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Contract Status List 
The Contract Status field displays a user-defined value, indicating the stage of this contract 
within its lifecycle. Contract statuses are associated with a processing status which designates 
when a contract is available for lookup and processing. This job aid will provide you with 
information about the statuses and the steps for updating them. 

Contract Statuses Defined: 

Currently there are seven contract statuses that a Federal Contract can be assigned by a user. 
They are: 

1. PENDING 
2. ACTIVE 
3. CLOSED 
4. FIRE – CLOSED 
5. FV ACCEPTED 
6. FV COMPLETED 
7. WITHDRAWN 

PENDING Federal Contract Status: This is the status that defaults for all new contracts.  

ACTIVE Federal Contract Status: This status indicates that all contract data is entered into the 
system and has passed system data validation. Contracts with an active contract status will also 
have an active processing status.  

CLOSED Federal Contract Status: When a contract has been deemed Closed by the FHWA 
and VDOT it is no longer available for processing and data fields cannot be entered.   

FIRE - CLOSED Federal Contract Status: When processing a modification that indicates that 
the Final Voucher has been paid as a result of the FIRE the contract will be given a Contract 
Status of FIRE-CLOSED. The processing status is Active, therefore processing can occur 
against this contract.  

FV ACCEPTED Federal Contract Status: When processing a modification that indicates that the 
Final Voucher has been paid the contract will be given a status of FV-ACCEPTED. The 
processing status is closed, indicating that the contract is no longer available for processing and 
data fields cannot be entered or amended.  

FV COMPLETED Federal Contract Status: Contracts with a status of FV Completed have been 
designated by the Fiscal as completed, however their processing status remains Active.  

WITHDRAWN: When FHWA specifies that a contract has been withdrawn, the contract status 
will be set to withdrawn, the processing status will remain Active.   
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Change Contract Status from Pending to Active: 
1 Navigate using the following path: 

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

The General Information Find and Existing Value tab displays. 

 

2 Enter the Contract number 

3 Click the Search button. 

4 The General Information contract header displays.  
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5 This is a sample of a contract in the Pending status. 

 

6 Select the magnifying glass beside the Contract Status field. 

7 Select Active.  

8 Click the Save button. 

NOTE: The Amend Contract button and the Amendments Tab are now available and many data 
fields cannot be modified without creating an amendment to the contract.  
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Change Contract Status from Active to Closed: 
1 Follow steps 1- 4 in the Change Status from Pending to Active section. 

 

2 Select the magnifying glass beside the Contract Status field. 

3 Select Closed.  
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4 Click the Save button.  

 

NOTE: The Amend Contract button and the Amendments Tab are no longer available and the 
data fields cannot be modified.   
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Change Contract Status from Active to FIRE - CLOSED Federal Contract 
Status:  
1 Follow steps 1- 4 in the Change Status from Pending to Active section. 

 

2 Amend the contract if required to lower the transaction limit(s) to the processed amount(s). After 
Amendment has been processed. Click on the Return to General Information hyperlink.  
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3 Select the Billing Plans link on the Lines tab.  
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4 Select the Bill Plan that needs to be placed on hold.  
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5 Select HOLD. The date that the contract will be placed ON HOLD displays. 

6 Click the Save button.  

7 Click on the General Information hyperlink at the top of the page then Click on the Lines tab.   
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8 Click on the Details Tab, under the Contract Lines section. 

 

 
9 Click on the Contract Terms hyperlink. 
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10 Remove the Rate Set from the Contract Terms 

11 Select Inactive for the Status. 

12 Click the Save button. 

13 Click on the General Information link at the top of the page.  
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14 Set the Contract Status to FIRE-CLOSED.  

15 Click the Save button.  
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FV ACCEPTED Federal Contract Status: 
When processing a modification that indicates that the Final Voucher has been paid take the 
following steps: 

1 Amend the contract if required to lower the transaction limit(s) to the processed amount(s)  

 

2 From the General tab. Click on Billing Plans link. 

 



 Project Accounting Job Aid 
Steps for Updating Federal Contract Status 

Page 14 of 32         Rev 02/16/2015 

 

 

3 Select the Bill Plan to be updated. Click the B101 link. 
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4 Update the Bill Plan Status to COMPLETED.  

5 Click the Save button. 

6 Click Return to Assign Billing Plan link.  
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7 Click on the Revenue Plan Link from the Lines tab.  

8 Select the Revenue Plan to be updated.  

 
9 Update the Revenue Plan Status to COMPLETED.  

10 Click the Save button. 

11 Click on the General Information Link at the top of the Page.  
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12 Click the Lines tab. 

13 Click on the Detail tab under the Contract Lines section of the page.  

14 Click on the Contract Terms hyperlink.  

 
15 On the Related Projects page, click the Correct History button at the bottom of the page.  
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16 Set the rate set Status to Inactive. 

17 Remove the Rate Set from the contract line.  

 

18 Delete the project Activity combination that was associated with the contract.  

19 Select the radio button beside project (Note the phase of the activities that are listed). 

20 Click the Delete Activities button.  
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21 The Delete Summary Activity displays. Select the radio button beside the phase of the participating 

activities that are to be deleted.  

22 Click the OK button at the bottom of the page.  
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23 When you save, the Contract Terms page displays.  

24 NOTE: If there are activities still associated to the contract, click the minus(-) sign beside each of 
these activies  

25 Click the OK button for message that displays. 

26 Click the Save button. 

27 Select the General Information Link at the top of the page.  
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28 Change the Contract Status to FV ACCEPTED. 

29 Click the Save button. 
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Change Contract Status to FV-Completed:  
30 Navigate using the following path: 

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

 
31 Enter the Contract number. 

32 Click the Search button. 
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33 The General Information page for the selected contract displays. 

34 When Fiscal completes a final voucher and submits it to Programming, click the magnifying glass and 
change the Contract Status to FV COMPLETED.  

35 Click the Save button. 
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WITHDRAWN Federal Contract Status: 
1 Navigate using the following path: 

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

 
2 Enter the Contract number. 

3 Click the Search button. 
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4 When FHWA specifies that a contract has been withdrawn amend and set transactions limits to zero.  

5 After the amendment has been processed, click the Return to General Information link.  
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6 Click the Billing Plans link. 

 

7 On the Assign Bill Plan page, click on the Bill Plan.  
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8 Select the Hold check box.  The date of the billing hold displays. 

9 Click the Save button. 

10 Click the General Information link at the top of the page. 
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11 Click the Lines tab.  

12 Click the Detail tab under the Contract Lines section of the page.   

 
13 Click the Contract Terms link. 
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14 Click the Correct History button at the bottom of the page. 

15 Set the rate Status to Inactive. 

16 Remove the Rate Set from the contract line. 

17 Delete the Project Activity combination that was associated with the contract.Select the indicator 
beside the project (note the phase of the activities that are listed). 

18 Click the Delete Activities button. 
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19 The Delete Summary Activity for xxxxxxxxx displays.  Select the indicator beside the phase of the 

participating activities that are to be deleted. 

20 Click the Ok button at the bottom of the page. 
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21 The Contract Terms Page displays. 

NOTE: If there are activities still associated to the contract, click the minus(-) sign beside each of 
these activies and click OK for message that appears. 

22 Click the Save button. 

23  Select the General Information Link at the top of the page.  
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24 Change the Contract Status to WITHDRAWN. 

25 Click the Save button. 
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