?,-&CARD'NAN Project Accounting Job Aid

Creating Non-Federal Amount Based Contracts

About Creating Amount Based Contracts

Use amount-based contracts when you need to bill monthly for varying amounts. An amount-
based contract line allows you to bill a fixed amount against a single project/activity
combination. In order to create an amount based contract, you must first create an amount
based product. Once the product has been created and associated with the correct revenue/bill
plan template and distribution code it can be used over and over again on any amount based
contract line. Define the start date and schedule and each time the plan is eligible for billing, the
system generates the appropriate invoice lines and sends them to the Billing module along with
the accounting distribution for processing.

When creating an Amount Based Product in Cardinal you will first create the Product Definition,
Assign the Product Group, and finally associate the new product with a Distribution set and
Distribution Code.
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Creating Non-Federal Amount Based Contracts

To Create an Amount based Product:

1 Validate that an amount based product has been has been created for the category that will be used
for billing. Navigate using the following path:

Main Menu > Products > Identify Product Details > Definition

Favorites | Main Menu > Products > Identify Produckt Detais : Definition
- - - - -

Product Definition

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

| Add a Mew Value

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

SetlD: = B 50100 @,
Product ID: | begins with =] [AMT_PROJE] |

Description: | begins with =] |

Product Use: = = =l
Model Number: | begins with =] |

Catalog Number:  |begins with =] |
Tax Product Number:| begins with =] |

Product Kit r
Effective Status: |: j | ﬂ
item ID: [begins with =] @,

™ Case Sensitive

Search || Clear |Basic Search [ Save Search Criteria

Find an Existing Value | Add a Mew Value

2 If the product does not already exist with the correct Accounting string, go to step 4.

3 Ifit does exist, go to page 12, Create the Contract Header section of this job aid.
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Creating Non-Federal Amount Based Contracts

Favarites Main Menu > Prl:u:‘lructs > Ident’rFyPrl:uvduct Detzils » Definition

Product Definition

Eind an Existing Value Mdaﬂew\*ﬂue l

SetlD: E0100 (@

Product IDJ/ANT_PROJES @

Add

Find an Existing Yalue | Add a New Value

4 Click on the Add a New Value Tab.

5 Enter the Product ID. The Product ID AMT_Bill Source/Source Type and the next available number.
Ex: AMT_PROJE91.

6 Click the Add button.
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@ Contracts Options

Favorites = Main Menu > Products > Identify Product Detais > Definition

SetlD: 50100  Product ID: AMT_FROJES

*Product Use: | Contracts Only

Product Kit

*Description: |F'arti|:—HI'u10—CCT—Richmond

Long Description:

Catalog Number:

Product Brand:

@ Product Category: N

*Status: | Active b |

|
Model Number: |
|

*Physical Nature: I Goods

= | Where Performed: | b

View Product Image VAT Default
] save | (=] Motify |

Definition | Contracts Options

VAT Senvice Treatment Setup

Es Add | [ 5] updateiDisplay

7 The Product Use field select Contracts Only.

8 Enter the Description. The Description should provide the Category being billed.

9 Select the appropriate option in the Physical Nature fields. Goods or Services.

10 Click on the Contracts Options tab.
11 Click the Save button.
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Creating Non-Federal Amount Based Contracts

Favovrites MainvMenu > Prou:Lucts > Idenfify Provduct Detais > Definition

Definition Contracts Options

SetlD: 50100  Product ID: PROJES1 Partic - HMO - CCT - Richmaond

*Price Type: | Amount w
*Recognition Method: Milestone Revenue Plan: MILESTONE .
[ Third Party Flag Billing Plan: MILESTONE ‘@
[ Renewable Bill Plan Detail Template [D: FROJE_CCT @
Renewal Plan: Q,
Percentage:
O % of Total Contract Amount
O % of Contract Lines
5 save |||=] notity | [EL Add | | 5] update/Display |
| | | | |

