?,ACARDINAL'W Project Accounting Job Aid

Steps for Updating Federal Contract Status

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:

PENDING
ACTIVE
CLOSED

FIRE - CLOSED
FV ACCEPTED
FV COMPLETED
WITHDRAWN

Noahkwb-=

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WITHDRAWN: When FHWA specifies that a contract has been withdrawn, the contract status
will be set to withdrawn, the processing status will remain Active.
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?,-J.CARDINAL" Project Accounting Job Aid

Steps for Updating Federal Contract Status

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.

Fa\fovr'rtesfMain_Menu » Customer Contracts > Create and Amend > General Information

General Information

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

EE BLCLCIE ( Add a New Value

Maximum number of rows to return (up to 300); (300
Business Unit: = v [50100 @

Contract: | beains with +f|[5456001 |

Description: begins with » |
Sold To Customer: begins with | @,

Customer Name: begins with |+ |

Contract Status: begins with |+ | @,
Processing Status: = v | |
Contract Type: begins with | QJ
Contract Classification: | = - | | - |

Region Code: begins with |» | @,
Contract Administrator:| begins with |+ | @,
Master Contract #: begins with |+ | @,

[case Sensitive

| Search I Clear |Basic Search [&° Save Search Criteria

Find an Existing Value | Add a New Value

2 Enter the Contract number
3 Click the Search button.

4 The General Information contract header displays.
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SARDINAL Project Accounting Job Aid
Steps for Updating Federal Contract Status

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

General Lines

Contract Number: FM00259 Sold To Customer: FEDERAL HIGHWAY ADMINISTRATION
*Contract Status: PENDING LN
Add to My Contracts
Description: |”“1‘Pr“100259 Processing Status: Pending
Contract Admin: | N Amendment Status
Region Code: | Qh Business Unit: V& Dept of Transportation
Contract Type: |F @, Contract Classification: Standard
Currency Code: UsD Last Amended:
Exchange Rate Type: [crRRNT v|  startDate: 12/04/2012
Contract Signed: [12/04/2012 & End Date:
Last Update Date/Time: A2M12012 3:38:07FPM
Last Update User ID: KELLY .CONTRACT

¥ Other Information
¥ Summary of Amounts

GoTo: Billing Plans Revenue Plans Milestones Renewals Amount Allocation | More v|
Save | |G Returnto Search | =] Notify 54 Ada

General | Lines

5 This is a sample of a contract in the Pending status.

Favorites i Main Menu > Customer Contracts > Create and Amend > General Information
H - -

Lines Amendments

Contract Number: PIO0259 Sold To Customer: FEDERAL HIGHWAY AD ﬂNISTRATION
Amendment Number: 0000000000 *Contract Status: [reTive @, I
Amend Contract | | Add to My Contracts
Description: [im-Pr00259 Processing Status: Active
Contract Admin: | @ Amendment Status
Region Code: Business Unit: WA Dept of Transportation
Contract Type: F Contract Classification: Standard
Currency Code: usD Last Amended:
Exchange Rate Type: CRENT Start Date: 12/04/2012
Contract Signed: 12/04/2012 End Date:
Last Update Date/Time: 02/12/2013 10:52:054M
Last Update User ID: KELLY.CONTRACT

¥ Other Information

» Summary of Amounts

Go To: Billing Plans Revenue Plans Milestones Renewals | Mare v|

Save | @" Return to Search | |[=] MNotify | Eadd| Bl Updates

General | Lines | Amendments

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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ﬁCARDINAf Project Accounting Job Aid

Steps for Updating Federal Contract Status

Change Contract Status from Active to Closed:

1 Follow steps 1- 4 in the Change Status from Pending to Active section.

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

Lines Amendments

Contract Number: 0003164 Sold To Customer: FEDERAL HIGHWAY ADMINISTRATION
Amendment Number: 0000000000 *Contract Status: I CTIVE Q
Amend Contract Add to My Contracts
Description: [TEADDOS 164 Processing Status: Active
Contract Admin: | Q Amendment Status Complete
Region Code: Business Unit: VA Dept of Transportation
Contract Type: F Contract Classification: Standard
Currency Code: UsD Start Date: 08/17/2000
Exchange Rate Type: CRRNT End Date:
Contract Signed: 08/17/2000 Last Update Date/Time: 11182011 11:36:22AM
Last Update User ID: V_COMY_LOAD

» Other Information
» Summary of Amounts:

Go To Billing Plans Revenue Plans Milestones Renewals | Mare v|

. Save | @‘ Return to Search | .IEI Nntif_v. |:L Add | . lipdate/Disp ﬁ:.-.

