?,-&CARD'NAN Project Accounting Job Aid

Creating Non-Federal Rate Based Contracts

About Creating Non-Federal Rate Based Contracts

Rate-based contracts use rate-based contract lines, which are transaction-based contract lines
set up with one or more project / activity combinations attached to them. Project Costing
receives transactional information relating to the costs as they are incurred against the
project/activity combinations. Project Costing prices the transactions based on the rate plan or
rate set attached to the contract line. Customer Contracts picks up the Project Costing billable
transactions and sends them to Billing.

The revenue and unbilled AR accounting distributions for rate based contract lines are stored in
the accounting rules. In order to create a rate based contract, you must first create a rate based
product. Once the product has been created and associated with the correct revenue/bill plan
template, it can be used over and over again on any rate-based contract line. When creating a
rate-based non-Federal contract the following steps must be followed: create the contract
header, create the contract line(s), establish contract line limits (if required), associate project
and activities to the correct contract line, associate prepaids (if required) and contract activation.

See the job aid entitled Helpful Hints for Non-Federal Customer Contracts for required
configuration. You will need to determine which items need to be configured, if any, before
creating the contract.
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To Create a Rate Based Product:

1 At this point you need to validate that a rate based product has been created for the category that will
be used for billing. Navigate using the following path:

Main Menu > Products > Identify Product Details > Definition

Fa*.fqrr'rtes MainvMenu » Products > Identify Product Details > Definition
Product Definition

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

Maxirmum nurmber of rows to return (up to 300): |300
SetiD: = v |STATE @,

I Product ID: begins with m
Description: begins with Ii

Product Use: |= v| | v|
Model Humber: begins with | |

Catalog Humber: Regins with | |

Tax Product Humber:| begins with v|

Product Kit F
Effective Status: | = v| | v|

Item 1D: begins with | @,

[l case Sensitive

. Search | Clear BasicSearch [ Save Search Criteria
INu matching values were found. |

Find an Existing Value | Add a MNew Value

2 Onthe Find an Existing Value tab, enter the Product ID in the Product ID field.
3 Click the Search button.
If the Product is not found, then you must create one. Go to step 4.

If the Product does exist, go to Creating a Non-Federal Rate Based Contract section of this job aid
on page 29.
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Favorites Main Menu > Products » Identify Product Details » Definition

Product Definition

Eind an Existing Value GG L E T

SetlD: 50100 @,
Product ID:|PROJE_PRO01_33.33) @

Add

Find an Existing Value | Add a New Value

4 Click on the Add a New Value tab.
5 Enter the SetID — 50100.
6 Enter the Product ID.

The Product ID is created by using the distribution code+ the participation rate and add underscores
in between. For example, if your distribution code is PROJEPROO01 and the participation rate is
33.33, then the Product ID would be PROJE_PRO01_33.33.

7 Click the Add button.
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Favorites | Main Menu > Products > Identify Product Detais > Definttion

— |Contran:150gti0ns I

SetiD: 50100  Product ID: PROJE_PRO01_33.22
*Product Use: Contracts Only b
Product Kit
~Description: [Proje - CON - CCT - Bristal
Long Description: i
Catalog Number: |
Model Number: | *Status: |Adive v|
Product Brand: | Q} Product Category: Q
*Physical Nature: | Goods v| Where Performed: | v
View Product Image VAT Default VAT Senvice Treatment Setup
5] save | =] notify | Es ade | | 7] Update/Dispiay |
Definiion | Contracts Options
8 The Product Use field defaults to Contracts Only. Do not change it.
9 Enter the Description which should be the same as the distribution code.
10 The Physical Nature fields default to Goods. Do not change it.
11 Click on the Contracts Options tab.
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Favarites Main Menu > Products >| Identify Product Deuilsl = Definfion

Definition Contracts Options

SetlD: 50100  ProductID: PROJE_PRO01_33.33  Proje- CON-CCT - Bristol
*Price Type: | Rate =
*Recognition Method: Lﬂ\s Incurred + | Revenue Plan: RATE @,
[ Third Party Flag Billing Plan: RATE @,
[JRenewable Bill Plan Detail Template ID: PROJE_CCT &,
Renewal Plan: @,
Percentage:

(% of Total Contract Amount
O % of Contract Lines

=] Notify | E} Add | [ 5] updateDispiay |

Definition | Contracts Options

12
13
14
15

16
17
18

For the Price Type select Rate.
For the Recognition Method select As Incurred.
In the Templates section, select the RATE option for both the Billing Plan and Revenue Plan.

Select the appropriate Bill Plan Detail Template ID (example PROJE_CCT is Non-Federal Project —
CCT). This defaults some of the billing information on the contract such as Bill Source, Bill
Identifier and Bill Cycle Identifier on the invoice.

Click the Save button.
Click the Identify Product Details in the menu path at the top of the page.
Select the Attributes by UOM menu option.
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Favorites Main Menu > Prodgcts > Identify Provduct Details » Attributes by UOM
Attributes by UOM

SetlD: 50100 Product ID: PROJE_PRO01_33.33 Proje - CON - CCT - Bristol

Standard Unit of Measure:

Al First K qor1 O Last
10f1 0 Last ==

*UOM  Default  Minimum Order Maximum Increment  Pricing Option  Pricing UOM Price cystomize | View Al B First
Quantity Order Quantity

’_Qa D | | | Pl ves v| Minimum Selling Price *Currency

| [ & EE

| [Eh Return to Search | [ Notify |

19 Click the Save button.
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Favorites = Main Menu > Products > |Identify Product Detals | Attributes by UOM

Attributes by UOM

[5 Dpefinition

SetiD: 50100  ProductiD:  [5] Attributes by UOM ~CT - Bristol
=] Assign List Price