Definition | Contracts Options

12 In the Price Type field select Amount

13 In the Recognition Method field select Milestone.

14 Set the following in the Templates section of the page:
a. Revenue Plan — MILESTONE
b. Billing Plan — MILESTONE

c. Bill Plan Detail Template ID defaults billing information on the contract such as Bill Source,
Bill Identifier and Bill Cycle Identifier on the invoice (example PROJE_CCT is Non-Federal

Project — CCT).
15 Click the Save button.
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16 Navigate using the following path:
Products > Identify Product Details > Attributes by UOM

Favorites Main Menu > Products » Identify Product Details > Attributes by UOM

Attributes by UOM

SetlD: 50100 Product ID: PROJES1 Partic - HWMO - CCT - Richmaond

Standard Unit of Measure:

Eind | View Al First EI 4 of 4 I3 Last

*UOm Default  Minimum Order Maximum Increment  Pricing Option  Pricing UOM Price customize | View AII|I5|- First B 1 of 1 I L ast ==

EA Q D |Quﬁntlw |Drder Quantity | [ ves v| Minimum Selling Price *Currency

| [ &  FHE

5] save | |G ReturntoSearch | [=] Notify |

17 Search for your Product.

18 Select a Unit of Measure in the UOM field (example: ‘EA’).
19 Click the Save button.
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20 Navigate using the following path:

Products > Identify Product Details > Assign Product Group

Favg'rites MainvMenu > Products » Identify Product Details > Assign Product Group

Assign Product Group

SetlD: 50100 Product ID: FROJEIN Faric-HMO - CCT - Richmond

wbas
Customize | Find | View 20| B | B First £ 4074 O Last
Primary Primary Pricing
Report Group

*Group Type *Product Group Descr

| Contract v || [T_HMOCCT@, | AmtBased - HMO Cty Co Twn O O [#]| [=]

[5] save | [Eh ReturntoSearch | =] Notify |

21 Search for your Product.
22 In the Group Type field, select Contract.

23 In the Product Group field, enter for the contract. This is the value that determines which Product
Group the product will be found when searching for the product on the contract. In this scenario, it is
AMT_HMOCCT.
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Creating Non-Federal Amount Based Contracts

To Define the Distribution Set:
1 Navigate using the following path:

Set Up Financials/Supply Chain > Common Definitions > Distribution Accounting >
Distribution Sets

FavuvritesﬁMainvMenu » Set Up Financials/Supply Chain > Common Definitions »  Distribution Accounting »  Distribution Sets

Distribution Sets

Find an Existing Value

Business Unit: (50100 @,

Distribution Set ID:|NEXT @

Document Type: | Contract “

Add

Find an Existing Value | Add a New Value

The Business Unit defaults to 50100. Do not change it.
The Distribution Set defaults to NEXT. Do not change it.
In the Document Type field, select Contract.

Click the Add button.

a ~» O DN
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B iR R | Distribution Percentages

Favg:ites MainvMenu » Set Up Financials/Supply Chain > Common Definitions > Distribution Accounting » Distribution Sets

Unit: 50100
Distribution Set ID: MEXT

GL Business Unit:

Document Type:

50100
Contract

Find | View Al First K1 4 of 4 I3 Last

[5) save | =] Notity |

Distribution Sets | Distribution Percentages

Distribution Set Description
*Effective Date: IWTE‘Jl *Status: Active
Product ID: [ANT_PROJEZ1 QEJ

Product Group: [ &

Customer: I—Qa

Customer Group: Iieh

Region: [ e

Order Group: I—Oh

Inventory Unit [ &

Distribution Type: [ e

L Add 7] Update/Display ) include History | | (% Corect History

Enter the Effective Date. NOTE: The Effective Date must be set to 12/05/2011.

