?);CARDINAH Project Accounting Job Aid

Closing a Non-Federal Customer Contract

About Closing a Non-Federal Customer Contract

A contract should only be closed after it has fulfilled the contract terms. This job aid details the steps for
closing non-federal customer contracts:

e Rate Based
e Recurring
e Amount Based

Once the contract status is set to CLOSED, it cannot be set to Active again online.

Closing a Rate Based Contract:

To close a Rate Based contract, start by setting the related revenue and billing plan to Complete.

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

@ Lines Amendments

Contract Number: 0000000107 sold To Customer: PERRY ENGINEERING COMPANY, INC,
Amendment Number: 0000000000 *Contract Status: ACTIVE @
Amend Contract Add to My Contracts
Description: |Insta|lrru1aintemrance Processing Status: Active
Contract Admin: | @, Amendment Status Complete
Region Code: Business Unit: WA Dept of Transportation
Contract Type: 0 Contract Classification: Standard
Currency Code: usD Start Date: 05/11/2011
Exchange Rate Type: CRRNT End Date:
Contract Signed: 05112011 Last Update Date/Time: 111572011 12:12:47PM
Last Update User ID: W_CONV_LOAD

¥ Other Information

} Summary of Amounts

Go To: Billing Plans Revenue Plans Milestones Renewals More -
: Save: |§f‘ Re‘turntnSearch: IEI Nntif_v: D;. Adcl lipdate/Disp —

General | Lines | Amendments

1 Navigate to the General Information page using the following path:
Main Menu > Customer Contracts > Create and Amend > General Information

2 Click the Billing Plans link.
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Favorites Main Menu > Customer Contracts > Create and Amend > General Information

Assign Billing Plan

Contract: 0000000107 Install/Maint entrance
Sold To Customer: PERRY ENGINEERING COMPAMNY, INC.

Contract Lines to be Assigned / Unassigned Customize | | * B First K1 1of1 I Last
Line Product Description Amount Price Type Plan Billing Method Status
1 MGE&SE_RLDOS_100 Install/Maint entrance Rate E101 §As Incurred In Progress

SelectAll [0 ClearAl

Bill Plan to Assign / Unassign

Billing Plan: NEXT @, Billing Plan Template: @,

Billing Method: v Bill Plan Detail Template 1D: @

Description:

| Assign | Assign selected Lines/Sequences to Billing Plan | Unassign | Unassign selected Lines/Sequences from
Billing Plan

Return to General Information

[E" Return to Search | =] Notify |

3 The Assign Billing Plan page displays. Click the B101 link in the Plan field.
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Favarites Main Menu > Customer Contracts » Create and Amend >I General Information I
R Events | History |

Contract: 0000000107 Bl Unit: 50100
Sold To Customer: 0000011860 PERRY ENGINEERING COMPANY, INC. Bill To: 0000011260 PERRY ENGINEERING COMPANY, INC.
Billing Plan: B101 As Incurred - Rate Based Currency: usD

In Progress

Description: [ Incurred - Rate Based “Billing Status:
2 curred Completed
Billing Method: (A5 Incurred -

Iransacuon Upuons

Customer Information
i : Contract Currency
Bl Unit: WA Dept of Transportation BI nenc SonEe e
etainage ns
*Bill To Customer: 0000011860 @, PERRY ENGINEERING Addr Num: 1@, =1 X X
COMPANY. INC. ltems previously held as Retainages
Bill To Contact: % E):1 © Write-off © Hold
Ade gl Tolerance Options
- . E Billing Header Mote . -

Bill Type: OTH @, Pre Approved Iternal Notee Minimum Bill Amount: [ 00
Bill Source: MGESE Q Direct Invoice Preview Summarization Template Final Bill
Summarization Template ID |VDOT_OTHER @, VDOT Other

Purchase Order: |

Billing Default Overrides

Invoice Form: LANDSCAPE (@,

Cycle ID: MONTHLY @, View Customer Defaults

Bill By ID: PC_OTHER @, MNon-Federal Project

Payment Method: -

Payment Terms: @,

Billing Inquiry: | %

Billing Specialist: @,

5] save | [Gh Return to Search | [ Notity | [Beada) (B updatermispiay

Billing Plan General | Events | History

The Billing Plan General tab displays. Click the Billing Status field.

4

5 Select Completed.
6 Click the Save button.
7

Click the General Information link at the top of the page to return to the General Information page.
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Favorites Main Menu > Customer Contracts > Create and Amend > General Information

" Lines | Amendments |

Contract Number: 0000000107 Sold To Customer: PERRY ENGINEERING COMPANY, INC.
Amendment Number: 0000000000 *Contract Status: |L°‘CT|\"E @,

| Amend Contract | | Add to My Contracts |

Description: |Instal|ﬂu'laint entrance Processing Status: Active

Contract Admin: | Amendment Status Complete

Region Code: Business Unit: VA Dept of Transportation

Contract Type: o] Contract Classification: Standard

Currency Code: USD Start Date: 05/11/2011

Exchange Rate Type: CRRNT End Date:

Contract Signed: 05M11/2011 Last Update Date/Time: 11M15/2011 12:12:47PM

» Other Information

Last Update User I1D:

V_CONV_LOAD

¥ Summary of Amounts

Revenue Plans Milestones Renewals More -

[ save | [ RetumtoSearch =] Notify |

Go To: Billing Plans

=, Add| [JF UpdateDisplay/]
Es Add | | E |

General | Lines | Amendments

8 Click the Revenue Plans link at the bottom of the page.

Favarites - Main Menu > Customervtjontracts > Create anvd Amend > General Inforrmation

Assign Revenue Plan

Contract: 0000000107
Sold To Customer:

Install/Maint entrance

PERRY ENGINEERING COMPANY, INC.