Standard Unit of Measure: |= Assion Product Group |

Find | View All First Kl 10f1 I Last

*UOM  Default  Minimum Order Maximum Increment  Pricing Option  Pricing UOM Pricecystomize | View A1l B Fist £ 1 0r1 I Last =
Quantity Order Quantity Minimum Selling Price *Currency
@ 0 | | | v | Yes v|
| | @ &=

[E] save | |G Returnto Search | =] Notify |

20 Click the Identify Product Details from the menu bar at top of the page.
21 Click the Assign Product Group option.

Page 7 of 40 Rev 05/7/2015



KCARD'NA“ Project Accounting Job Aid

Creating Non-Federal Rate Based Contracts

Favorites | Main Menu > Products » Identify Product Details : Assign Product Group
- - - > -

Assign Product Group

SetlD: 50100  Product ID: PROJE_PRO0O1_33.33 Proje - COM - CCT - Bristal

Customize | Find | View A0 | B | B Frst B 4 or 1 T Last
Primary Primary Pricing
Report Group

i| Contract vlliRTE_CONCCTQJ _'?Sf STEEL LIRS AN d i | =

*Group Type *Product Group Descr

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

22 In the Group Type field select Contract.

23 In the Product Group field select the appropriate option. This field determines which Product Group
the product is found when searching.

24 Click the Save button.

Page 8 of 40 Rev 05/7/2015



?—ACARD'NA“ Project Accounting Job Aid

Creating Non-Federal Rate Based Contracts

To Create Product Rate Default:
1 Navigate using the following path:

Main Menu > Set Up Financials/Supply Chain > Product Related > Contracts > Contracts
Product Options > Product Rate Defaults

FavuvritesﬁMainvMenu + Set Up Financials/Supply Chain > Product Related » Contracts » Contracts Product Options » Product Rate Defaults

Product Rate Defaults

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

[ Find an Existing Value

Waximum pumber of rows fo return (up to 3001 [300

SetlD: =B 50100 @
Product: begins with ¥||PROJEPRO0133.33

Description: beqgins withj|

Effective Status:|= = =]

I” correct History [ Case Sensitive

Search Clear |Basic Search [ Save Search Criteria

2 Enter the Set ID - 50100

3 Enter the Product you created. For this scenario, PROJEPRO0133.33.
4 Click the Search button.

Page 9 of 40 Rev 05/7/2015



KCARD'NA“ Project Accounting Job Aid
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FavgiteséMainvMenu > SetUp FinanciallsfSuppry Chain > Producthelated s Cuntvracts > ContractsPrgductDptions > Product Rate Defaults

Product Rate Defaults

SetiD: 50100

Product ID: PROJE_PRO01_100 Description:  Proje - CON - CCT - Bristol

01011901

PC Business Unit Rate Selection Rate Set

Effective Date Options

Find | View Al First K 1071 I Last
[#][=]

customize | View Al B Fist T orq I Last

Effective Date

50100 @, | |Rate set Fl |ProJEPROO1323Y @)  |[#] [

(5" Return to Search | 4] Previous inList | [+ MextinLlist| [/ UpdateDisplay| |77 Comrect History |

5 The Product Rate Defaults page displays. Verify and/or enter the following:

a. Effective Date — 01/01/1901

b. PC Business Unit — 50100

c. Rate Selection — Rate Set

d. Rate Set — verify it is the one you created. For this scenario PROJEPRO0133.33.
6 Click the Save button.
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To Create Source Type:
1 Navigate using the following path:

Main Menu > Set Up Financials/Supply Chain > Product Related > Project Costing >
Transaction Options > Source Types

Fa\.rnvr'rtesiMainvMenu > SetUp FinanciavlstuppryChain b Pmducthelated > Pruject_l:usting b Tmnsactiuvn Options > Source Types

Source Types

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

" Find an Existinc - Add a New Value

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

SetlD: |= 'I 50100 5
SourceType:Ibegins with 'I PROJE] .

™ Include History

I Search Clear |Basic Search [@F Save Search Criteria

Find an Existing Value | Add a New Value

Enter the SetID — 50100.

Enter the entry type in Source Type field. For this scenario it is PROJE
Click the Search button.

a b WO DN

If the Source Type does not exist, go to step 6.

If it does exist, go to the Creating a Non-Federal Rate Based Contract section of this job aid on
page 29.
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Favorites Main Menu > Set Up Financials/Supply Chain > Product Related > Project Costing > Transaction Options > Source Types

Source Types

Find an Existing Value Ldd 2

SetiD: 50100 ‘@,
Source Type: PROJE @,

Add

Find an Existing Value | Add a New Valug

Click the Add a New Value tab.
Enter the SetID — 50100.

Enter the entry type in Source Type field. For this scenario it is PROJE.
Click the Add button.

© o0 N o
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Favorites Main Menu > Set Up Financials/Supply Chain > Product Relited » Project Costing »  Transaction Options > Source Types

Source Types

SetiD: 50100 Source Type: PROJE

Find | View Al First EJ 40f 4 I (ast

- = +|[=
*Effective Date: 11011901 Fstatys: I-"‘Ct"*JE :l HE=

*Description: Mon-Fed Proj Participation

= save || [ Retumto Search | =] Notify [ Add /] UpdateDisplay| | 5] include History

10 The Source Type page displays. Enter the following values

a. Effective Date - 01/01/1901

b. Status - select Active

c. Description - Provide an accurate/appropriate description
11 Click the Save button.
12 Next create the Category.
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To Create Category:

Favorites | Main Menu » Set Up Financials/Supply Chain  » Product Related 3 Project Costing >ﬁransaction [-}ptions 5| Source Types
- - - - - b -

