750.00 =
6 Date Ready 09/30/2015 Event Mote 2,218,750.00 =
7 Date Ready 1243012015 Event Mote 2,218,750.00 [+] [=]
3 Date Ready 03/30/2016 Event Mote 2,218,750.00 =]
9 Date Ready 06/30/2016 Event Mote 2,000,000.00 =) 8
10 Date Ready 09/30/2016 Event Mote 2,000,000.00 =]
11 Date Ready 12/30/2016 Event Mote 2,000,000.00 =
12 Date Ready 03/30/2017 Event Mote 2,000,000.00 =
13 Date Ready 06/30/2017 Event Mote 500,000.00 =l
14 Date Ready 09/30/2017 Event Mote 500,000.00 =
15 Date Ready 1243012017 Event Mote 500,000.00 [+ [=]
16 Date Ready 03/30/2018 Event Mote 500,000.00 [+] [=] —
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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Favorites = Main Menu > Customer Contracts > Create anvd Amend > General Information

Customize | Find | B | B First £ 4247 oF 47 1 Last
Event Event Type *Event Status Event Date Amount
3 Date Completed 1213002014 Event Note 2,875,000.00 |£| d 0
4 Date Completed 03/3002015 Event Note 2,875,000.00 |£| d
5 Date Ready * | 06/20/2015 Event Note 2,218,750.00 RISy
i Date Ready v 1 09/20/2015 Event Note 2218750.00 [+ =]
T Date Ready v 1203012015 Event Note 2,218,750.00 +l|[=]
8 Date Ready v 032042018 Event Note 2,218,750.00 ]| [=]
9 Date Ready ~ | 06/20/2016 Event Note 2,000,000.00 ]| [=]
10 Date Ready * 093042016 Event Note 2,000,000.00 [+ [=]
11 Date Ready v 1203042016 Event Note 2,000,000.00 [+ [=] 3
12 Date Ready * 033002017 Event Mote 2,000,000.00 [+ [=]
13 Date Ready * 06/30/2017 Event Note 500,000.00 +l|[=]
14 Date Ready v 0972042017 Event Note 500,000.00 ]| [=]
15 Date Ready v 1203002017 Event Mote 500,000.00 *|[=]
16 Date Ready *  03/30/2018 Event Note 500,000.00 [+][=]
|17 Date ~  Pending - 061012015 |5y |EventNote [ 0.00] [+ [=§

32 A new Event line displays. The number of lines added will match what you entered in the previous
step.
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Event

3

4

10

1

12

13

14

15

16

17

Event Type

Date

Date

Date

Date

Date

Date

Date

Date

Date

Date

Date

Date

Date

Date

Date

Return to General Information

Save

[o* Return to Search

Favorites Main Menu > Customer Contracts > Create and Amend

> General Information

*Event Status Event Date

Completed 1213012014 Event Note
Completed 03/30/2015 Event Note
Ready ~ |06/30/2015 Event Note
Ready + 09/30/2015 Event Mote
Ready * 123002015 Event Mote
Ready * 03/30/2016 Event Mote
Ready + 06/30/2016 Event Mote
Ready + 09/30/2016 Event Mote
Ready ~  [12/30/2016 Event Note
Ready ~  |03/30/2017 Event Note
Ready + 063062017 Event Mote
Ready + 09/3002017 Event Mote
Ready * 123002017 Event Mote
Ready * 03/30/2018 Event Mote

L Ready -] 06/30/2018 | EventnNote

Amount

2,675,000.00 ]| [=]| *
2,875,000.00 [+]
2.218,750.00 | [*]
2,218,750.00 [+]
2,218,750.00 [+]
2,218,750.00 [+]
2,000,000.00 [+]

2,000,000.00 [*]

m

2,000,000.00 ]
2,000,000.00 ]
500,000.00 %]
500,000.00 %]
500,000.00 %]

500,000.00 [+]

40,000.0q [+

=l
=]
=
=
=
=]
=
=]
=l
=
=
=
=l
B

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

I Billing Plan General History |

Contract: 0000001067 Bl Unit: 50100
Sold To Customer: 0000131525 COUNTY OF LOUDOUN Bill To: 0000131525 COUNTY OF LOUDOUN
Billing Plan: B103 Amount Based - Milestone Currency: usD