6

7  Enter the Product ID. This is the new one you created.
8 The Status field defaults to Active. Do not change it.

9

Click the Distribution Percentages tab.
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Creating Non-Federal Amount Based Contracts

Unit:

Main Menu > Set Up FinanciillsfSuppry Chain > Commonv[}eﬁn'rtit}ns > DistributionvAccounting » Distribution Sets

" Distribution Sets |

Distribution Set ID:

Distribution Percentages Find | View All First B2 10f1 IV Last
Effective Date: 12M512011 Status: Active (=l
Revenue . . . vy
Distribution Customize | Find | View All | E | ¥ First 4 10f1 b | B8 Revenue Percentage Total:

Sequence *Revenue Code *Percentage 100.00
1|[FROJEHMOD4 @ || 100.00 =]

Distribution Percentages

50100 GL Business Unit:
NEXT

50100

Document Type: Contract

[F] save || =] Notity |

Distribution Sets | Distribution Percentages

[+ Add || 7| UpdateDisplay ' Include History | |[7 Correct History

10 Enter the Revenue Code field. Select a Revenue Code that is appropriate for the Product created.

GL Chartfields are attached to the Revenue code and default on the Revenue line of the contract.
11 Click the Save button.
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Creating a Non-Federal Amount Based Contract

The Create Customer Contracts process for non-Federal amount bases 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.

Update Distribution- The project value must be defined on the distribution.

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 be
associated with more than one contract line for an amount-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:

Customer Contracts > Create and Amend > General Information

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

General Information

Eind an Existing Yalue

Business Unit: 50100 @,

Contract; |NEKT

Sold To Customer: [[ZIEIEIEIEIEIEHEEI 4.

Contract Classification: | Standard w
Add

Find an Existing Value | Add a New Value

Click the Add a new Value tab.
The Business Unit defaults to 50100.
The Contract field defaults to NEXT. Do not change it.

a ~h WO DN

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.
6 The Contract Classification defaults to Standard. Do not change it.

7 Click the Add button.
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Fa\mvrrtes MalnvMenu » Customer Contracts > Create and Amend > General Information
H - -
General Lines
Contract Number: NEXT
Copy From Contract
Description: | [2mount Basea Contract |
Contract Admin: | =N
Region Code: Q
Contract Type: I = QI
Currency Code: usD @,
Exchange Rate Type: | CRRNT v
Contract Signed: I|U1J’U1-"2U13 E{JI

+ Other Information

Sold To Customer: CEMNTRAL VA COMMUMITY COLLEGE

*Contract Status: PENDING @,
Add to My Contracts
Processing Status: Pending

Amendment Status
Business Unit: V4 Dept of Transportation

Contract Classification: Standard

Last Amended:
Last Update Date/Time:
Last Update User ID:

I tempiate Contract Parent Contract: [ @,
[ master Contract Master Contract: | =N
[ Legal Review Complete Legal Entity: I STATE @, I
[ credit Check Complete Purchase Order:
[Icontains Cotermination Lines Proposal ID: |
Federal Region Code: 0z
~ Summary of Amounts
Contract Amounts
HNegotiated Amount: I 5000.00 I
Discounts/Surcharges: 0.00
Hon-inclusive Prepaids: 0.00
Total: 0.00
Estimated (less Prepaids): 0.00
Estimated Total: 0.00
* Allocation Mot Complete
Go To: Billing Plans Revenue Plans Milestones Renewals Amount Allocation [more S~

| 5] save | [ notity |

General | Lines

[Eb Add | | 7] Update/Display |

8 The General Information page displays. Enter a short detailed description of the contract in the
Description field. This field is limited to 35 characters.

9 Inthe Contract Type field select O.

10 The Contract Signed field defaults to the current date. Change this to the date the agreement was
signed with the Non-Federal customer. This date defaults the date of the accounting distribution.

11 In the Legal Entity field, select STATE. All Non-Federal contracts should be set to STATE.

12 Federal Region Code field defaults to 03 (FHWA), but you can change this value to 15 (Federal
Lands) if needed. This value should not be changed for Non-Federal contracts.

13 Click to expand the Summary of Amounts section.

14 In the Negotiated Amount field, enter the appropriate amount based on the contract. This is the
maximum amount that should be billed.