5] Analysis Types

Source Types ) Analysis Groups
SetiD: 50100 Source Type: PROJE [j Source Types
=| Source Groups
EE——— Find |
- SubCategories
*Effective Date: 010111901 *gtatys: IActwe :I' E :
D Relate Source Type/Category
*Description: INon-Fed Proj Participation &) Refate Category/SubCategory
5] Transaction Identifiers
[3) Save | [ Retumto Search | <] Notfy [5 Add | | UpdatelDisplay | | & Inciude History |

1 From the Source Types page, click the Transactions Options link on the menu bar at the top of the
page.

2 Click the Categories option from the list of options that display.
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Fa\.ravrites Main‘[denu > SetUp FinanciavlstupptyChain b Pruducthelated > PrujectvCDsting b Tmnsactinvn Options > Categories

Categories

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

) Add a New Value

Maximum number of rows;g refurn (up to 300} 300
setin:  |= 7] | 50100 =
Categow:lbeginswith LI]F'RGD‘H @&,

™ Include History

Search | Clear |BasicSearch [5F Save Search Criteria

Find an Existing Value | Add a New Value

On the Find an Existing Value tab, Enter the SetlD — 50100.
In the Category field, enter the category. For this scenario, PRO01.
Click the Search button.

o g A~ W

If the Category does not exist, go to step 7.

If the Category does exist, go to the Creating a Non-Federal Rate Based Contract section of this
job aid on page 29.
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Favc;riteséMainyenu » Set Up Financials/Supply Chain > Product Reflsted > Project Costing » Transaction Options » Categories

Categories

Find an Existing Value GG EREAETS

SetlD: 50100 (@
Category: PRO01| @

Find an Existing Value | Add a New Value

7 Click the Add a New Value tab

8 Enter the SetID — 50100.

9 In the Category field, enter PRO01.
10 Click the Add button.
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Categories

SetiD: 50100 Category: FPROO1

“Effective Date:

011011901 | *statys:

I.”\Cti\a'e 'I

*Description:

|Proje - CON - CCT - Bristol

5] save |Gt Returnto Search | |[Z] Notify

Favorites Main Menu > SetUp Financials/Supply Chain > Product Related > Project Costing :  Transaction Options » Categories

Find | View Al First &) 40f1 1 Last

(=]

[h Add | | /3] Update/Display | | & include History |

11 The Categories page displays. Enter the following information:

a. Effective Date -

b. Status - Active

01/01/1901

c. Description - Enter an appropriate description

12 Click the Save button.
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To Create Rate Set:

1 The user will need to validate that a rate set has been has been created for the source type and
category that will be used for billing. Navigate using the following path:

Main Menu > Set Up Finanacials/Supply Chain > Product Related > Project Costing > Pricing
Structure > Rate Sets

Favcg'rtes MainvMenu > Set Up Financia‘_ls,fSum:uhr Chain > Producthelated b Projectansting > Pricing S‘i_:ructure > Rate Sets
Rate Sets
Enter any information you have and click Search. Leave fields blank for a list of all values.

.Jll d an Existing Va - Add a New Value

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

Business Unit: = v [Eo1o00 @,

Rate Set: | begins with | M|[PROJEPRO013333 | @,

Rate Set Type: | = v| | ~

Contract: beains with |+ || @,
Contract Line Num:| = v | @

Jinclude History []Correct History [] Case Sensitive

| Search Clear |Basic Search [EF Save Search Criteria

Mo matching values were found.

Find an Existing Value | Add a New Value

2 Enter Source Type Category code in the the Rate Set field (i.e. use same as in the screenshot).
3 Click the Search button.
4 If Rate Set is not found, then user must create a new one. Go to the step 5.

If the Rate Set exists go to the Creating a Non-Federal Rate Based Contract section of this job aid
on page 29.
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Fa\'gitesﬁMainvMenu + Set Up Financials/Supply Chain > Product Related » Project Costing » Pricing Structure > Rate Sets

Rate Sets

Find an Existing Value '.' Add a New Vall -

Business Unit: 50100 @,

Rate Set: PROJEPRO0133.33

Rate Set Type:| Standard v

Add

Find an Existing Value | Add a New Value

5 Click the Add a New Value tab.
6 The Business Unit value defaults to 50100 . Do not change this value.
7 The Rate Set autopopulates from what you entered on the Find an Existing Value tab.

The Rate Set is a combination of the Source Type followed by the Category Code and the percent
to be billed, i.e., PROJEPR0133.33.

8 Rate Set Type defaults to Standard. Do not change this value.
9 Click the Add button.
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Favorites Main Menu > Set Up Financielb,‘Suppry Chain Producthelated 3 Projectth}sting > Pricing Svtructure > Rate Sets

@ MNew Windoy

. CopyfomRateSet |
Business Unit: 50100 Rate Set: PROJEPROD133.33
Rate Set Type: Standard *Rate Definition Type:
*Description: | Rate Set Category:
Define Rate Set Find | View All First El 101 I Last
Effective Date: 041242013 & Status: =
[JEnable Variance

Define Criteria for Incoming Transactions

Customize | Find | View AN B B Fist £ g o1 O Lot

; Time

Analysis Source . . . £
Target e T Category  Subcategory  Project Role Job Code CReOZ(;rtlng Employee ID Unit of Measure Currency Busi
Target  ([% Qe @ e @ ([ Q, [ Qe @ [ Q, [ Q@ (o @ e @ [
< i | b3

(5 save | | Motity | |3 Refresh |

[ Add | | 7] Updateispiay | | =] nclude istory | [ Correct History |

Rate Sets | Target

10 The Rate Sets tab displays. Click the Copy from Rate Set button.
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Business Unit
Rate Set:

0K

Rate Set Type:

Cancel

Enter New Rate Set Keys

50100 &,

|[FR0JEPR00¢33.33

Standard
Refresh

Faw:gitesﬁMainvMenu » SetUp Financials,fSupptyChain 3 Prnduct_Related b Prnjectgnsting > Pricing S:Eructure » Rate Sefs

11 The Enter New Rate Set Keys page displays. Enter the Rate Set that will be used as a template for
the newly created rate set.