Define Events Amount Detail

© percent Total Amount: 41,182,867.05

Amount

Remaining Percent: 0.00000000
Add Milestone Remaining Amount: 0.00

Event Detail First K1 1.47 or 47 I L ast
Event Event Type *Event Status Event Date Amount

1 Date Completed 1042412014 Event Mote 1,142,867.05 =
2 Date Completed 10/30/2014 Event Mote 15,375,000.00 =

3 Date Completed 1213002014 Event Mote 2,875,000.00 E|

4 Date Completed 03/30/2015 Event Mote 2,875,000.00 E|

5 Date ‘Ready - 0BI30/2015 Event Note 2,218,750.00 (=] [=]

A Dato Peagy  +  nomnpois Euent Note 221a7enon F] (=]

36 Notice that Remaining Amount is now 0.00.

37 Click the Billing Plan General tab.

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

e Events | History |

Customer Information

Contract: 0000001067 Bl Unit: 50100
Sold To Customer: 0000131525 COUNTY OF LOUDOUN Bill To: 0000131525 COUNTY OF LOUDOUN
Billing Plan: B103 Amount Based - Milestone Currency: usD
Description: |}Am0unt Based - Milestone *Billing Status: Action Required
N [l
Billing Method: [milestone i Hold

Amount Detail

Bl Unit: 50100 VADept of Transportation Negotiated Amount: 41,182,867.05
"Bill To Customer: 0000131525 @, COUNTY OF LOUDOUN Addr Num: 1@, = Total Amount: 41,182 867.05
Bill To Contact: A Total Billing History: 22,267,867.05
Billing Options Events Billed To Date: 22,267 867.05
Bill Type: ccT @, [7] Pre Approved Billing Header Note
. M . Internal Motes
Bill Source: PROJE @, Direct Invoice Preview Summarization Template
Summarization Template ID |VDOT_OTHER @, VDOT Other
Billing Default Overrides
Invoice Form: LANDSCAPE @
Cycle ID: MONTHLY @, Wiew Customer Defaults
Bill By ID: PC_OTHER |@, MNon-Federal Project
38 Click the Reviewed button.
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Favorites Main Menu > Custorner Contracts > Create and Amend > General Information

Billing Plan General  [MEGE=MMELE N

Contract: 0000001087 Bl Unit: 50100

Sold To Customer: 0000131525 COUNTY OF LOUDOUN Bill To: 0000131525 COUNTY OF LOUDOUN

Billing Plan: B103 Amount Based - Milestone Cnrreng: UsD

Description: [smount Based - Milestone *Billing Status: In Progress -

Billing Method: [Milestons -]

Customer Information sl b

Bl Unit: VA Dept of Transportation Negotiated Amount: 41,182,867.05
*Bill To Customer: 0000131525 @, COUNTY OF LOUDOUN Addr Num: 1@, = Total Amount: 41,182 867.05
Bill To Contact: % Total Billing History: 22 267,867.05
Billing Options Events Billed To Date: 22 267 867.05
Bill Type: cCT @ [/] Pre Approved Billing Header Mote

. ’7 — . Internal Motes
Bill Source: PROJE i Direct Invoice Preview Summarization Template

Summarization Template ID |VDOT_OTHER @, VDOT Other
Billing Default Overrides

Invoice Form: LANDSCAPE (@,
Cycle ID: MONTHLY @, View Customer Defaults
Bill By ID: PC_OTHER (@, Mon-Federal Project

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

[5) save | [Gt Retum to Search | [ Notify

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

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

" General PELEES Amendments

B
Contract Number: 0000001067 Sold To Customer: COUNTY OF LOUDOUN
Amendment Number: 0000000004 Contract Status: ACTIVE
[ Amend Contract |

Contract Lines Customize | Find | v
~ General JECEIN | Amount Detail || Deferred Revenue