15 Click the Save button.
16 Click on the Lines tab.
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To Add the Contract Lines

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

Favorites
&N
=h
Contract Number: 0000001519 Sold To Customer: CENTRAL VA COMMUNITY COLLEGE
Contract Status: PENDING
Add Contract Lines Add Default Kit

Customize | Find | view A1 B 35 Firet B q o4 1 Last

General Dretail Amount Detail Deferred Revenue

Line Product Description Price Type  Start Date End Date Status

Active

Renewals Amount Allocation | More v

Go To: Billing Plans Revenue Plans Milestones

: Save: El Mutify: :I:L Au.n ,5 UpnatarDisplay:

General | Lines

17 Each contract line represents a unique contract product that is associated with its own accounting
distributions, limits, billing plans, and revenue plans. Click the Add Contract Lines button.

Page 14 of 32 Rev 5/07/2015



|2 CARDINAL

Project Accounting Job Aid

Creating Non-Federal Amount Based Contracts

General Information

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

Add Contract Lines

Product Group: ~| O Product Kits
Product: [JRenewanle
Product Description:
Price Type: I Amount v‘ I
o . ,,‘

Search

Customize | Find | View A1 | 28

Frst K a0 om0 U Lot

Renewal Plans

Add Contract Lines

Create Adhoc Product

Price Physical Product
Product Description Type Nature Kit Fee Type

Partic- HMO -

[ 7 AMT_PROJET CCT- Amount  Goods N None
Culpeper
Partic-HMO -

[0 & AMT_PROJER CCT- Amount Goods N None
Staunton
Partic- HMO -

[ 9 AMT_PROJES CCT-NOVA Amount  Goods N MNone
Partic - HMO -

10 AMT_PROJE91 CCT- Amount  Goods N Naone
Richmand

selectAl [0 Clearal

Create Plans from Template Combine Like Templates

[¥] Billing Plans [l Billing Plans

Revenue Plans Revenue Plans

Return to Contract | ines

Start Date End Date

El i

Bl B

] ]

1101/2013 [5 [l

Renewable Renewsal Action

=

=

=

Quantity

1.0000

1.0000

1.0000

1.0000

uom

S

[a

[

2 0

18 You can use the parameters to narrow your search results. Set the Price Type field to Amount.

19 Click the Search button.

20 All products with a Price Type of Amount will be displayed below the search box. Select the check
box next to the product that you will be using.

21 Enter the Start Date in the correct field.
22 Click the Add Contract Lines button.
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Favorites | Main Menu > Customer Contracts > Create and Amend > General Information

General Information

Add Contract Lines

Search

Product Group: AMT_HMOCCT | OProduct Kits

Product: (] Renewable
Product Description: |

Price Type: Amount “ |

Physical Nature; " |
' Search 11 line(s) have been added to the contract

Create Adhoc Product Return to Contract Lines

23 The General Information Add Contract Lines page displays. A confirmation message indicating 1
line(s) have been added to the contract displays next to the Search button.

24 Click the Return to Contract Lines hyperlink.
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Favorites  Main Menu > Customer Contracts » Createand Amend > General Information

General Lines

@New‘.

=h

=

Contract Number. 0000001519 Sold To Customer: CENTRAL VA COMMUNITY COLLEGE
Contract Status: PENDING
Add Contract Lines Add Default Kt

Bl
Al E

Customize | Find | View First K1 4 of 1 I Last

General Detail Amount Detail Deferred Revenue

Line  Product Description Price Type  Start Date End Date Status

1 AMT_PROJES1 |Partic-HI'v1U-CCT-RiChm0nd Amount 01/01/2012 | El |Active v| =l
Go To: Billing Plans Revenue Plans Milestones Renewals Amount Allocation |More v|
. Save | &t Return to Search | =] Notify | [Bedd| [JE-UpdateDizplay

General | Lines

25 The Contract Lines page displays and the product selected appears as one of the contract lines.
26 Click the Save button.