General | Lines | Amendments

2 Select the magnifying glass beside the Contract Status field.
3 Select Closed.
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ﬁCARDINAf Project Accounting Job Aid

Steps for Updating Federal Contract Status

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

General Lines

Contract Number: 0005148 Sold To Customer: FEDERAL HIGHWAY ADMINISTRATION
Amendment Number: 0000000000 *Contract Status: [cLosen @,
Addto My Contracts
Description: TEADDOS 146 Processing Status: Closed
Contract Admin: @ Amendment Status
Region Code: Business Unit: WA Dept of Transportation
Contract Type: F Contract Classification: Standard
Currency Code: usoD Start Date: 014011901
Exchange Rate Type: CRRNT End Date:
Contract Signed: 01/01/1900 Last Update Date/Time: 02/19/2013 1:25:33PM
Last Update User ID: DEMETTA.COLES

» Other Information
» Summary of Amounts

Go To: Billing Plans Revenue Plans Milestones Renewals |ru10re v|

@‘ Return to Search | |[=] Notify | (Epadd| [F UpdateDisplay]

General | Lines

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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ﬁ\CARD'NA“ Project Accounting Job Aid

Steps for Updating Federal Contract Status

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.

Favortes ~ Main Menu > Customer Contracts > Create and Amend >  General Information
- -

[_,E’New Window ‘EJ Help |_.~/J Customize Page = http

Amendment Details

Contract: 0811274 Amendment Number: 0000000001 Amendment Completed On: 04/03/2012 5:21PM
Amendment Type: Contract Header Negotiated Amount: 0.00 I Amend Status: Complete I
Amendment Reason: Amend Header Info Cancelled Negotiated Amount: m
0.00
Process Date: 04/03/2012 Discount / Surcharge: 0.00
Allocation: Allocation Not Complete Cancelled Discount Amount:
Reference ID: User Ref #1: User Ref #2:
R T Customize | Find | View All | & | £
@ Statistics
Component Amend Ref #1 Label Fieldname Edit Type Old Value New Value
1 Contract Header Proposal Update $65,688,360.00 $65,688,359.00

Internal Notes

I Return to General Information I

|5} save | [2h Returnto Search || Notify

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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ﬁCARD'NA“ Project Accounting Job Aid
Steps for Updating Federal Contract Status

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

I_E New Window lE) Help M Customize Page
General r Lines 1 Amendments
B
Contract Number: 0811274 Sold To Customer: FEDERAL HIGHWAY ADMINISTRATION
Amendment Number: 0000000001 Contract Status: FIRE - CLOSED
| Amend Contract \

Contract Lines

Custamize | Eind | View Al | B First K1 1 of 1 I Las
Detail Amount Detail
—
Line Product Description Price Type  Start Date End Date Status
1|FEDERAL IMNHO811274 Rate 09/01/1997 [31 ‘ 31 Active
Go To: Billing Plans Revenue Plans Milestones Renewals | Mare b ‘

Return to General Information

5] save | [cb Return to Search  [[=] MNotify |

|[Elpadd| FEupdate/Display

General | Lines | Amendments

3 Select the Billing Plans link on the Lines tab.
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CARDINAL

Project Accounting Job Aid

Steps for Updating Federal Contract Status

Fav:lr'rtes i MainvMenu > Customeerontracts > Create an Amend > General Information
@Nemeduw L-?) Help L-J/Custumlze Pagd]
Assign Billing Plan
Contract: 0811274

