?,ACARDINAL'W Project Accounting Job Aid

Billing Adjustment for Change in Participation Rate

About Billing Adjustments

In Cardinal, a billing adjustment is created when the participation rate on a rate set is changed.
You will manually calculate the difference between the amount that has been billed to FHWA
and what should have been billed (by Contract Line, Project, Activity and Appropriation
Code). This difference is the amount of the billing adjustment.

Billing adjustments update the project transaction table if all relevant ChartFields are populated.

Identify that a Billing Adjustment is needed.

When entering a contract amendment, a billing adjustment is needed if the participation rate
changes. If the former amount and the revised amount of the Percent Federal Share line on an
amendment differ, a billing adjustment needs to be processed prior to amending the contract in
Cardinal. The contract should be placed on hold until the manual billing adjustment has been
completed.

Place the Contract on Hold

1 Navigate using the following path:

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

Favgrites | Main Menu > 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.
D[ Add a New Value

Maximurm number of rows to return (up to 300): |300

Business Unit: = v 50100 @,
IContract: begins with |+ |[S111015 I
Description: begins with |«

Sold To Customer: begins with |« OJ
Customer Name: begins with |«

Contract Status: begins with |« @,
Processing Status: = e -
Contract Type: begins with |+ OJ
Contract Classification: | = w R
Region Code: begins with |+ @,
Contract Administrator:| begins with s OJ
Master Contract #: begins with |« OJ

[Jcase sensitive

Search Clear  |Basic Search [EF Save Search Criteria

Find an Existing Value | Add a Mew Value

2 Enter the contract value in the Contract field.

3 Click the Search button.
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SARDINAL Project Accounting Job Aid
Billing Adjustment for Change in Participation Rate

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

El cres ] smendments

Contract Number: 5111015 Sold To Customer: FEDERAL HIGHWAY ADMINISTRATION
Amendment Number: 0000000001 *Contract Status: [acTivE @
| Amend Contract | | Add to My Contracts |
Description: [sPR-5111015 Processing Status: Active
Contract Admin: | @ Amendment Status Complete
Region Code: Business Unit: WA Dept of Transportation
Contract Type: F Contract Classification: Standard
Currency Code: UsD Last Amended: 121512011
Exchange Rate Type: CRRNT Start Date: 07/01/2010
Contract Signed: 07/01/2010 End Date:
Last Update Date/Time: 12M5/2011 2:33:24PM
Last Update User ID: KIMBERLY WINGO

¥ Other Information
¥ Summary of Amounts

Go To: Billing Plans Revenue Plans Milestones Renewals |MOI’E v|

Return to Customer Contracts

] save | [&t Return to Search | |[=] Matify | B An:l.d| £ Li',J:]ﬁiélei',Jla;-'j

General | Lines | Amendments

4 The Contract General Information Header page is displays.

Click the Lines tab.
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Billing Adjustment for Change in Participation Rate

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

General Lines Amendments

lEEh
Contract Number: 5111015 = Sold To Customer: FEDERAL HIGHWAY ADMINISTRATION
Amendment Number: 0000000001 Contract Status: ACTIVE
Amend Contract
Customize | Find | View Al | First K1 1071 I3 (ast

General Detail Amount Detail

Line Product Description Price Type  S5tart Date End Date Status
1 FEDERAL |SPR—S111D15 Rate 07/01/2010 5 | [ Active

Go To: Billing Plans Revenue Plans Milestones Renewals | Mare v

Return to Customer Contracts

. Save | @‘ Return to Search | |[=] Notify | (Epadd| [ -UpdateDizplay/]

General | Lines | Amendments

5 Click on the Billing Plans link.
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Billing Adjustment for Change in Participation Rate

Favarites Main Menu > Customer Contracts > Create arld Amend > General Information

Assign Billing Plan

Contract: 5111015 SPR-3111015
Sold To Customer: FEDERAL HIGHWAY ADMINISTRATION

Contract Lines to be Assigned / Unassigned Customize | | View Al | B First El 4074 I3 ast
Line Product Description Amount Price Type Plan Billing Method Status
FEDERAL SPR-3111015 Rate 101  As Incurred Ready