Line Product Billing Plan Plan Contract Terms A il Internal Notes  Ship to Customer Name
1/PROJE_PROD9_33 In Progress In Progress Contract Terms  Distribution Internal Motes |COUNTY OF LOUDOUN
2 AMT_PROJE3T In Progress Contract Terms  Distribution Internal Motes |COUNTY OF LOUDOUN

Go To: Billing Plans Revenue Plans Milestones Renewals More -

41 Click the Detail tab.
42 Click Action Required in the Revenue Plan field.
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Favgites Mainvl'l-'lenu > Customer Contracts > Create and Amend > General Information

Revenue Plan

Revenue Plan

Contract: 0000001067 Business Unit: 50100 Currency: UsD
Sold To Customer: 0000131525 COUNTY OF LOUDOUN GL Business Unit: 50100
Revenue Plan: R102 GL Currency: UsD
Description: IAmt}unt Based - Milestone *Plan Status: | Action Required - || Reviewed |
Recognition Method: Milestone Hold
Define Events By Amount Detail
) Percent Total Amount: 41,182 867.05
@ Amount . Remaining Amount: 40,000.00
Internal Motes Preview Revenue

Add Milestone

Event Detail Customize | Find | View A1 ] BV | 2 First K 1.16 of 16 1 Last
Event Event Type *Event Status Accounting Date Amount

2 Date Completed 10/3002014 Event Mote 15,375,000.00 =1«
3 Date Completed 1213002014 Event Mote 2,875,000.00 = (=
4 Date Completed 03/30/2015 Event Mote 2,875,000.00 El

5 Date + | Ready + |o6302015 5] |EventNote | 2,218,750.00 (=l

B Date v | Ready ~ |09;3012015 [ |Eventhote | 2,218,750.00 =]

7 Date ~ | Ready +  [12:3012015 [5) EventMNote | 2,218,750.00 (] [=]

8 Date v | Ready ~ |02302016 [ |Eventhote | 2,218,750.00 =]

9 Date + | Ready + |o60r2016 [ |EventNote | 2,000,000.00 (=18
10 Date v | Ready ~ |og;moizo16 [ |Eventhote | 2,000,000.00 =)
11 Date ~ | Ready - [123012016 [ | Eventhote | 2,000,000.00 =]
12 Date ~ | Ready ~ 033012017 [ |EventNote | 2,000,000.00 (=l
13 Date ~ | Ready - |o6r30r2017 [ | Eventhote | 500,000.00 =]
14 Date + | Ready - |o9rz0r2017 [ |EventNote | 500,000.00 (=l
15 Date v | Ready - [12:3012017 [5] | Eventhote | 500,000.00 =]
16 Date + | Ready + [0320:2018 [ |EventNote | SUU,UUU.UEI -

Return to General Information

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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— _—

FoNTRACTS.C2 O - @ € X || B 4P 312 - Voucher Process

virginia.gov needs some information — -

Script Prompt:
Enter number of rows to add:
tification) 2] RMS (State Job Site) W Va Dept of Trans &

i

Favarites Main Menu > Customeerontracts s Create anvd Amend > General Information
2 Date Completed 10/30/2014 Event Note 15,375,000.00 ] [=] *
3 Date Completed 12/30/2014 Event Note 2,875,000.00 & | [=] —
4 Date Completed 03/30/2015 Event Mote 2.875,000.00 I£| IEI
5 Date + | Ready ~ [o61302015 [ |EventMNote [ 221875000 %] [=]
& Date v | Ready + [oosz0r2015 [ |EventMNote [ 221875000 ] [=]
7 Date ~ | Ready ~ [12/302015 [ |EventMNote [ 221875000 (] [=]
8 Date ~ | Ready ~ [0a30/2016 [ |EventMote [ 221875000 (=] [=]
0 Date ~ | Ready ~ |o6/30/2016 [ |EventMote [ 200000000 & [=] |
10 Date + | Ready ~ [0giz012016 [5) |EventMNote [ 200000000 ] [=] j
1 Date ~ | Ready v 1272012016 |5 EventNate [ 200000000 (] [=]
12 Date * | Readgy v [03orzo17 |5 EventNate [ zoo0,000.00 ] [=]
13 Date * | Ready v [oemorzo17 5 EventNate [ 50000000 ] [=]
14 Date * | Readgy v [oomorzo17 5 Eventhate [ 50000000 ] [=]
15 Date + | Ready ~ [12i302017 [ EventMNote [ soo00000 ] [=]
16 Date +  Ready ~ [0330r2018 [ |EventNote [ soo000000 & [=]
Return to General Information

