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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: 

• Rate Based 
• Recurring 
• 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. 

 

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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3 The Assign Billing Plan page displays.  Click the B101 link in the Plan field. 
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4 The Billing Plan General tab displays.  Click the Billing Status field. 

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

 

 

9 The Assign Revenue Plan page displays.  Click the R101 link in the Plan field. 
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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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14 Click the Contract Status lookup icon. 

 

 

15 Click the CLOSED option. 
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16 Click the Save button. 

17 The contract is now closed. 
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