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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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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 

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

3 If it does exist, go to page 12, Create the Contract Header section of this job aid. 
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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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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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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 

 

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  

 

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

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

 

2 The Business Unit defaults to 50100.  Do not change it. 

3 The Distribution Set defaults to NEXT.  Do not change it. 

4 In the Document Type field, select Contract.  

5 Click the Add button. 
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6 Enter the Effective Date.  NOTE: The Effective Date must be set to 12/05/2011. 

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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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  

 
 

2 Click the Add a new Value tab. 

3 The Business Unit defaults to 50100.   

4 The Contract field defaults to NEXT.  Do not change it. 

5 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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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 In the 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 

 

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

 

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.  
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To Modify the Accounting Distribution 

 

35 Click on the Accounting Distribution hyperlink.  
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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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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 

 

41 Click the Amount Allocations hyperlink.  
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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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47 Click the Lines tab. 
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48 Click the Details tab under the Contract Lines section of the page. 

49 Click the Billing Plan Link. 
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50 Click the Events tab. 
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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 17th of the month  

54 Enter 5,000.00 in the Amount field. 
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55 Set Event 1 to Ready 

56 Click the Save button. 

57 Click the Return to General Information link. 
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58 Click the Detail tab. 

59 Click the Revenue Plan link. 
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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 

 

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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