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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Favorites Main Menu > Customer Contracts > Create anvd Amend > General Information

3 Date Completed 1213002014 Event Mote 2,875,000.00 .+_| .:I i
4 Date Completed 03/30/12015 Event Mote 2 875,000.00 .+_| .;I

5 Date ~ | Ready [06/30/2015 | | Eventmate [ 221875000 ] =]
B Date ~ | Ready WE@ Event Mote ’m ]| [=]

T Date ~ | Ready Wﬁj Event Note ,m El([=]

8 Date ~ | Ready [0a/aoiz016 ) Eventnate [ 221875000 &l [=]

9 Date ~ | Ready WEJ Event Mote ’m ]| [=]
10 Date * | Ready Wﬁj Event Note ,m El|[=]
11 Date ~  Ready [12/3002016 |  Eventmate [ 200000000 ] [=]][%
12 Date ~ | Ready WE@ Event Mote ’m ]| [=]
13 Date ~ | Ready Wﬁj Event Note ,m El([=]
14 Date ~ | Ready [os/aoiz017 ) Eventnate [ 50000000 &l (=]
15 Date ~ | Ready ’WE@ Event Mote ’m ]| [=]
16 Date ~  Ready Wﬁj Event Note ,m =]
17 Date ~ | Pending [05/01/2015 [ |EventNote | 0.00) | (=]
Return to General Information

46 A new Event line displays. The number of lines added will match what you entered in the previous

step.
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Completed

Completed
Ready
Ready
Ready
Ready
Ready
Ready
Ready
Ready
Ready
Ready
Ready

Ready

I v" 06/20/2018 @

Create anvd Amend > General Information

1213002014 Event Note

0313012015 Event Mote
~ [08/30/2015  |[H | EventMNote
+ [09/30:2015 |5 | Eventnote
+ [1230:2015 |5 |EventnNote
~ [0330/2016 |5 | EventMNote
~ [06/30/2016  |[) |EventMNote

- [oomomots  |w
N
o A
- oot |m
- emom ®
v [zmomn ®
v bamomE H

Event Note
Event Note
Event Note
Event Note
Event Mote
Event Mote
Event Mote

Event Note

Favo_r'rtes Main lv'lenu P Customeeruntmcts b

3 Date

4 Date

5 Date -

6 Date -

7 Date -

g Date -

9 Date -
10 Date -
bl Date -
12 Date -
13 Date -
14 Date -
15 Date -
16 Date -
17 Date -
Eeturn to General Information

save || [ Return to Search =]

Notify |

2,875,000.00

2,875,000.00

[ 50000000
[ 50000000
50000000
[ 50000000

| 20,00000) [+] (-]

EET] =
| =

& =y

==
=
=
e
=
=
| [=)
| =]
=
=]
&=

m

|:'+Add: Update/Display |

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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Revenue Plan

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

Revenue Plan

Contract: 0000001067 Business Unit: 50100 Currency: UsD
Sold To Customer: 0000131525 COUNTY OF LOUDOUN GL Business Unit: 50100
Revenue Plan: R102 GL Currency: usD
Description: I!ﬂ'ﬂmount Based - Milestone *Plan Status: | Action Required vl| Reviewed I
Recognition Method: Milestone Hold
Define Events By Amount Detail
) Percent Total Amount: 41,182 867.05
@ Amount _ I Remaining Amount: 0.00 I
Internal Motes Preview Revenue
Add Milestone
Event Detail Customize | Find | View Al | First K1 4.47 of 47 I ast
Event Event Type *Event Status Accounting Date Amount
3 Date Completed 1213002014 Event Mote 2,875,000.00 E| i
4 Date Completed 03/3002015 Event Mote 2,875,000.00 El
5 Date hd Ready |06J30J201 5 [E | Event Mote 2,218,750.00 [=]
B Date ~ | Ready [0as30/2015 [ |EventMote 2,218,750.00 =]