12 Click the OK button.
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Fa\rovr'rtes Main Menu > Set Up Financials/Supply Chain > Product Related » Project Costing » Pricing Structure > Rate Sets
Rate Sets Target

Copy from Rate Set

Business Unit: 50100 Rate Set: PROJEPRO0133.33
Rate Set Type: Standard *Rate Definition Type: | Billing |
*Description: I |F'ROJEF'ROD'1 3333 I Rate Set Category: I :I'

Define Rate Set Find | View All_First Kl yor1 I Lost
Effective Date: 01011901 (@ status: [Active =l [#[=]

I Enable Variance

Define Criteria for Incoming Transactions Customize | Find | View 4 | El | #H first 15016 1 Last
Target ?:;:'m %',:;"e Category  Subcategory  Project Role Job Code Egr:jéﬂing Employee ID Unit of Measure  Currency g:::l
Target ([AcT & % @ % & % @, [os Qe @ [ @, [o @, [o @ [ @ [ |
Target (PAY @ [w @ w0 [% @, [o Qe @ [ @, [o @, [ @ [ @ [ |
Target ([ATE & % @ [w @ [% @, [os Qe @ [ @, [o @, [o @ [ @ [ |
Target (FDS & % @ [w @ [% @, [o Qe @ [ @, [o @, [ @ [ @ [ |
Target ([FDR @ (% @ [w @ [% @, [os Qe @ [ @, [o @, [o @ [ @ [ |
Target (lcnv @ i @ [ @ [% @, [o Qe @ [ @, [o @, [ @ [ @ [ |
4 | i
: Save: El N-Dtify: :g Refresh: [L A.dcl @ Updateﬂ:lisplay: ﬁ Include Histnr_v: D@ Correct Histnr_v:

13 The values from the Copy from Rate Set default into the new rate set. On the RateSets tab, note
that when this page opens, the Description field reflects the old rate set description. Change the
Description to match the value listed in the Rate Set field.

14 Note that the Effective Date should be 01/01/1901. If not, change it.

15 In the Define Criteria for Incoming Transactions section, all the Analysis Types are visible that
will be collected for use in the pricing process.

Analysis Types include:

e ACT
e PAY
o ATE
e FDS
e FDR
e CNV

16 Click the Save button.
17 Click on the Target tab.
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Favorites Main Menu > Set Up Financials/Supply Chain > Product Related » Project Costing » Pricing Structure > Rate Sets

Rate Sets

Business Unit: 50100 Rate Set: PROJEPRO0133.33
Description: PROJEPRO0133.33 Rate Definition Type: Billing
Rate Set Type: Standard Rate Set Category:
Source Criteria Find F st K 1076 10| ast
Analysis Type: ACT Project Role: % General Ledger Business Unit: %
Job Code: o, Time Reporting Code: % Unit of Measure: %
Employee ID: % Currency: %
General Ledger Information
Source Type Category gory A it Asszet Fund Department FIPS Agency Use 2 Task Cost Center
% % % % % % % % % % %
0| | 1|
Target
Define Target Rows Customize | Find | View A1 | B | B8 First Kl q o1 O Last
- Rate L Target Analysis Override Target Target Target
A LT Amount LEEATT Type Source Source Type Category Subcategory VD EITETE]
IMUF’ v[ 0.333300 ||Billed @ 33.33% BIL I I PROJE @, [PROO1 q o6 @ | @ (=
=
[E] save || =] notify | [i* Refresh | [Ek Add | | 7] UpdateDispiay | | = Include History | [ Comect History |

18 Change the data in the Define Target Rows section as appropriate to match the rate amount
(i.e.,Description, Target Source Type, Target Category, etc.) as required.

19 Rate Option should always be MUP.

20 Rate Amount should be the participation rate in decimal format. Example: .3333 for 33.33%
21 Target Analysis Type should always be BIL.

22 The Target Source Type — should match what you created. If not, change it.

23 Target Category — should match what you created.

24 Use the arrow in the Source Criteria section to navigate through each Analysis Type to make
adjustments as appropriate.

25 Click the Save button.
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To Create Accounting Rule:
In this Scenario, we are creating the Accounting Rules for PROJEPRO01.
1 Navigate using the following path:

Main Menu > Set Up Financials/Supply Chain > Product Related > Project Costing > General
Options > Accounting Rules

Fava_rites MainvMenu » Set Up Financials/Supply Chain > Product Related > Project Costing > General Options : Accounting Rules
Enter any information you have and click Search. Leave fields blank for a list of all values.

) Add a New Value

Maximum number of rows to return (up to 300} |300

IProjectBusiness Unit: = 7| [s0100 QJI
Analysis Type: beginswithj| QJ
Analysis Group: |beginswithj| Q,
Contract: | pegins with = | @,
Project: |begins with =] | @,
|Resource General Ledger Unit:|= =] 50100 2
Project Type: begins withj Q,
Activity: begins with = @,
Source Type: begins with 'l PROJE

Category: [begins with =] [PRO01] .
Subcategory: |begins withj| Q,
Project Transaction Type: |begins withj| QJ
Project Transaction Code: |beginswithj| Q,

" case Sensitive

Search Clear |Basic Search [GF Save Search Criteria

Find an Existing Value | Add a New Value

2 Onthe Find an Existing Value tab, fill in the following fields:
a. Project Business Unit - 50100
b. Resource General Ledger Unit - 50100
c. Source Type — PROJE
d. Category — PRO01
3 Click the Search button.
4 If value does not exist go to step 6.