SelectAll [0 Clear Al
Bill Plan to Assign / Unassign

Billing Plan: NEXT @, Billing Plan Template: @
Billing Method: | h | Bill Plan Detail Template ID: O\
Description: |
ASSiGN | assign selected Lines/Sequences to Billing Plan | Unassign | Unassign selected Lines/Sequences from
Billing Plan

Return to General Information

[Eh Returnto Search | [=] Motify |

6 Select the assigned Bill Plan and click on the link to the Bill Plan page.

Note: For each contract line you will have a billing plan be sure to select the correct one according to
the line number.
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Billing Adjustment for Change in Participation Rate

Favorites Main Menu > Customeerontracts > Create anvd Amend > General Information

Billing Plan General Events Histary

2 New Window

Contract: 5111015 Bl Unit: 50100

sold To Customer: 0000055002 FEDERAL HIGHWAY ADMINISTRATION  Bill To: 0000055002 FEDERAL HIGHWAY ADMINISTRATION
Billing Plan: B101 As Incurred - Rate Based Currency: usD

Description: IAs Incurred - Rate Based *Billing Status:

Billing Method: A5 Incurred Holdg2/0712013

Customer Information Transaction upuons
i : Contract Currency
BI Unit: VA Dept of Transportation BI rrenc i ! uIrency
etainage Options
*Bill To Customer: 0000055002 @, FEDERAL HIGHWAY Addr Num: 1@, = .
a ADMINISTRATION ltems previously held as Retainages
Bill To Contact: Osil O write-off ® Hold
e —————
Bill Type: FED @, [ ere Approved Billing Header Note o )

. yp . PR . Internal MNotes Minimum Bill Amount: 0.00
Bill Source: FED @, Direct Invoice Preview Summarization Template ClFinal Bl
Summarization Template ID  |VDOT_FHWA @, VDOT FHWA
Purchase Order: |
Billing Default Overrides
Invoice Form: LANDSCAPE (@,

Cycle ID: FEDERAL @ View Customer Defaults

Bill By IDx PC_FEDERAL@, Project Federal

Payment Method: V|

Payment Terms: OQ

Billing Inquiry: [ @,

Billing Specialist: @,

Return to Assign Billing Plan

. Save | |§f‘ Return to Search | 2] Motify | Eeotd.| [ Update/Dizplay,|

Billing Plan General | Events | History

7
8

The Bill Plan General tab displays.

Select the check box under the Billing Status list box. The date that you select this box displays to
the right-hand side of the check box.

Click Save. New BIL lines will not be created until the Hold has been removed.

Note: To remove the Hold deselect this box and click Save, the date will be removed and the bill plan
will no longer be on hold.
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Billing Adjustment for Change in Participation Rate

Determine the amount previously billed

Favnvrites Mainvl‘u'lenu » Reporting Tools » Query > Query Viewer

Query Viewer

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

*Search By: | Query Mame ~ | beqins with V_BI_ADJUST_LTD_DATA

Search | Advanced Search

Search Results

*Folder View: |—AII Folders — v

Customize | Find | View A1) B 3 Firet B 404 T Last

Runto Runto Runto Add to

Query Name Description Owner Folder HTML Excel XML Schedule Favorites
V_BI_ADJUST_LTD_DATA EXP and BIL Data for Bill Adj Private HTML Excel XML Schedule |Favorite

10 Determine the amount of expenditures that have been billed for this contract line by
contract/project/activity/transaction identifier. Navigate using the following path:

Main Menu > Reporting Tools > Query > Query Viewer and entering the query name.
11 Enter the Query Name in the begins with field. For this query use V_BI_ADJUST_LTD_DATA

12 Click the Search button.
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Billing Adjustment for Change in Participation Rate

Calculate the net difference to be billed.

13

Compute the net difference between the amount previously billed and the amount that should have
been billed.