50 Notice the Remanining Amount is 0.00. Click the Reviewed button.

Page 39 of 40

Rev 5/8/2015



|2CARDINAL" |

Project Accounting Job Aid

Amending Non-Federal Customer Contracts

Revenue Plan

Favc;rites Main‘ry'lenu b Customeerontracts »  Create anvd Amend > General Information

Revenue Plan

Internal Motes
Add Milestone

Preview Revenue

Remaining Amount:

Contract: 0000001067 Business Unit: 50100 Currency: UsSD
Sold To Customer: 0000131525 COUNTY OF LOUDOUN GL Business Unit: 50100
Revenue Plan: R102 GL Currency: UaD
Description: IAmt}unt Based - Milestone *Plan Status: | In Progress v|
Recognition Method: Milestone Hold
Define Events By Amount Detail
) Percent Total Amount: 41,182,867.05
@ Amount

0.00

Event Detail

Event Event Type *Event Status Accounting Date
3 Date Completed 123002014

4 Date Completed 03/30/2015

5 Date * | Ready |06f301201 5

G Date * | Ready |U9f30a’2ﬂ1 5

Customize | Find | View 41| B |

L
!

Event Mote
Event Mote
Event Note

Event Mote

First 1 447 of 17 1

Last

Amount

2,875,000.00 =)=
2,875,000.00 =]

2,218,750.00 =]

2,218,750.00 =]

51 Notice the Plan Status changed from Action Required to In Progress.

Page 40 of 40

Rev 5/8/2015




	About Amending Non-Federal Customer Contracts


<<

  /ASCII85EncodePages false

  /AllowTransparency false

  /AutoPositionEPSFiles true

  /AutoRotatePages /None

  /Binding /Left

  /CalGrayProfile (Dot Gain 20%)

  /CalRGBProfile (sRGB IEC61966-2.1)

  /CalCMYKProfile (U.S. Web Coated \050SWOP\051 v2)

  /sRGBProfile (sRGB IEC61966-2.1)

  /CannotEmbedFontPolicy /Error

  /CompatibilityLevel 1.4

  /CompressObjects /Tags

  /CompressPages true

  /ConvertImagesToIndexed true

  /PassThroughJPEGImages true

  /CreateJobTicket false

  /DefaultRenderingIntent /Default

  /DetectBlends true

  /DetectCurves 0.0000

  /ColorConversionStrategy /CMYK

  /DoThumbnails false

  /EmbedAllFonts true

  /EmbedOpenType false

  /ParseICCProfilesInComments true

  /EmbedJobOptions true

  /DSCReportingLevel 0

  /EmitDSCWarnings false

  /EndPage -1

  /ImageMemory 1048576

  /LockDistillerParams false

  /MaxSubsetPct 100

  /Optimize true

  /OPM 1

  /ParseDSCComments true

  /ParseDSCCommentsForDocInfo true

  /PreserveCopyPage true

  /PreserveDICMYKValues true

  /PreserveEPSInfo true

  /PreserveFlatness true

  /PreserveHalftoneInfo false

  /PreserveOPIComments true

  /PreserveOverprintSettings true

  /StartPage 1

  /SubsetFonts true

  /TransferFunctionInfo /Apply

  /UCRandBGInfo /Preserve

  /UsePrologue false

  /ColorSettingsFile ()

  /AlwaysEmbed [ true

  ]

  /NeverEmbed [ true

  ]

  /AntiAliasColorImages false

  /CropColorImages true

  /ColorImageMinResolution 300

  /ColorImageMinResolutionPolicy /OK

  /DownsampleColorImages true

  /ColorImageDownsampleType /Bicubic

  /ColorImageResolution 300

  /ColorImageDepth -1

  /ColorImageMinDownsampleDepth 1

  /ColorImageDownsampleThreshold 1.50000

  /EncodeColorImages true

  /ColorImageFilter /DCTEncode

  /AutoFilterColorImages true

  /ColorImageAutoFilterStrategy /JPEG

  /ColorACSImageDict <<

    /QFactor 0.15

    /HSamples [1 1 1 1] /VSamples [1 1 1 1]