27 Click on the Detail tab.

Page 17 of 32 Rev 5/07/2015



EARDINAL Project Accounting Job Aid
Creating Non-Federal Amount Based Contracts

Favg’rtes Mainvl\-'lenu » Customer Contracts > Create and Amend > General Information
H - -

General Lines

7 Mew Win

IEEéI
Contract Number: 0000001519 Sold To Customer: CENTRAL VA COMMUNITY COLLEGE
Contract Status: PENDING
AddContactlines  AddDefaultkit

Contract Lines Customize | Find | * First EI 1 or1 K3 Last
| General | Amount Detail || Deferred Revenue
Line  Product Billing Plan Revenue Plan Contract Terms  Accounting Internal Notes  Ship to Customer Name

1/ AMT_PROJES1 Fending Pending Contract Terms JDistribution Internal Motes ww IEI
Go To: Billing Plans Revenue Plans Milestones Renewals Amount Allocation More v|

|5l save | [Eh ReturntoSearch | [[Z] ntify |

General | Lines

28 The Contract Lines Detail page displays. Click on the Contract Terms hyperlink.
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Associate Projects and Activities

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

Related Projects
=
Contract Number: 0000001519 Sold To Customer: CENTRAL VA COMMUNITY COLLEGE
Amendment Number: Contract Status: FEMDING
Contract Line: 1 Price Type: Amount
Product: AMT_PROJES
Description: Partic.- HWO - CCT - Richmond
PC Business Unit: |501UU Q

customize | B First £ 4 orq I (aet

Source

*Project *Activity e Category Subcategory Description Description
[ |UUUUDUSD4? @, ||330 dq | @, | @, | @, 0653020236  Activity ID Description =]
Create Froject | | Create Activity
Return to General Information I
: Save |§,I‘ Return tuSearch: IEI Notify 8 Refresh J@ Include History D Correct History

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

30 Determine which Project/Activity combination is to be billed under the contract line. The first non
participating activity within the phase being billed should be selected.

31 In the Associated Projects & Activities section, enter the Project ID.
32 Enter or select the Activity.

33 Click the Save button.

34 Click the Return to General Information hyperlink.

NOTE: The same project/activity combination can be associated with multiple recurring or amount-
based contract lines. The limitation seen with rate-based contract lines does not apply to recurring
and/or amount-based contract lines.

Page 19 of 32 Rev 5/07/2015



CARDINAL Project Accounting Job Aid

Creating Non-Federal Amount Based Contracts

To Modify the Accounting Distribution

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

General Lines

2 New Windo

=h
Contract NHumber: 0000001519 = sold To Customer: CENTRAL VA COMMUNITY COLLEGE
Contract Status: PENDING
ot ] 6 i il

Customize | Find |

General m Amount Detail Deferred Revenue

Line Product Billing Plan Revenue Plan Contract Terms  Accounting Internal Notes Ship to Customer Name
1/ AMT_PROJES1 Pending Pending Contract Terms - Internal Maotes ww =

Go To: Billing Plans Revenue Plans Milestones Renewals Amount Allocation More

5] save | |§I‘ Return to Search | |[=] Notify |

General | Lines

35 Click on the Accounting Distribution hyperlink.
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Favgrtes | Wan Manw » Custormar Contracts > Create and Amwnd > Ganenal Information

P Fiwe Winschirey

Accounting Distribution

CENTRAL VA COMMUBITY COLLEGE

Contract DOOD001510 L Hume 1 Descripion: Parbs - HMD - ©CT - Rachmiond
Regotiated Amount: D Uit 50100  Currency: UsD
g | aw &1 Frgd 4] Aol n Lot
R pwmEo1a W Diarfirsy DNsEraitions By =
) Parcent Caloulate Amdunts.
O Amnount

Agency Use 1

@, - ) @, 8 @, @, | 0000005047, ), 4,

D partert il Center Taak FIPS Asa#t Ageniy Dae 1 Agersy Une 2] Progest iliste Fisfid Affidiste
i, izo00 &, @, @, -} @, @ @ ] BooncosoaTa, @, @,
L] ¥
) save | of Rt o Search 7 Moaty ] Updwieapay  2) inchets Hasory ]

36 Even though products default the accounting distribution, you still need to access the Accounting
Distribution page to enter the project ID on the accounting distribution lines.

The project ID needs to be the same project ID you selected when selecting the project / activity
combination. Since the products default the accounting distribution, you need to be in correct history
mode to enter the project ID.

Make sure the Department on the Unbilled AR is the same as the value on the Revenue line.
Click the Correct History button.