Contract | Project Activity | Source | Original Total Original | New Part. New Net
Type Part. Rate Expenditures | Total Rate Total Difference
Billed Billed
000S218 | 0000065499 | 631 L220 80% 15,000 12,000 | 90% 13,500 | 1,500
000S218 | 0000065499 | 632 L220 80% 25,000 20,000 | 90% 22,500 | 2,500
000S218 | 0000065499 | 634 L220 80% 50,000 40,000 | 90% 45,000 | 5,000
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Project Accounting Job Aid

Billing Adjustment for Change in Participation Rate

Create an online bill for the net difference amount.

Navigate using the following path:

Main Menu > Billing > Maintain Bills > Standard Billing

Fa\.fovrites : MainYMenu » Biing > Maintain Bils » Standard Biling

Bill Entry

Find an Existing Value

Business Unit:  |50100 @,
Invoice: [NEXT
Bill Type Identifier: FED |2,
Bill Source: |FED 4
Customer: |ooo0055002] A |
Invoice Date: | [
Accounting Date: [ |5

Add

Find an Existing Value | Add a New Value

14 Click the Add a New Value
15 In the Bill Type Identifier enter FED
16 In the Bill Source enter FED

17 In the Customer Number enter 0000055002.

18 Click the Add button.

Page 8 of 19

Rev 02/16/15



|?ACARDINAI."

Project Accounting Job Aid

Billing Adjustment for Change in Participation Rate

Header - Info 1 Line - Info 1

Favorites | Main Menu > Biling > Maintain Bils > Standard Biling
- : - - >

0 New Window

Unit: 50100 Invoice: NEXT

Status: MEW @,
*Type: FED @,
*Customer: 0000055002 @,

FEDERAL HIGHWAY ADMINISTRATION

*Invoice Form: IWQ
Accounting Date: [ &
Remit To: REMT &
Sales: GOVT @,
Credit: [crREDIT &
Biller: I

Goto: Header Info 2
MNotes Express Entry
Summary Bill Search

5] save | [=] Notify | |22 Refresh |

Header - Info 1| Line - Info 1

Invoice Date:
Source:

SubCust1:

From Date:
Pay Terms:

Bank Account:

Bill Inquiry Phone:

Collector:
Billing Authority:

Address

Line Search

Pretax Amt:

B
E—
L ]

Ei
Ne &
poor e
[ e
oz &
[ e

Copy Address

0.00 UsSD

Cycle ID:
*Frequency:

SubCust2:

To Date:
Pay Method:

v B

Navigation: |Header

- Info 1

[Eh Add | |57 UpdateDisplay |

19 The Header — Info 1 tab data defaults in based on the bill source, bill type and customer number.

Click on the Line- Info 1 tab.
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ﬁCARDINAf Project Accounting Job Aid

Billing Adjustment for Change in Participation Rate

Favorites : Main Menu > Biling : Maintain Bils : Standard Biling
- : - v -

Header - Info 1 'mﬂa.

Unit: 50100 Bill To: 0000055002 Pretax Amt: 1,500.00 USD
Invoice: FED000344 FEDERAL HIGHWAY E &  max Rows: 100 F =

ADMINISTRATION
Find | View Al First K 1071 I3 Last

Seq: 1 Line: I Net Extended: 1.500.00

Table: @, ||demmen |Billing Adjustment] Ql Description: Billing Adjustment L220@90% |
Quantity: | 1.000q From Date: il

Unit of Measure: EA Q To Date: E‘j

Unit Price: 1,500.000 Line Type: REV @,V Accumulate

Gross Extended: | 1,500.00 Tax Code: @, T Tax Exempt

i . Exempt Cert: | Q

Less Discount: 0.00

Plus Surcharge: 0.00

Net Extended: 1,500.00

VAT Amount: 0.00

Tax Amount: 0.00

Net Plus Tax: 1,500.00

Goto: Line Info 2 Tax Accounting Discount/Surcharge
Notes Express Entry
Summary Bill Search Line Search Navigation: Line - Info 1 Bl | Prev Next

[=] Notify | |22 Refresn | [Eh Add | | 5] UpdateDisplay |

Header - Info 1| Line - Info 1

20 Enter Identifier — Billing Adjustment

21 Enter the Description — Billing Adjustment L220@90%
22 Enter the Quantity

23 Enter the Unit of Measure

24 Enter the Unit Price (Amount to be Billed)

25 Click the Save button.

26 Click the + button to enter an additional line (if necessary).
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ﬁCARDINAf Project Accounting Job Aid

Billing Adjustment for Change in Participation Rate

Favaorites Main Menu > Biing > Maintain Bils : Standard Biling

Header - Info 1 'mﬂa.