IMNHO811274

Sold To Customer: FEDERAL HIGHWAY ADMINISTRATION

Contract Lines to be Assigned / Unassigned

Customize | | View Al First K 10f1 o Last
Amount Price Type Plan

Line Product Description

Billing Method Status

Rate As Incurred In Progress

[RE FEDERAL IMNHO811274

Ky

£ SelectAll [CJ] Clear Al

Plan to Assign / Unassign

Billing Plan: e &

Billing Plan Template: Qh
Billing Method: | 4 | Bill Plan Detail Template ID: Qh
Description: |
| Assign | Assign selected Lines/Sequences to Billing Plan | Unassign

\ Unassign selected Lines/Sequences from Billing
Plan
Return to General Information

u_a_?" Return to Search ‘ |@ Notify ‘

4 Select the Bill Plan that needs to be placed on hold.
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SARDINAL Project Accounting Job Aid
Steps for Updating Federal Contract Status

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

Billing Plan General [M=CLCIRINEE 0 0

2 New Windaw

Contract: 0001031 Bl Unit: 50100

Sold To Customer: 0000055002 FEDERAL HIGHWAY ADMINISTRATION  Bill To: 0000055002 FEDERAL HIGHWAY ADMINISTRATION
Billing Plan: B101 As Incurred - Rate Based Currency: UsD

Description: |As Incurred - Rate Based *Billing Status: |I_nProgress vl Cancel |
Billing Method: As Incurred Holdpa/12/2013

Customer Information Transaction Options

) Bill Currency: Contract Currency
Bl Unit: VA Dept of Transportation Retail Iio I =
_ ainage ns
*Bill To Customer: 0000055002 @, FEDERAL HIGHWAY Addr Num: 1@, =1 X X
a ADMINISTRATION Iltems previously held as Retainages

Bill To Contact il O Write-off @ Hold
e

Bill Type: FED QQ DPreApproved Billing Header Mote . B .

) _ ) Intemal Nates Minimum Bill Amount: 0.00
Bill Source: FED @ Direct Invoice Preview Summarization Template [ Final Bill

Summarization Template ID  [VDOT_FHWA @, VDOTFHWA

Purchase Order: |

Billing Default Overrides

Invoice Form: LANDSCAPE 2,

Cycle ID: FEDERAL @, View Customer Defaults

Bill By ID: PC_FEDERALQ, Project Federal

Payment Method: v|

Payment Terms: @,

Billing Inquiry: [ @,

Billing Specialist: Q
I Return to Assign Billing Plan |
I |[5] save |I||§f‘ Return to Search | |E=] Motify | B Add| [E=] Lipaa:eajlepla;.-:

Billing Plan General | Events | History

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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Project Accounting Job Aid
Steps for Updating Federal Contract Status

Favortes  Man Menu > Customer Contracts > Create and Amend > General Information
- -

& New Window Lf) Help L-f Customize Page

General Lines Amendments

Contract Number: 0811274 } Sold To Customer: FEDERAL HIGHWAY ADMINISTRATION
Amendment Number: 0000000001 Contract Status: FIRE - CLOSED

\ Amend Contract |

Contract Lines

Customize | Find | View Al |4 10f1 |} ] Last
General Detail Amount Detail
Line Product Description Price Type Start Date End Date Status
1 FEDERAL IMMNHO811274 Rate 09/01/1997 [3) | 3 Active
Go Te: Billing Plans Revenue Plans Milestones Renewals | More Iﬂ|

|5 save [oP Returnto Search |[=] Motify |

|EL Add \ \;; U|J:JatefD\3|JIay\

General | Lines | Amendments

8 Click on the Details Tab, under the Contract Lines section.

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

7 New
" General |BELCERN Amendments |
B
Contract Number: 0811274 Sold To Customer: FEDERAL HIGHWAY ADMIMNISTRATION
Amendment Number: 0000000001 Contract Status: FIRE - CLOSED
| Amnend Contract |

Customize | Find | *

| General " Amount Detail
|Line Product Billing Plan Plan Contract Terms A i Internal Notes  Ship to Customer Name
| il EEDERAL HIGHWAY
1 FEDERAL In Proaress In Proaress Contract Terms | Distribution Internal Motes ADMINISTRATION
GoTo: Billing Plans Revenue Plans Milestones Renewals More v