37 Scroll to the right to enter the Project.

38 Click the Save button.
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Favorites - Main Menu > Customer Contracts > Create and Amend | General Information

39 A message box will be displayed. Click OK.

40 Click the General Information Link on the Menu bar to return to the General Information Page.
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Amount Allocations

General |MELCEE

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

[E) save | [Gh Returnto search | [[Z] Notity |

General | Lines

Contract Number: 0000001579 Sold To Customer: CENTRAL VA COMMUNITY COLLEGE
*Contract Status: [PENDING Q,
| Add to My Contracts |
Description: |Amount Based Contract Processing Status: Pending
Contract Admin: | @ Amendment Status
Region Code: | O% Business Unit: WA Dept of Transportation
Contract Type: |0 @, Contract Classification: Standard
Currency Code: usD Last Amended:
Exchange Rate Type: [ GRRNT v|  startDate: 010012013
Contract Signed: [01/01/2013 & End Date:
Last Update Date/Time: 03/06/2013 8:29:44AM
Last Update User ID: DEMETTA.COLES
¥ Other Information
¥ Summary of Amounts
Go To: Billing Plans Revenue Plans Milestones Renewals |More v|

B Add| & Llpuaieajiapla;.-]

41 Click the Amount Allocations hyperlink.
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Favarites - Main Menu > Customer Contracts » Create and Amend > General Information
0 New W
Amount Allocation
Contract: 0000001519 Sold To Customer: 0000000120 CENTRAL VA COMMUNITY COLLEGE
Business Unit: 50100 Currency: USD Contract Admin:
Negotiated Amount: 5,000.00 Unallocated Amount: 0.00
Discounts/Surcharges: 0.00 | | Inclusive Prepaids: i
ion: Allocation Complete v
Net Amount: 5,000.00 | | Aliocation: |
Recalculate
Contract Line Pricing
. . . Line . . Negotiated Discounts/
Reprice Line # Product Price Type Status Quantity Extended Price A Surcharges Net Amount
| 1 AMT_PROJES1 Amount Active 1.0000 0.00 5,000.00 0.00 5,000.00
Select All O Clear Al . Recalculate
Line Totals
Negotiated Amt: 5,000.00 Discounts/Surcharges: 0.00
Return to General Information I
[5] save | |[Eh Returnto Search | =] Notify |

42 In the Negotiated Amount Field in the contract Line Pricing section enter the total amount in the
Negotiated Amount field: This is the negotiated amount that you entered on the contract header It is
very important that these two fields match for proper processing.

43 Click the Recalculate button: Use this button to recalculate the contract line. Cardinal calculates the
values on the page based on the information that you enter in the Negotiated Amount field.

44 The Allocation status changes to Allocation Complete and the Net Amount will be recalculated.
The Unallocated Amount will now equal 0.

45 Click Save.

46 Select the Return to General Information hyperlink.
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Favorites : Main Menu > Customer Contracts > Create and Amend > General Information
- : - - -

¥ Other Information

Last Update User ID:

m 3m aoen .

Contract Number: 0000001519 Sold To Customer: CENTRAL VA COMMUNITY COLLEGE
Amendment Number: 0000000000 “Contract Status: | PENDING @
| Amend Contract | | Add to My Contracts |

Description: [Amount Based Contract Processing Status: Active

Contract Admin: | Qh Amendment Status Complete

Region Code: Business Unit: WA Dept of Transportation

Contract Type: o] Contract Classification: Standard

Currency Code: UsD Start Date: 01/01/2013

Exchange Rate Type: CRRNT End Date:

Contract Signed: 011012013 Last Update Date/Time: 03/06/2013 9:50:454M

DEMETTACOLES

F Summary of Amounts

Renewals |mare =

Go To: Billing Plans Revenue Plans Milestones

|[El save | [Gt Returnto Search | =] Notity | [EvAdd| [ updatemisplay |

General | Lines | Amendments

47 Click the Lines tab.
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Favorites Main Menu > Customer Contracts > Createand Amend > General Information
=13