Contract Lines to be Assigned / Unassigned

First KX 1.0f1 D | ast

Line Product Description Amount _IE;':: Plan Revenue Method Status
1 MG&SE_RLDO&_100 Install/Maint entrance Rate R101 | As Incurred In Progress

[Wiselectall  [CClear Al

Revenue Plan Assign/Unassign

hext e

Revenue Method: -

e

Revenue Plan: Revenue Plan Template:

Description: |
|ﬂ| Assign selected contract lines to Revenue Plan | Unassign | Unassign selected contract lines frem Revenue Plan

Return to General Information

9 The Assign Revenue Plan page displays. Click the R101 link in the Plan field.
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Favorites : Main Menu > Customeerontracts > Create anvd Amend >|GeneraIInf0rrr|ation|

Revenue Plan

Revenue Plan

Contract: 0000000107 Business Unit:

50100 Currency: usD
Sold To Customer: 0000011860 PERRY ENGINEERING COMPANY,  GL Business Unit: 50100
INC.
Revenue Plan: R101 GL Currency: usD
Description: IAS Incurred - Rate Based *Plan Status: In Progress -
Recognition Method: As Incurred Completed
Define Events By

Add Milestone
Event Detail

Customize | Find | View 21| E
Event Event Type *Event Status Accounting Date

1 Date +  Pending + [04r02i2015 [ |EventMote | [=]

Return to Assign Revenue Plan

: Save @‘ Retumtn&earch: IEI ND‘LIf_'f D;. An:lcl L'r,:ais-‘:isr,la;.-:

10 The Revenue Plan page displays. Click the Plan Status drop down menu.
11 Select Completed.

12 Click the Save button.

13 Click the General Information link at the top of the page.
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Favorites Main Menu > Customervt:ontracts > Create anvd Amend > General Information

" Lines || Amendments

Last Update User ID:

Contract Number: 0000000107 Sold To Customer: PERRY ENGINEERING COMPANY, INC.
Amendment Number: 0000000000 *Contract Status: fcTive @,
| Amend Contract J | Add o My Contracts J
Description: |Instal|ﬂu‘| aint entrance Processing Status: Active
Contract Admin: | O@ Amendment Status Complete
Region Code: Business Unit: VA Dept of Transportation
Contract Type: (o] Contract Classification: Standard
Currency Code: UsD Start Date: 05/11/2011
Exchange Rate Type: CRRNT End Date:
Contract Signed: 05/11/2011 Last Update Date/Time: 111812011 121 2:47FM

WV_CONV_LOAD

» Other Information

¥ Summary of Amounts

Go To: Billing Plans Revenue Plans Milestones Renewals More -

5] save | [Gh ReturnioSearen | =] Notity | [Beadd| (Foupsatcmispiay)

General | Lines | Amendments

14 Click the Contract Status lookup icon.

Favarite éMainvMenu > Customer Contracts > Create and Amend > General Information
: - -

Look Up Contract Status

SetlD: 50100
Contract Status: begins with + |

| Look Up || Clear || Cancel ]E[a,sicl_ookug

Search Results
lview 100

Status Description Processing Status
; Active Active
Closed Closed
RE - SED Closed For FHWA FIRE Active
FVACCEPTED FHWA Accepted Closed
FV COMPLETED Fiscal Completed Active
WITHDRAWN | Contract Withdrawn Active

First [] 16of6 [§] Last|

15 Click the CLOSED option.
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Favorites Main Menu > Customer Contracts » Create and Amend > General Information

" Lines | Amendments |

Contract Number: 0000000107 Sold To Customer: PERRY ENGINEERING COMPANY, INC.
Amendment Humber: 0000000000 *Contract Status: |CLDSED @,
| Amend Contract | | Add to My Gontracls |

Description: |InstaIIfM aint entrance Processing Status: Closed

Contract Admin: | o& Amendment Status Complete

Region Code: Business Unit: WA Dept of Transportation

Contract Type: 0 Contract Classification: Standard

Currency Code: usD Start Date: 051142011

Exchange Rate Type: CRRNT End Date:

Contract Signed: 05/11/2011 Last Update Date/Time: 04/02/2015 2:19:25PM

Last Update User ID: DEMETTA.COLES

} Other Information

¥ Summary of Amounts

Go To: Billing Plans Revenue Plans Milestones Renewals More

|| Save '|| [ Returnto Search | =] Notify (Ebid| [El-upsateispiay]

General | Lines | Amendments

16 Click the Save button.

17 The contract is now closed.
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