AN

Unit: 50100 Bill To: 0000055002 Pretax Amt: 4,000.00 USD
Invoice: FED000341 FEDERAL HIGHWAY = E  max Rows: 100 3 =

ADMINISTRATION
Find | View All First Kl 2 072 I (st

Seq: 2 Line: I PP

Table: @, |dentifier: [BILLING ADJUSTMENT @, IDeSCnEtio“: Billing Aadjustment L220@90% I
Quantity: 1.0000 From Date: il

Unit of Measure: EA Q To Date: El

Unit Price: 2,500.0000 Line Type: REV @, ¥ Accumulate

Gross Extended: 2,500.00 Tax Code: @ I” Tax Exempt

. Exempt Cert: | Q

Less Discount: 0.00

Plus Surcharge: 0.00

Net Extended: 2,500.00

VAT Amount: 0.00

Tax Amount: 0.00

Net Plus Tax: 2 500.00

Goto: Line Info 2 Tax Accounting Discount’Surcharge
Notes Express Entry
Summary Bill Search Line Search Navigation: | Line -Info 1 Bl [ Prev Mext

2] Notify | |g* Refresh | [Eh Agd | | 5] Updatemispiay |

Header - Info 1 | Line - Info 1

27 Enter Identifier — Billing Adjustment

28 Enter the Description — Billing Adjustment L220@90%
29 Enter the Quantity

30 Enter the Unit of Measure

31 Enter the Unit Price (Amount to be Billed)

32 Click the Save button.

33 Click the + button to enter an additional line (if necessary).
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Billing Adjustment for Change in Participation Rate

;Favo_rites Mainylenu > B@g > Mainta"n Bils > Standard Biling

| ' Header - Info 1 'Iﬂiﬁ.

Unit: 50100 Bill To: 0000055002 Pretax Amt: 29,000.00 ’ usD =
Invoice: FED000343 FEDERAL HIGHWAY E &  max Rows: 100 [ =
ADMINISTRATION
Bill Line Find | View All mn:ial?.u Last
=
Seq: 3 Line: . 2500000
Table: [T&y | \dentifier: [BILLING ADJUSTMENT @, w Billing Adjustment L220@90% |
Quantity: 5.0000 From Date: e
Unit of Measure: [EA @ To Date: B
Uniit Price: 5,000.0000 Line Type: REV Q@ Accumulate
Groas iented: 25,000.00 Tax ot @, [[JTax Exempt
. Exempt Cert: Q
Less Discount: 0.00 ”
Plus Surcharge: 0.00
Net Extended: 25,000.00
VAT Amount: 0.00
Tax Amount: 0.00
Net Plus Tax: 25,000.00
Goto: Line Info 2 Tax Accounting Discount/Surcharge
Notes Express Entry Page Series
Summary Bill Search Line Search Navigation: Line - Info 1 v | Prev Next
[5) save =] Notify = &% Refresh [+ Add | Update/Display

Header - Info 1 | Line - Info 1

34 Enter Identifier — Billing Adjustment

35 Enter the Description — Billing Adjustment L220@90%
36 Enter the Quantity

37 Enter the Unit of Measure

38 Enter the Unit Price (Amount to be Billed)

39 Click the Save button.

40 Click the + button to enter an additional line (if necessary).

41 Click the Accounting hyperlink when all lines are entered.
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Header - Info 1