  >>

  /ColorImageDict <<

    /QFactor 0.15

    /HSamples [1 1 1 1] /VSamples [1 1 1 1]

  >>

  /JPEG2000ColorACSImageDict <<

    /TileWidth 256

    /TileHeight 256

    /Quality 30

  >>

  /JPEG2000ColorImageDict <<

    /TileWidth 256

    /TileHeight 256

    /Quality 30

  >>

  /AntiAliasGrayImages false

  /CropGrayImages true

  /GrayImageMinResolution 300

  /GrayImageMinResolutionPolicy /OK

  /DownsampleGrayImages true

  /GrayImageDownsampleType /Bicubic

  /GrayImageResolution 300

  /GrayImageDepth -1

  /GrayImageMinDownsampleDepth 2

  /GrayImageDownsampleThreshold 1.50000

  /EncodeGrayImages true

  /GrayImageFilter /DCTEncode

  /AutoFilterGrayImages true

  /GrayImageAutoFilterStrategy /JPEG

  /GrayACSImageDict <<

    /QFactor 0.15

    /HSamples [1 1 1 1] /VSamples [1 1 1 1]

  >>

  /GrayImageDict <<

    /QFactor 0.15

    /HSamples [1 1 1 1] /VSamples [1 1 1 1]

  >>

  /JPEG2000GrayACSImageDict <<

    /TileWidth 256

    /TileHeight 256

    /Quality 30

  >>

  /JPEG2000GrayImageDict <<

    /TileWidth 256

    /TileHeight 256

    /Quality 30

  >>

  /AntiAliasMonoImages false

  /CropMonoImages true

  /MonoImageMinResolution 1200

  /MonoImageMinResolutionPolicy /OK

  /DownsampleMonoImages true

  /MonoImageDownsampleType /Bicubic

  /MonoImageResolution 1200

  /MonoImageDepth -1

  /MonoImageDownsampleThreshold 1.50000

  /EncodeMonoImages true

  /MonoImageFilter /CCITTFaxEncode

  /MonoImageDict <<

    /K -1

  >>

  /AllowPSXObjects false

  /CheckCompliance [

    /None

  ]

  /PDFX1aCheck false

  /PDFX3Check false

  /PDFXCompliantPDFOnly false

  /PDFXNoTrimBoxError true

  /PDFXTrimBoxToMediaBoxOffset [

    0.00000

    0.00000

    0.00000

    0.00000

  ]

  /PDFXSetBleedBoxToMediaBox true

  /PDFXBleedBoxToTrimBoxOffset [

    0.00000

    0.00000

    0.00000

    0.00000

  ]

  /PDFXOutputIntentProfile ()

  /PDFXOutputConditionIdentifier ()

  /PDFXOutputCondition ()

  /PDFXRegistryName ()

  /PDFXTrapped /False



  /CreateJDFFile false

  /Description <<



    /BGR <>

    /CHS <FEFF4f7f75288fd94e9b8bbe5b9a521b5efa7684002000410064006f006200650020005000440046002065876863900275284e8e9ad88d2891cf76845370524d53705237300260a853ef4ee54f7f75280020004100630072006f0062006100740020548c002000410064006f00620065002000520065006100640065007200200035002e003000204ee553ca66f49ad87248672c676562535f00521b5efa768400200050004400460020658768633002>

    /CHT <FEFF4f7f752890194e9b8a2d7f6e5efa7acb7684002000410064006f006200650020005000440046002065874ef69069752865bc9ad854c18cea76845370524d5370523786557406300260a853ef4ee54f7f75280020004100630072006f0062006100740020548c002000410064006f00620065002000520065006100640065007200200035002e003000204ee553ca66f49ad87248672c4f86958b555f5df25efa7acb76840020005000440046002065874ef63002>

    /CZE <>

    /DAN <>

    /DEU <>

    /ESP <>

    /ETI <>

    /FRA <>

    /GRE <>



    /HRV (Za stvaranje Adobe PDF dokumenata najpogodnijih za visokokvalitetni ispis prije tiskanja koristite ove postavke.  Stvoreni PDF dokumenti mogu se otvoriti Acrobat i Adobe Reader 5.0 i kasnijim verzijama.)