[5) save | Gt Return to Searen | ] oty |

Add | || Update/Dizplay|

General | Lines | Amendments

9 Click on the Contract Terms hyperlink.
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ﬁCARDINAf Project Accounting Job Aid

Steps for Updating Federal Contract Status

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

OBl Contract Amendments

=

Contract Humber: 0005158 Sold To Customer: FEDERAL HIGHWAY ADMINISTRATION
Amendment Humber: 0000000000 Contract Status: FIRE - CLOSED

Contract Line: 1 Price Type: Rate

Product: FEDERAL

Description: NHO00S158

| Amend Contract |

PC Business Unit: 50100 @ Transaction Limits Review Limits

Billing Limit: | Perform Limit Checking ]

Discount ID: Retainage ID:

[ Tiered Pricing Tiered Pricing
Associated Rates customize | Find | B First & 4 or 4 £ Last
Effective Date Status Rate Selection Rate Set
1022201z B [inactive v || [Rate set v P. Rate set =
Associated Projects & Activities Custnmizel First &I 1-25 of 29 A Last
*Project *Activity Description Description

O |ooooos4eBs (@, [s02 @, FOI0969101, PE101, PE102,N501 Activity ID Description =
O [ooooos4689 (@ [s05 @, FOI0969101, PE101, PE102,N501 Activity ID Description =
O [ooooos488s (@, [s08 @, FOI0969101, PE101, PE102N501 Activity 1D Description =
O [ooooos4889 (@, [s07 @, FOI0969101, PE101, PE102,N501 Activity ID Descriptien =
O |0000054—589 @, |508 @, FOIDE69101, PE101, PE102,N501 Activity ID Description El
O [ooooos4e8s (@, [s09 @, FOI0969101, PE101, PE102,N501 Activity ID Description =
O [ooooos4683 @ [B11 @, FOI0969101, PE101, PE102,N501 Activity ID Description =
| Create Project | | Create Activity | | All Activities || summary Activities | | Delete Activites |
Return to General Information

Save |I [&h Return to Search | =] Motify | | Refresh | |¢F-lipdate/Dizplay | |51 Inciude History | |7 correct History |

Related Projects | Contract Amendments

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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Project Accounting Job Aid

Steps for Updating Federal Contract Status

" Lines | Amendments |

Favorites | Main Menu > Customer Contracts > Create and Amend > General Information
- : - - -

|5) save |l Return to searcn | =] Notify |

General | Lines | Amendments

Go To: Billing Plans Revenue Plans

Last Update User ID:

Renewals

Contract Number: 0005158 Sold To Customer: FEDERAL HIGHWAY ADMINISTRATION
Amendment Number: 0000000000 *Contract Status: | [Fre-cLosED 2, |
| Amend Contract | | Add to My Contracts |

Description: [MHo00S 158 Processing Status: Active

Contract Admin: | Amendment Status Complete

Region Code: Business Unit: WA Dept of Transportation

Contract Type: F Contract Classification: Standard

Currency Code: UsD Start Date: 02/25/2000

Exchange Rate Type: CRRNT End Date:

Contract Signed: 02/256/2000 Last Update Date/Time: 06/13/2012 :01:14PM

DWAYME.EASTER

¥ Other Information
» Summary of Amounts

| More v|

8 An:l.d| |5 Li-,J:JaieJls-,Jla;.-]

14 Set the Contract Status to FIRE-CLOSED.

15 Click the Save button.
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ECARDINAL“ Project Accounting Job Aid

Steps for Updating Federal Contract Status

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)

Favorites Main Menu > Customer Contracts > Create and Amend > General Information
Contract Number: 0036011 Sold To Customer: FEDERAL HIGHWAY ADMINISTRATION
Amendment Number: 0000000002 *Contract Status: |FV ACCEFTED Q
Add to My Contracts
Description: STPOO36011 Processing Status: Closed
Contract Admin: OQ Amendment Status Complete
Region Code: Business Unit: W& Dept of Transportation
Contract Type: F Contract Classification: Standard
Currency Code: usoD Last Amended: 01/31/2012
Exchange Rate Type: CRRNT Start Date: 09/11/2001
Contract Signed: 09/11/2004 End Date:
Last Update Date/Time: 03/26/201212:31:11PM
Last Update User ID: SHAUMNTELL.COX
}» Other Information
» Summary of Amounts
Go To: Billing Plans Revenue Plans Milestones Renewals |More v|
5] save | [Gh Returnto Search | =] Notify | [Ekadd| [ Update/Display,|