Bl Creates GL Acct Entries
Bill Line Distribution - Revenue

Favorites : Main Menu > Biling > Maintain Bils > Standard Biling
- i - - -

Line-Info 1 Acctg - Rev Distribution

Unit: 50100 Bill To: 0000055002 Pretax Amt: 29,000.00 USD BE]
Invoice: FED000343 FEDERAL HIGHWAY E & maxRows: 100 [F =
ADMINISTRATION
Bill Line Find | View Al @nzofzu Last
Seq: 3 Line: Net Extended: 25,000.00
Identifier: BILLING ADJUSTMENT Description: Billing Adjustment L220@90%

First K 4 or 4 I Last

3
E

Customize | Find | View A1 | H | 7

Reference Information
Code Account Fund Program Department Cost Center Task FIPS Project Percentac
_—
[+] [=§FEsDFEAD @, | [4020205 @, ([o4010@, | @, ([o2999 @ | @, | @, @, @ 100
4 m ] 3
Percent 100.00 Amount; 2500000 Gross Extended: 25,000.00
Go to: Line Info 2 Tax Accounting Discount/Surcharge
Notes Express Eniy
Summary Bill Search Line Search Navigation: Acctg - Rev Distribution v | Prev INest
[F) save | |[=] Notify | |3 Refresh | [Es Add | | 7] Update/Display |

Header - Info 1 | Line - Info 1 | Acctg - Rev Distribution

42 In the Bill Line Distribution — Revenue section, enter the Federal Distribution Code (FEAIDFEAID)
in the Code field for adjustments using regular appropriation codes.

If the billing adjustment is related to ARRA billing, enter the appropriate ARRA Distribution Code (i.e.:
ARRASARR18). The accounting information defaults on the line.
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Billing Adjustment for Change in Participation Rate

Main Menu > Biling > Maintain Bils > Standard Biling
- - -

Favorites

T il R B - R B Accig - Rev Distribution

Unit: 50100 Bill To: 0000055002 Pretax Amt: 29,000.00 USD
Invoice: FEDOOO243 FEDERAL HIGHWAY = & max Rows: 100 F =

ADMINISTRATION
Find | View A1l First Kl 3073 I Last

Seq: 3 Line: Net Extended: 25,000.00
Identifier: BILLING ADJUSTMENT Description: Billing Adjustment L220@90%

Bl Creates GL AcctEntries
Bill Line Distribution - Revenue Customize | Find | View All| El |
" Reference Information

Code Account Fund Program Department Cost Center Task FIPS Project Percentag
=l @, (4020205 @ [o4010@, | @, (99999 @, | @ @, QI |0000003439§ [ 100

< | 1 ] 3
Percent: 100.00 Amount: 2500000 Gross Extended: 25,000.00

Go to: Line Info 2 Tax Accounting Discount/Surcharge
Notes Express Eniry
Summary Bill Search Ling Search Navigation: Acctg - Rev Distribution v | Prev Next

[Ek Add| | 5] updateisplay |

II Save I [=] oty | [ Refresh |

Header - Info 1| Line - Info 1 | Acctg - Rev Distribution

43 Enter the Project Number in the Project field.
44 Repeat Steps 42 and 43 for each bill line.

45 Click the Save button.
Note that when you click Save, the Code field is now blank.
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Billing Adjustment for Change in Participation Rate

Favorites - Main Menu » Biling > Maintain Bils > Standard Biling
- - - v

( Header-Info 1 | Line-Info1 |etEzCianE il

Acctg - AR Offset
Acctg - Deferred Rev Dist
Acctg - InterUnit Payables

Unit:
Invoice:

50100
FEDDD0O343

Bill To: 0000055002

ADMINISTRATION

Seq: 3 Line:

Identifier:

Bl Creates GL Acct Entries
Bill Line Distribution - Revenue

PYEEO i (v B | Reference Information |

FEDERAL HIGHWAY

Net Extended:
BILLING ADJUSTMENT Description:

Acctg - Rev Distribution
Acctg - Statistical Info
Acctg - Unbilled AR
Acctg- InterUnit Expliny
Address Info

Courtesy Copy Addr
Disc/Surcharge
Disc/Surcharge Distribution
Disc/Surcharge Deferred
Header - AR Distribution
Header - Infa 1