If it does exist, go to the Creating a Non-Federal Rate Based Contract section of this job aid on
page 29.
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FavovrrcesfMalnvMenu » Set Up Fnancials/Supply Chain > Product Refated » Project Costing > General Options  » Accounting Rules

Accounting Rules

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

e e ( AddaMewValue |

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

Project Business Unit: = v 50100
Analysis Type: begins with * Q
Analysis Group: |begins withj| @
Contract: |begins with 7] | @
Project: |begins withj @
Resource General Ledger Unit:|= = 50100 Q,I
Project Type: |begms wnnj @,

s Loncun 2| 4
Source Type: begins with * PROJE\ Q,I
Category: begins with * Q
Subcategory: |begins withj| @
Project Transaction Type: |begins withj| @
Project Transaction Code: |begins withj| Q@
I” Case Sensitive
Clear |Basic Search & Save Search Criteria
Search Results
View All First [4] 1-100 of 132 ()] Last
Project Business  Analysis Analysis Resource General Ledger Project - Source Project Transaction  Project Transaction . Active
unit Type Tt Contract Project untt Type At:‘tn.ug[m Cateqgory Subcategory Type Code Description Status
50100 BAJ % % % 50100 % %  PROJE  HMOOS % % % Proje - HMO - CCT - Suffolk | Active
50100 BIL % % % 50100 % % PROJE  |HMO05 % % % Proje - HMO - CCT - Suffolk Active
50100 BLD % % % 50100 % %  PROJE  HMOOS % % % Proje - HMO - CCT - Suffolk | Active
50100 BAJ % % % 50100 % % PROJE  |HMO08 % % % Proje - HMO - CCT - Stauntn  Active
50100 BIL % % % 50100 % %  PROJE | HMO0E % % % Proje - HMO - CCT - Stauntn | Active
50100 BLD % % % 50100 % % PROJE  |HMO08 % % % Proje - HMO - CCT - Stauntn  Active
50100 BAJ % % % 50100 % %  PROJE | HMO09 % % % Proje - HMO - CCT - NOVA Active
50100 BIL % % % 50100 % % PROJE  |HMO09 % % % Proje - HMO - CCT - NOVA Active
50100 BLD % % % 50100 % %  PROJE | HMO09 % % % Proje - HMO - CCT - NOVA Active
50100 BAJ % % % 50100 % % PROJE  |HMO22 % % % Proje - HWO - OTH- Richmnd  Active
50100 BIL % % % 50100 % %  PROJE  HMO2Z % % % Proje - HMO - OTH-Richmnd ~ Active
50100 BLD % % % 50100 % % PROJE  |HMO22 % % % Proje - HMO - OTH- Richmnd  Active
50100 BAJ % % % 50100 % %  PROJE  |HMO2Z % % % Proje - HMO - CCT - Mainten | Active
50100 BIL % % % 50100 % % PROJE  |HMO28 % % % Proje - HWO - CCT - Mainten  Active
20100 =) % o o 20100 o % BROIE K028 o oo o Blgie HUO_COT_lainten _acie
20400 BA o [ i 20400 [ A PROJE __PR0ED oo [ o Proie o CON_STA acct0don 4 Active
50100 BIL % % % 50100 % % |PROJE |PRO5Z % % % Proje - CON - STA -acct#042011 Active
50100 BLD % % % 50100 % % PROJE |PR052 % % % Proje - CON - STA -acct#042011 Active

5 On the Find an Existing Value tab, fill in the following fields:
a. Project Business Unit - 50100
b. Resource General Ledger Unit - 50100
c. Source Type — PROJE

6 Click the Search button.

7 Select a value from the list, where the Analysis Type is BAJ and the Category begins with PRO.
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Accounting Rules
PC Business Unit: 50100

Additional Selection Criteria

4

Favovr'rtes I‘-'Iainvl'v'lenu > SetUp Financia_bjSuppryChain 3 Producthelated ¥ Project_Costing 3 GeneraIvOptions > Accounting Rules

Description: [Praje - CON - CCT - 3alem
Analysis Type: BAJ @, Status: e 5
_ *Resource General Ledger Unit: 50100 @, St
Analysis Group: % @ *Journal Template: CAREV @
Source Type: PROJE Q@
Contract: % @
Category: PRO02 Q@
Project Type: % a,
Subcategory: % @,
Project: % Q A
) ) . m
Activity: % @, Project Transaction Type:

Project Transaction Code: % @,

Account Asset Fund Department  FIPS Agency Use 2 Task Cost Center Program Agency Use 1 Affiliate Fund Affiliate

S N T o [ o, [ o b o

Copy Accounting Entries To...

Organization

*Inter-Organization Level: IDefauIt :I'

Find | View All First K8 10f1 I Last

|

1 Credit [Revenue =l 4004201, [ @, (047202, [% @, (% @ [ @ [
4

Accounting Entries Customize | Find | View 1| B 38 First £ 4072 I Lot
seq Billing
Nor Debit/Credit *Account Type Business *Account Asset Fund Fund Affiliate Department FIPS Agency Us
Unit
1 Debit [Unbilled Accounts Receivanle 7] (50100 (@, [112082 @ (% Q@ (04720 (% Q@ [ Qo @ [

(5] save | [Gh Returnto Search | 1] Previous inList | o] Nextin List | [=] Nofy |

[EM Add] (& Updﬁte.ﬂ}isplay:

8 Click the Copy to Accounting Entries To link.
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FavqiteséMainvMenu » Set Up Financials/Supply Chain > Product Related : Project Costing > General Options » Accounting Rules

As Incurred Acctg Distribution

Find an Existing Value Add a New Value

PC Business Unit: 50100 @,

| Analysis Type: EIVEEN |

Analysis Group: I%—Q

Contract: (% @,
Project: l%—Q
Resource GL Bus Unit: (50100 4,

Project Type: |%

Activity: @

Source Type: |PROJE &,

Category: PROO1| @,

Subcategory: (% @

Project Transaction Type: |% Cg
Project Transaction Code;(% @

Add

9 The As Incurred Acctg Distribution page displays. Enter the following:
a. Analysis Type — BAJ
b. Resource GL Bus Unit — 50100
c. Source Type — PROJE
d. Category — PRO01
10 Click the Add button.
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Favorites - Main Menu > SetUp Financials/Supply Chain > Product Related > Project Costing > General Options > Accounting Rules