    /HUN <>

    /ITA <>

    /JPN <FEFF9ad854c18cea306a30d730ea30d730ec30b951fa529b7528002000410064006f0062006500200050004400460020658766f8306e4f5c6210306b4f7f75283057307e305930023053306e8a2d5b9a30674f5c62103055308c305f0020005000440046002030d530a130a430eb306f3001004100630072006f0062006100740020304a30883073002000410064006f00620065002000520065006100640065007200200035002e003000204ee5964d3067958b304f30533068304c3067304d307e305930023053306e8a2d5b9a306b306f30d530a930f330c8306e57cb30818fbc307f304c5fc59808306730593002>

    /KOR <FEFFc7740020c124c815c7440020c0acc6a9d558c5ec0020ace0d488c9c80020c2dcd5d80020c778c1c4c5d00020ac00c7a50020c801d569d55c002000410064006f0062006500200050004400460020bb38c11cb97c0020c791c131d569b2c8b2e4002e0020c774b807ac8c0020c791c131b41c00200050004400460020bb38c11cb2940020004100630072006f0062006100740020bc0f002000410064006f00620065002000520065006100640065007200200035002e00300020c774c0c1c5d0c11c0020c5f40020c2180020c788c2b5b2c8b2e4002e>

    /LTH <>

    /LVI <>

    /NLD (Gebruik deze instellingen om Adobe PDF-documenten te maken die zijn geoptimaliseerd voor prepress-afdrukken van hoge kwaliteit. De gemaakte PDF-documenten kunnen worden geopend met Acrobat en Adobe Reader 5.0 en hoger.)

    /NOR <>

    /POL <>

    /PTB <>

    /RUM <>

    /RUS <>

    /SKY <>

    /SLV <>

    /SUO <>

    /SVE <>

    /TUR <>

    /UKR <>

    /ENU (Use these settings to create Adobe PDF documents best suited for high-quality prepress printing.  Created PDF documents can be opened with Acrobat and Adobe Reader 5.0 and later.)

  >>

  /Namespace [

    (Adobe)

    (Common)

    (1.0)

  ]

  /OtherNamespaces [

    <<

      /AsReaderSpreads false

      /CropImagesToFrames true

      /ErrorControl /WarnAndContinue

      /FlattenerIgnoreSpreadOverrides false

      /IncludeGuidesGrids false

      /IncludeNonPrinting false

      /IncludeSlug false

      /Namespace [

        (Adobe)

        (InDesign)

        (4.0)

      ]

      /OmitPlacedBitmaps false

      /OmitPlacedEPS false

      /OmitPlacedPDF false

      /SimulateOverprint /Legacy

    >>

    <<

      /AddBleedMarks false

      /AddColorBars false

      /AddCropMarks false

      /AddPageInfo false

      /AddRegMarks false

      /ConvertColors /ConvertToCMYK

      /DestinationProfileName ()

      /DestinationProfileSelector /DocumentCMYK

      /Downsample16BitImages true

      /FlattenerPreset <<

        /PresetSelector /MediumResolution

      >>

      /FormElements false

      /GenerateStructure false

      /IncludeBookmarks false

      /IncludeHyperlinks false

      /IncludeInteractive false

      /IncludeLayers false

      /IncludeProfiles false

      /MultimediaHandling /UseObjectSettings

      /Namespace [

        (Adobe)

        (CreativeSuite)

        (2.0)

      ]

      /PDFXOutputIntentProfileSelector /DocumentCMYK

      /PreserveEditing true

      /UntaggedCMYKHandling /LeaveUntagged

      /UntaggedRGBHandling /UseDocumentProfile

      /UseDocumentBleed false

    >>

  ]

>> setdistillerparams

<<

  /HWResolution [2400 2400]

  /PageSize [612.000 792.000]

>> setpagedevice