2 From the General tab. Click on Billing Plans link.
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Steps for Updating Federal Contract Status

Favarites Main Menu > Customervtjontracts > Create anvd Amend > General Information
@Newwmdow @Help E{'CustomizeP

Assign Billing Plan

Contract: 0036011 STPOD36011
Sold To Customer: FEDERAL HIGHWAY ADMINISTRATION

Contract Lines to be Assigned | Unassigned Customize | | First 4] 10f1 }] Last

Line Product Description Amount Price Type Plan Billing Method Status

O FEDERAL STPOD36011 Rate B101 | AsIncurred

SelectAll [0 ClearAl

Bill Plan to Assign / Unassign
NEXT @, Billing Plan Template; Q,

Billing Plan:

Billing Method: | "| Bill Plan Detail Template |1D: Qh

Description: |

| Assign | sssign selected Lines/Sequences to Billing Plan | Unassign | Unassign selected Lines/Sequances from
Billing Flan

Return to General Information

[Et Return to Search | =] Notify |

3 Select the Bill Plan to be updated. Click the B101 link.
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Steps for Updating Federal Contract Status

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

EIMPEELNEEN T  Events | History |

@New‘.’\ﬁndow @Help CustnmizePage http

Contract: 0036011 BI Unit: 50100

Sold To Customer: 0000055002 FEDERAL HIGHWAY ADMINISTRATION  Bill To: 0000055002 FEDERAL HIGHWAY ADMINISTRATION
Billing Plan: B101 45 Incurred - Rate Based Currency: usD

Description: |—.S Incurred - Rate Based | *Billing Status: I Completed ‘I Cancel |

Billing Method: As Incurred

Customer Information
Bl Unit:
Addr Num: =

WA Dept of Transportation

FEDERAL HIGHWAY
ADMINISTRATION

*Bill To Customer:

Bill To Contact:

Billing Options

Bill Type: Pre Approved Billing Header MNote
. ) ) Internal Motes
Bill Source: FED Direct Invoice Preview Summarization Template

Summarization Template ID  [VDOT_FHWA VDOT FHWA

Purchase Order: |

Billing Default Overrides

Invoice Form:
Cycle ID: View Customer Defaults
Bill By ID: Project Federal
Payment Method:
Payment Terms:
Billing Inquiry:
Billing Specialist: [ ]
|

IReturnto Assign Billing Plan

Save '||||§:\ Return to Search | 7] Notify |

Transaction Options

Bill Currency: Contract Currency

Retainage Options

lterms previously held as Retainages

Bill Write-off Hold

Tolerance Options

Minimum Bill Amount:

Final Bill

[EM Add] [ElUpdate/is)

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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ﬁCARD'NA" Project Accounting Job Aid
Steps for Updating Federal Contract Status

Favortes = Main Menu » Customer Contracts > Create and Amend > General Information
@ New Window lE’) Help M Custorm|
Assign Revenue Plan
Contract: 0036011 STPO036011
Sold To Customer: FEDERAL HIGHWAY ADMINISTRATION
Contract Lines to be Assigned / Unassigned Customize | Find | View A First [ 4] 1o0f1 ] Last
Line Product Description Amount .;P_;:f: Plan Revenue Method Status
Ll 1|FEDERAL STP0038011 Rate R101  As Incurred Completed
[#selectal  [Cliclear Al
Revenue Plan: NEXT ‘35 Revenue Plan Template: '%
Revenue Method: | b |
Description: |
| Assign | Assign selected contract lines to Revenue Plan ‘ Unassign | Unassign selected contract lines from Revenue
Plan
Return to General Information
|@" Return to Search | ‘E] Motify ‘
7 Click on the Revenue Plan Link from the Lines tab.
8 Select the Revenue Plan to be updated.
Favortes = Main Menu > Customer Contracts > Create and Amend >| General Information I
@ New Window lE’) Help [_-J/ Customiz
Revenue Plan
Contract: 0038011 Business Unit: 50100 Currency: usD
Sold To Customer: 0000055002 FEDERAL HIGHWAY ADMINISTRATIONGL Business Unit: 50100
Revenue Plan: R101 GL Currency: usD
Description: I’&‘S Incurred - Rate Based *Plan Status: I Completed I
Recognition Method: As Incurred