Accounting Rules

I.H'-W | 20100 - Description: [Proje - CON-CCT - Bristal |
Analysis Type: BAJ ] " ACtve -
) |Resource General Ledger Unit: 50100 =N Status: I =l
Analysis Group: % @ ournal Template: |CA_REV QI
Source Type: |PROJE Ql
Contract: % Q> |
Category: PRO01 ﬂ
Project Type: % @, Y
Subcategory: %
Project: % @ a
i . %%
Activity: o @, Project Transaction Type:
Project Transaction Code: % Q
Additional Selection Criteria
Account Asset Fund Department  FIPS Agency Use 2 Task Cost Center Program Agency Use 1 Affiliate Fund Affiliate
% @ [% @ [ @ @ [ @ [w Q% @ [% @ % @ % N R W
1] | i
Copy Accounting Entries To
Organization Find | View &1l First B 1011 I Last
*Inter-Organization Level: IDEK"“” :I'
Accounting Entries Customize | Find | View A1 | BV | B Fiet K 42082 1 (et
Billing
i;‘: Debit/Credit *Account Type Business *Account Asset Fund Fund Affiliate Department FIPS Agency Us
Unit
1/Debit |Unbilled Accounts Receivanle =] [50100 (@, [112082 (@, [% @, [047209, [ @, [mw @ e @ ([
1 Credit |Revenue = 40042019, |3 @, 047209, |[% @, [ @ e @ [
(il | |
Return to Search | [f-| Previous in List | [y=| NextinList | [[=] Notify | |Etad| [ UpdateDisplay |
11 A new Accounting Rules page displays. The Analysis Type field defaults from the Accounting

12

13
14

15

16
17
18

Rules you copied from.
Enter the Description:

a. Use the Description from the Distribution Code

OR

b. Use Source Type — Customer Type — Fund — District Name
The Resource General Ledger Unit field defaults to 50100.

In the Source Type field, enter the first five characters of the naming convention of the
Product/Distribution Code. For this example, PROJE.

In the Category field, enter the next five characters of the naming convention of the
product/Distribution code (after the Source Type). For this example PRO01

In the Journal Template field select - CA_REV.
Click the Save button.

Repeat steps 10-18 for the BIL and BLD Anaylsis Types for the Source Type and Category
combination.
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Creating a Non-Federal Rate Based Contract

The Create Customer Contracts process for non-Federal rate based contracts involves the following
steps:

Creating contract header- When you create the contract header you define information for the entire
contract, this may include the contract signed date, the contract admistrator and the contract type.

Creating contract line(s)- Contracts may have more than one contract line. However, most amount-
based contracts will only have one. At this level, a product is chosen that defines the contract as
amount based, recurring or rate based. The revenue/ bill plan is defined at the contract line level and
activities are associated with contract lines.

Associating project and activities- Projects and activities are associated to a contract line on the
Related Projects page. Unlike rate based contracts, the same project-activity combination can not be
associated with more than one contract line for a rate-based contract.

After you create the contract, add product(s), set the limits, and associate the project activity(s), the
contract is ready to be set to Active. Activating a contract indicates that all data for the contract is in
Cardinal. When changing the contract status, you can only move forward. Once the contract is set to
Active, it cannot be set back to Pending and once Closed, it cannot be set to Active.
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To Create the Contract Header
1 Navigate using the following path:

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

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

- -

General Information

Eind an Existing Value

Business Unit: 50100 @,

Contract: |NE}{T

Sold To Customer: lpoooooo120 @,

Contract Classification:| Standard L¥S
Add

Find an Existing Value | Add a Mew Value

2 The Business Unit defaults for your agency.

3 The Contract field defaults to Next. Do not change it.

4 In the Sold to Customer field select the customer number of the customer that is to be billed.
NOTE: If the Customer has not been set up, stop and consult the Accounts Receivable group.

5 The Contract Classification defaults to and should ALWAYS be Standard.

6 Click the Add button.
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Favorites - Main Menu > Custorner Contracts > Create and Amend > General Information

Contract Number: NEXT Sold To Customer: CENTRAL VA COMMUNITY COLLEGE
*Contract Status: PEMDING @,
Copy From Contract Add to My Contracts
IDescription: |Local, Mon-Federal I Processing Status: Pending

Contract Admin: | Amendment Status

@,

i . | Oq Business Unit: WA Dept of Transportation
IContra ct Type: 0 QI
a,

Contract Classification: Standard
Currency Code; usD Last Amended:
Exchange Rate Type: CRRENT ~ Last Update Date/Time:
IContract Signed: 'WEU Last Update User ID:
w Other Information
I” Template Contract Parent Contract: | @
I” Master Contract Master Contract: | @,
™ Legal Review Complete I Legal Entity: [STATE Ci
I” Credit Check Complete Purchase Order: |
™ Contains Cotermination Lines Proposal ID:
I Federal Region Code: m
¥ Summary of Amounts
Go To: Billing Plans Eevenue Plans Milestones Renewals Amount Allocation IMOI’Q j

: Save: EI Nrntify:

:I:L Add 5 Updateﬂ:lisplay:

General | Lines

7 The General Information page displays. Complete the following fields:
a. Description — a short detailed description of the contract

b. Contract Type — select O

c. Contract Signed — defaults to the current date and should be changed to the date the agreement
was signed with the Non- Federal customer

8 Expand the Other Information section and complete the following fields:

a. Legal Entity — select STATE

b. Federal Region Code - Federal Region Code field defaults to 03 (FHWA). Do not change this
value