Header - Info 2

Header - Misc Info
Header - Note

Header - Order Info

Pretax Amt:

= & Max Rov

25,000.
Billing A

m

First £ 1of 1

Header - Project Info

[ save | =] notity | | Refresn |

Header - Info 1| Line - Info 1 | Acctg - Rev Distribution

Code Account Fund Program Department Cost Cen| Header - Senice Info pject Percentac
Line - Infa 1 ———
= @, [s020205 @ [o4010Q, | @, (99298 (@, | Line - Info 2 )000034893, 100
4 fr Line - Misc Info b
Line - Note
Line - Order Info
Percent: 100.00 Amount: 25,000.00 Gross Extended:
) Line - Taxinfo
Goto: Line Info 2 Tax Accounting Ling - VAT Info L
Notes Express Entry Line - Worksheet Data -
Summary Bill Search Line Search Acctg - Rev Distribution v| | Prev Mext

INa\rigation: I

[Eh Add| | 7] Upoatemispiay |

46 From the Navigation drop down list.

47 Select the Line-Project Info tab.
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Billing Adjustment for Change in Participation Rate

Favorites Main Menu > Biing > Maintain Bils > Standard Biling

Header - Info 1 Line - Info 1 Line - Proj Info

Unit: 50100 Bill To: 0000055002 Pretax Amt: 29,000.00 USD
Invoice: FED000343 FEDERAL HIGHWAY = & maxRows: 100 F =
ADMINISTRATION
Bill Line Find | View All First - 1 of 3 I Last
Seq: 1 Line: I:I Net Extended: 1,500.00 =
Table: 2, |dentifier: [BILLING ADJUSTMENT ~ |@,  pescription: [Billing Adjustment L220@90%
Start Date: B ﬁum‘m 0 Project Chartfields
Zonastioin
: il , B101 *
End Date: EJ fgilling Plan ID: | bC Bus Unit Botoo @
Activity Type: | BP Line: | Project: 0000003489 @,
ID: | Contracts Business Unit: 0100 A ctivity: 621 Q@
PPDAddSeq: Contract: 9644087 @, | Jsource Type: L220 @,
Occurrence: | Progress Payment Seq: | Category: | -,
Subcategory: @,

System Source:

Goto: Line Info 2 Tax Accounting Discount/Surcharge

Notes Express Entry
Summary Bill Search Ling Search Navigation: Line - Project Info v | Prev Next

[5) save | | notify | & Refresh | [k Add | | 7] Update/Display

Header - Info 1 | Line - Info 1 | Line - Proj Info

48 In the Bill Line section of the page:
a. Enter the Contract fields:
i. Billing Plan ID
i. Contracts Business Unit
iii. Contract.
b. Enter the Project Chartfields:
i. PC Bus Unit
i. Project
iii. Activity
iv. Source Type
49 Click the Save button.
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e U S, -SSR s SN S Ot O~~~ B EPP
Favorites | Main Menu : Biling > Maintain Bils > Standard Biling Acctg - AR Offset -
T ' T - - Acctg - Deferred Rev Dist |
Acctg - InterUnit Payables
Header - Info 1 Line - Info 1 Line - Proj Info Acctg - Rev Distribution
Acctg - Statistical Info
Unit: 50100 Bill To: 0000055002 Pretax Amt: Acctg - Unbilled AR
Invoice: FEDD00243 FEDERAL HIGHWAY E‘ E‘ Max RwAcctgflnterUmt Expllnv
Address Info
ADMINISTRATION
Courtesy Copy Addr
N, O /5rcharge
Disc/Surcharge Distribution =
Seq: 1 Line: E Net Extended: Disc/Surcharge Deferred HE
Table: @, |entifier: [BILLING ADJUSTMENT @, pescription: Header - AR Distributon
’ ’ ’ Header - Info 1
Header - Info 2
Start Date: el Transaction ID: Header - Misc Info ProjectInt
Header - Mote Project Info
End Date: El gilling Plan ID: B101 Header - Order Info oo @
Activity Type: BP Line: Header - Praject Info 0000003489 @,
Header - Service Info
ID: Contracts Business Unit: % 621 Q@
PPDAddSeq: Contract: 9644087 T L220 @
Occurrence: Progress Payment Seq: Line - Mote @
Line - Order Info @,
System Source: Line - Project Info
Line - Service Info
) . X Line - Tax info
Go to: Line Info 2 Tax Accounting Line - VAT Infa L
Motes Express Entry Line - Worksheet Data -