General Amendments
B2

Contract Number: 0000001519 Sold To Customer: CENTRAL VA COMMUNITY COLLEGE

Amendment Number: 0000000000 Contract Status: ACTIVE

Amend Contract

Customize | Find | View A1l | B

Contract Lines
General rDetaﬂ W ~mount Detai Deferred Revenue

Line  Product Billing Plan Revenue Plan Contract Terms  Accounting Internal Notes  Ship to Customer Hame
1 AMT_PROJES1 Pending Pending Contract Terms | Distribution Internal Notes Ww
Go To Billing Plans Revenue Plans Milestones Renewals |fv'|0re =

[E] save | [Gh ReturntoSearch | =] Notify | [E-add| [F Update/Display]

General | Lines | Amendments

48 Click the Details tab under the Contract Lines section of the page.

49 Click the Billing Plan Link.
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Favorites Main Menu > Customer Contracts > Create and Amend > General Information

Billing Plan General History

B New Window C

Bill Type: cCcT @, ¥ Pre Approved Billing Header Note
. . . Internal Motes
Bill Source: PROJE Q I pirect 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 @ MNon-Federal Project
Payment Method: j
Payment Terms: Qa

Billing Inquiry: | @,

Billing Specialist: @,

Return to General Information

|[F] save | [Eh Returnto Search | |=] Notify |

Billing Plan General | Events | History

Contract: 0000001519 Bl Unit: 50100
Sold To Customer: 0000000120 CENTRAL VA COMMUNITY COLLEGE Bill To: 0000000120 CENTRAL VA COMMUNITY COLLEGE
Billing Plan: B101 Amount Based - Milestone currency: usoD
Description: |hm0unt Based - Milestone “Billing Status: I Pending -
Billing Method: | uitestone =
Customer Information Amount Detail
Bl Unit: 50100 @, WA Dept of Transportation Negotiated Amount: 5,000.00
*Bill To Customer: 0000000120 @, CENTRAL VA COMMUNITY Addr Hum: 19, = Total Amount: 5,000.00
COLLEGE
Bill To Contact: Q« Total Billing History: 0.00
Billing Options Events Billed To Date: 0.00

[Eendd] [ updatemispiay]

50 Click the Events tab.
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Favgrites ~ Main Menu > Customer Contracts » Create and Amend > General Information

Billing Plan General History

|_E| New Window @ Help E»{‘ Customize P4

Contract: 0000001519 Bl Unit: 50100
Sold To Customer: 0000000120 CENTRAL VA COMMUNITY COLLEGE Bill To: 0000000120 CENTRAL VA COMMUNITY COLLEGE
Billing Plan: B101 Amount Based - Milestone Currency: usD
Deiine Events
Rercent Total Amount: 5,000.00
mount
Remaining Amount: 5,000.00

Add Milestone

customize | Find | B | ¥ First 42072 1 Last

Event Event Type *Event Status Event Date Amount
1 [Date =l [rendin ~[§ (03062013 [5 EventNote 000 ] =]
2 [Date =] JFending =lf [os062013 |E  Eventnote 000 ] [=]

Return to General Information
Save | [oh Returnto Search [ Motify “h Add Update/Display,

Billing Plan General | Events | History

51 Click the Amount indicator in the Define Events section of the page.
52 Change the Event Status from Ready to Pending.

53 Update the Event Date to the 17" of the month

54 Enter 5,000.00 in the Amount field.
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Favgrites ~ Main Menu > Customer Contracts » Create and Amend » General Information

Billing Plan General History

LE Mew Window @ Help E,») Customize P
Contract: 0000001519 Bl Unit: 50100
Sold To Customer: 0000000120 CENTRAL VA COMMUNITY COLLEGE Bill To: 0000000120 CENTRAL VA COMMUNITY COLLEGE
Billing Plan: B101 Amount Based - Milestone Currency: usD
Define Events Amount Detail
© Percent Total Amount:
@ Amount

5,000.00
Remaining Percent: 0.00000000
Add Milestone

Remaining Amount: 0.00

Event Event Type

Y
Customize | Find | B | 3

First K1 42 012 O 55t
*Event Status

Event Date Amount
1 Dale I 031712013 Event Note 5,000.00 [+] (=]
2 Date =| [Pending 5] [0an6i2013 | |Eventhote 0.00 [+] [=]