9 Click the Save button
10 Click on the Lines tab.
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Favgr'rtengainvMenu 3 Customeerontracts > Create arldAmend > General Information

General Lines

2 New Window @ Help E,) Customize Pagg

Contract Number: 0000001517 Sold To Customer: CENTRAL VA COMMUNITY COLLEGE
Contract Status: PEMDING
Add Confract Lines Add Default Kit

Customize | Find | View Al | B Firet K1 1.0f4 D st

@ Detail Amount Detail Deferred Revenue 2K

Line Product Description Price Type  Start Date End Date Status

Active
Go To: Billing Plans Revenue Plans Milestones Renewals Amount Allocation | WMore b
[5] save | [=] Notify | [Eh Add | | 5] Update/isplay |

General | Lines

11 Each contract line represents a unique contract product that is associated with its own accounting
distributions, limits, billing plans, and revenue plans.

Click Add Contract Lines button.
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Favgrites  Main Menu > Customer Contracts » Create anvd Amend > General Information

General Information

Add Contract Lines

Search

Product Group: RTE_CONCCT [ Product Kits
Product: [ [ Renewable
Product Description:
Price Type: Rate VI
Physical Nature: ~|
Search Results Ci
Price Physical Product "
Product Description e Nature Kit Fee Type Start Date End Date Renewable Renew
8 PROJE_PRO01_33.33 froe-CON - pate Goods N None 07125/2012 3] Y
= = CCT - Bristol
Proje - CON - -
[ 9 PROJE_PROO1_5 COT -Bristol | Rt Goods N Mone [ (| B N
Select All O clear Al
Create Plans from Template Combine Like Templates
BillingPIans Billing Plans
Revenue Plans Revenue Plans
Renewal Plans
I Add Contract Hnes I Create Adhoc Product Return to Contract Lines

12 You can use the parameters to narrow your search results. Set the Product Group to
RTE_CONCCT.

13 Select Rate for the Price Type field.

14 Click the Search button.

15 All products within the Search criteria will be displayed below the Search Results section.
16 Select the check box next to the product that you will be using.

17 Enter the Start Date in the correct field. This date should be the contract signed date for date we
should bill transactions.

18 Select the Add Contract Lines button.
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Favorites Main Menu > Customer Contracts > Create and Amend » General Information
H - b

General Information

Add Contract Lines

Search

Product Group: RTE_COMNCCT b | [ Product Kits

Product: (] Renewable
Product Description: |

Price Type: Rate W |

Physical Nature; b |

Search 11 line(s) have been added to the contract

Create Adhoc Product I Return to Confract Linesl

19 The General Infromation Add Contract Lines page displays. A message indicating 1 line(s) have
been added to the contract.

Select the Return to Contract Lines hyperlink.
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Favarites Main Menu > Customer Contracts > Create and Amend > General Information

General Lines

@Nemedow @Help [,JCusmmizePage Ehﬂp

|E§h
Contract Number: 0000001517 = sold To Customer: CENTRAL VA COMMUNITY COLLEGE
Contract Status: PEMNDING
Add Contract Lines Add Default Kit

Customize | Find | View &1 | B First K 4 of1 I3 Laet

General Detail Amount Detail

Line  Product Description Price Type  Start Date End Date Status
1 PROJE_PRO01_33.33 [Proje - CON - CCT - Bristal Rate 0712520125 | El |Ac1ive v| =]
GoTo: Billing Plans Revenue Plans Milestones Renewals Amount Allocation ‘ Ware v|

| =] Motify | [Eh Add | | 5] UpdateiDisplay |

General | Lines

20 The Contract Lines page displays and the product selected appears as one of the contract lines.
21 Click the Save button.
22 Click on the Detail tab.
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Favorites Man Menu > Customer Contracts > Create and Amend > General Information

& New Win
" General "

|E§|1
Contract Number: 0000001516 = Sold To Customer: PIEDMONT CONCRETE CONTRACTORS INC.
Contract Status: PENDING
Add Contract Lines Add Default it
Contract Lines

Customize | Find | Vi

" General Amount Detail |

Line  Product Billing Plan

Revenue Plan  Contract Terms  Accounting Internal Hotes  Ship to Customer Name

) ) - FIEDMONT CONCRETE
1 PROJEPRD0133.33 Pending Pending Contract Terms | | Distribution Internal Notes CONTRACTORS INC. E

Go To: Billing Plans Revenue Plans Milestones

Renewals Amount Allocation More j

() seve | =] oty [ Asd 7] UpdateDispiey
General | Lines

23 The Contract Lines Detail page displays. Click on the Contract Terms hyperlink.
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Favorites = Main Menu > Customer Contracts » Create and Amend > General Information

Related Projects

Contract Number: 0000001529 Sold To Customer: CENTRAL VA COMMUNITY COLLEGE
Amendment Number: Contract Status: PEMDING

Contract Line: 1 Price Type: Rate

Product: PROJEPROD133.33

Description: Proje - COMN - CCT - Bristol

PC Business Unit: |501UU ) Transaction Limits Review Limits

Billing Limit: 15,000.00 Perform Limit Checking

Discount 1D: @, Retainage ID: @,

™ Tiered Pricing

Tiered Pricing

Associated Rates customize | Find | B First £ 4 or 4 [ Last
ffective Date Status Rate Selection Rate Set
1forizsiz012 [ [active =l |Rate set =l [ProJEPROD133.33 (@, |Rate Se [+ [=]

Associated Projects & Activities

Customize | B gt Bl g orq I Lagt

*Activity

@ [[ovoooos047 | @, & [=
Create Project | | Create Activity || All Activities | summaryactvites | Delete Activites

Return to General Information

[5] save | [2h Returnto Search | [=] Notify | |i* Refresh | /| Update/Display | |5 Include History | |77 Correct History |

24 The Related Projects page displays. Enter the PC Business Unit.

25 Enter the Billing Limit. The Billing Limit should be populated if there is a maximum amount that we
can bill the customer.