Summary Bill Search Line Search I Navigation:l Line - Project Info v | Prev Next

[5) save | = notity | |£ Refresh | b Add| | 5] Update/isplay |

Header - Info 1 | Line - Info 1 | Line - Proj Info

50 Click the Navigation drop down menu button.
51 Select Line Info - 2.
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Billing Adjustment for Change in Participation Rate

Favorites Main Menu > BiIIivng b Maint::lvin Bils > Standard Biling

|
Header - Info 1 Il=ine—lnf01 Line - Info 2

Unit: 50100 Bill To: 0000055002 Pretax Amt: 2900000 USD
Invoice: FED000343 FEDERAL HIGHWAY E E  maxRows: 100 F =

ADMINISTRATION

Find | View All First L4 10f3 LA | ast

#H[=]
Seq: 1 Line: \:\ Net Extended: 1,500.00
Table: 2 |dentifier: [BILLING ADJUSTMENT @, Description: [Billing Adjustment L220@9t
Purchase Order: | T System Source:
Contract No: | OQ Entry Type: OQ
Contract Date: E‘j Type: Entry Reason: Q

SubCustomer 1: \:\ Entry Event: @,
SubCustomer 2: \:\ Revenue Recognition Basis:

Use Effective Dated Price on Recurring Bills [Invoice Date -]
AR Level: Header is AR Open Item AR Option: Use Line for Distribution GL Level: Bl Creates GL Acct Entries
Goto: Line Info 2 Tax Accounting Discount/Surcharge
Notes Express Entry
Summary Bill Search Line Search Navigation: Line - Info 2 v | Prev Next
5] save | [=] Notity | & Refresh [k Add| | 7] UpdateiDispiay |

Header - Info 1 | Line - Info 1 | Line - Info 2

52 Enter the contract line number in the Line field. In most cases the contract line number will be 1,
however, verify this in case the line number is different on the actual contract.

53 Click Header - Info 1 tab.
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Billing Adjustment for Change in Participation Rate

Favorites i Main Menu > Biing > Maintain Bils > Standard Biling

Header - Info 1 Line - Info 1

FEDERAL HIGHWAY ADMINISTRATION

*Invoice Form:

=] Notify | |&2 Refresh

Header - Info 1 | Line - Info 1

Unit: 50100 Invoice: FEDO00343
L_Siaus: oy }

*Type: |FED QJ

*Customer: 0000055002 QJ

STANDARD @,

Accounting Date: E
Remit To: REMIT

Sales: GovT u
Credit: CREDIT @,
Biller: @,
Goto: Header Info 2

Notes Exprass Entry

Summary Bill Search

Invoice Date:
Source:

SubCust1:

From Date:

Pay Terms:

Bank Account:
Bill Ingquiry Phone;
Collector:

Billing Authority:

Address

Line Search

Pretax Amt:

29,000.00 USD

EH  cyclemn:
FED @, *Frequency:

SubCust2:

£ To Date:

MNET30 @, pay Method:

vDoT a,
OJ
oz &
QJ

Copy Address

Navigation: Header - Info 1

]
DALY @,
Once - @
B
Check -
Page Series
M Prev Mext
=k Add| || Update/Display |

54 Change the Status from NEW to RDY.

55 Click the Save button.

NOTE: The contract Bill Plan Hold can be removed a day after the Billing Adjustment has been
finalized (Invoice Status is INV)

Page 19 of 19

Rev 02/16/15



	About Billing Adjustments
	Identify that a Billing Adjustment is needed.
	Place the Contract on Hold
	Determine the amount previously billed
	Calculate the net difference to be billed.
	Create an online bill for the net difference amount.


<<

  /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