Return to General Information

N[zt Return to Search | =] Notify |

eneral | Events | History

Eb-Add| [ Update/Display

55 Set Event 1 to Ready
56 Click the Save button.

57 Click the Return to General Information link.
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Favorites - Main Menu > Customer Contracts > Create and Amend > General Information

7 Ney
| General \ Amendments
B
Contract Number: 0000001519 Sold To Customer: CENTRAL VA COMMUNITY COLLEGE
Amendment Number: 0000000000 Contract Status: ACTIVE

Amend Contract

Contract | inae Customize | Find | View 2 First I 4 of 4 I3 Last
General Detail Amount Detail Deferred Revenue

Line Product Billing Plan Revenue Plan Contract Terms A ting Internal Hotes  Ship to Customer Name
1/AMT_PROJES1 FPending Fending Contract Terms | Distribution Internal Motes Ww

Go To: Billing Plans Revenue Plans Milestones Renewals |More j

: Save @‘ Return to SBaroh: El Notify :I:L Aﬂd Update.n’ll‘rispla‘,r:

General | Lines | Amendments

58 Click the Detail tab.
59 Click the Revenue Plan link.
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Favorites  Main Menu > Custorner Contracts > Create and Amend > General Information

Revenue Plan

Revenue Plan

Contract: 0000001519 Business Unit: 50100 Currency: usD
Sold To Customer: 0000000120 CENTRAL VA COMMUNITY COLLEGE GL Business Unit: 50100
Revenue Plan: R101 GL Currency: usD
Description: |!Amount Based - Milestone *Plan Status: |F‘ending vl
Recognition Method: Milestone

" percent Total Amount: 5,000.00

Remaining Amaount: 0.00
Internal Notes

Add Milestone

Event Detail Customize | Find | view Al B | # First Kl 12072 I Last
Event Event Type *Event Status Accounting Date Amount

1 Date =] lReady ~f lo3r7i2013 | B EventNote 5000008 ] [=]
2 |Date =l |Pending | [04/082013 [ |EventMNote 0.00/ [+ [=]

Return to General Information

[5] save | [Eh Retumn toSearch | =] Notify | [Eadd| [ updatemispiay]

60 Click the Amount indicator in the Define Events By section of the page.

61 Change Event statuses to Pending.

62 Update the Event Date to the same date entered on the Event 1 of the Billing Plan page. These
two must be the same or revenue will not be recognized in the correct period.

63 Enter 5,000.00 in the Event 1 Amount field.
64 Set Event 1 status to Ready
65 Click the Save button

66 Click the Return to General Information link.
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To Activate the Contract

Lines Amendments

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

} Other Information

Contract Amounts

Hegotiated Amount: 5,000.00
Discounts/Surcharges: 0.00
Hon-inclusive Prepaids: 0.00
Total: 5,000.00
Estimated (less Prepaids): 0.00
Estimated Total: 5,000.00
* Allocation Complete I
Go Tor Billing Plans Revenue Plans Milestones

Return to Assign Billing Plan

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

General | Lines | Amendments

Contract Number: 00000015189 Sold To Customer: AN
Amendment Number: 0000000000 *Contract Status: IACTIVE @
Amend Contract Add to My Contracts
Description: |Am0unt Based Contract Processing Status: Active
Contract Admin: | @, Amendment Status
Region Code: Business Unit: WA Dept of Transportation
Contract Type: ] Contract Classification: Standard
Currency Code: usD Last Amended:
Exchange Rate Type: CRRMNT Start Date: 01/01/2013
Contract Signed: 01/01/2013 End Date:
Last Update Date/Time: 03/06/2013 9:50:45AM
Last Update User ID: DENETTA.COLES

I~ Summarv of Amounts

Renewals [Hore v

EL Add Upd

67 Expand the Summary of Amounts section. *Allocation Complete now appears under the Contract

Amounts section.

68 Scroll to the top of this page and change the Contract Status of the contract from Pending to

Active.

69 Click the Save button.
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