Notice the Rate Set defaults.

26 For rate based contract lines, multiple project/activity combinations can be associated with one
contract line. This project/activity combination(s) is then associated with the invoice sent to Billing
when processed.

27 Additionally, determine which project/activity combinations are to be billed under the contract line in
the Associated Projects & Activities section. Enter the Project ID number in the Project field.

28 Click the Summary Activities button.
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Favorites Main Menu > Customeerontracts » Create anvd Amend > General Information
Summary Activity Selection for 0000005047
Customize | Find | View 100 | B |
Select WBSID Activity Name Activity Activity Type :{;T:Sing Start Date End Date
r 1| 3 Preliminary Engineering Phase 9101 9101 Inactive 10/30/1987 03/14/2005 =
r 11 PE Participating 9161 9101 Inactive 10/30/1987 03/14/2005
I 1.2 =l PE Hon Participating 9171 9101 Inactive 10/30/1987 03M14/2005
1.21 PE/Constr - Constr on PE Job 702 9101 Inactive 10/30/1987 03/14/2005
122 Advanced R/ Prior To Acg 706 9101 Inactive 10/30M1987 03M14/2005
123 RV Stakeout For Cond & Appr 707 9101 Inactive 10/30/1987 03/14/2005
124 Const Stakeout Prior To Award 708 9101 Inactive 10/30/1987 031472005
125 P E Educational Courses 709 9101 Inactive 10/30/1987 03/14/2005
126 Preliminary Surveys 711 9101 Inactive 10/30M1987 03M14/2005 |
127 Preliminary Studies 712 9101 Inactive 10/30M1987 03M14/2005
128 Location Surveys 713 9101 Inactive 10/30/1987 03/14/2005
129 Soil Surveys 714 9101 Inactive 10/30M1987 03M14/2005
1210 Foundation Investigations 715 9101 Inactive 10/30/1987 0311472005
121 Road Plans 716 9101 Inactive 10/30M987 03/M14/2005
1212 Structure Plans 717 9101 Inactive 10/30M1987 03M14/2005 LI
: OK I Cancel Refresh

29 The Summary Activity Selection page displays. Click the - minus buttons to identify the Non-
Participating (or appropriate) activitives for the phase listed under Activity Name to be associated
with the contract.

30 Click the Select checkbox next to the appropriate activities.

31 Click the OK button.
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Favorites Main Menu > Customer Contracts > Create and Amend >| Generallnforrrﬂtionl

Related Projects

Contract Number: 0000001529 & Sold To Customer: CENTRAL VA COMMUMNITY COLLEGE
Amendment Number: Contract Status: PEMDING

Contract Line: 1 Price Type: Rate

Product: PROJE_PRO1_33.33

Description: Proje - CON - CCT - Bristol

PC Business Unit: WQ@ Transaction Limits Review Limits

Billing Limit: [ 1500000 | EHA T R Alin e |

Discount ID; O% Retainage ID; o‘h

™" Tiered Pricing Tiered Pricing
Associated Rates customize | Find | B First £ 4 0F1 T Last
Effective Date Status Rate Selection Rate Set
1 |0712502012 E  [Active =l |Rate set | |PROJEPRO12233 @, Rate Set =
Associated Projects & Activities customize | B First £ 125 o7 28 I Last
*Project *Activity Description Description

& [0000005047 @, [7o2 @, 0653020238 Activity ID Description =l
¢ 0000005047 @, [7o8 @, 0653020236 Activity ID Description =]
¢ |o000005047 @, [738 @, 0653020236 Activity ID Description =
¢ [ooo0005047 @, [740 @, 0653020236 Activity ID Description =
¢ [oo00005047 @, [780 @, 0653020238 Activity ID Description =l
¢ [oo00005047 @, [781 @, 0653020238 Activity ID Description =l
¢ 0000005047 @, [782 @, 0653020236 Activity ID Description =]
¢ 0000005047 @, [783 @, 0653020236 Activity ID Description (=]
¢ |o000005047 @, [784 @, 0653020236 Activity ID Description =
¢ [ooo0005047 @, 785 @, 0653020236 Activity ID Description =
¢ [ooooo05047 @, 788 @, 0653020236 Activity ID Description =l
¢ [oo00005047 @, 787 @, 0653020238 Activity ID Description =l
| Create Project ] | Create Activity ] | Al Activities || Summary Actiiies | | Delete Activites |
Return to General Information

[5) save | [ Return to Search | =] Notify | {3 Refresh |2 Update/Display | /] Inciude History | (37 Correct History |

32 Click the Save button.

33 Click the General Information tab in the menu path at the top of the page.
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" Lines || Amendments |

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

LEI MNew Window @ Help E,) Customize P

CENTRAL WA COMMUNITY COLLEGE

Contract Admin: |

Region Code:

Contract Type: Q
Currency Code: usD
Exchange Rate Type: CRREMT
Contract Signed: 074252012

» Other Information

Go Tou Billing Plans Revenue Plans

@*mmm El.unmy

General | Lines | Amendments

Contract Number: 0000001517 Sold To Customer:

Amendment Number: 0000000000 “Contract Status: I kcTive Owl
| Amend Confract | | Add to My Contracts |

Description: |'—° cal, Non-Federal Processing Status: Active

Amendment Status
Business Unit:

Contract Classification:
Last Amended:

Start Date:

End Date:

Last Update Date/Time:
Last Update User ID:

¥ Summary of Amounts

Renewals

VA Dept of Transportation
Standard

07/2512012

04/24/2013 4:16:35FPM
FINUSEROZ

|More w

34 The General Information page displays. Change the Contract Status of the contract from Pending

to Active.

35 Click the Save button.
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