Define Events By
Add Milestone

Event Detail

Customize | Find | View All | & First & 1 of 1 13 Last
Event Event Type *Event Status Accounting Date
1 Date ~ | |Pending v [05/1412012 [ EventNote

Return to Assign Revenue Plan

IH%!] Save ‘I“E\?" Return to Search| |E Motify |

|D Add | |FEUpdete/Display

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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ﬁCARDINAf Project Accounting Job Aid

Steps for Updating Federal Contract Status

Favortes = Main Menu > Customer Contracts » Create and Amend > General Information
- - - -
[.,E New Window (2) Help [‘_ﬁj Customize Page j h

General Lines

=
Contract Number: 0036011 Sold To Customer: FEDERAL HIGHWAY ADMINISTRATION

Amendment Number: 0000000002 Contract Status: FV ACCEPTED

Customize | Find | View All | L

Contract Lines

—
General Detail Amount Detail
Line Product Billing Plan Revenue Plan Contract Terms  Accounting :r;f;:al Ship to Customer Name
1 FEDERAL Completed Completed Distribution intemal Notes  EECEREL HCHWAY
Go To: Billing Plans Revenue Plans Milestones Renewals WMore b
|_|=ﬂ Save @f‘ Return to Search -E] Notify |:‘.. Add 22 pdate/Display
General | Lines
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.
Return to General Information
|_|=ﬂ Save M ReturntoSearch = Notify &% Refresh Filipdate/Display _,';j Include History D Correct History

Related Projects | Contract Amendments

15 On the Related Projects page, click the Correct History button at the bottom of the page.
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Favorites
-

Related Projects

MainvMenu > Customer Contracts » Create and Amend > General Information
- -

@Nelendow ‘-_'},JHeIp MJCustoml

Contract Number: 0036011 Sold To Customer: FEDERAL HIGHWAY ADMINISTRATION
Amendment Number: 0000000002 Contract Status: FV ACCEPTED

Contract Line: 1 Price Type: Rate

Product: FEDERAL

Description: STP0036011

PC Business Unit: 50100 Transaction Limits Review Limits

Billing Limit: Rerfermilimit:Ghecking

Discount ID: Retainage ID:

Tiered Pricing Tiered Pricing

Associated Rates First Bl 1 of 1 L4 a5t

Customize | Find | [

Effective Datea Status Rate Selection Rate Set
| 1
1[09/11/2001 5 Linactive v | [Rate set ~ | (€8

16 Set the rate set Status to Inactive.

17 Remove the Rate Set from the contract line.

Favgr'rtes Ma\nvMenu » CustomeerontraCts » Create arE:I Amend » General Information
O |ooooo7e248 @, [617 @, EN05969138P101.C501 Activity ID Description ] =]
O |ooooo7e248 @, e @, EN05969138P101.C501 Activity ID Description ] =]
O |ooooo7e248 @, 619 @, EN05969138P101.C501 Activity ID Description ] =]
O |ooooo78248 @, [g21 @, EN05969138P101.C501 Activity ID Description ] =]
O |ooooo7e248 @, [p22 @, EN05969138P101.C501 Activity ID Description ] =]
O |ooooo78248 @, [p2a @, EN05969138P101.C501 Activity ID Description (] =]
O |ooooo7e248 @, 624 @, EN05969138P101.C501 Activity ID Description (] =]
O |ooooo7e248 @, g2 @, EN05969138P101.C501 Activity ID Description (] =]
O |ooooo7e248 @, 628 @, EN05969138P101.C501 Activity ID Description (] =]
O |ooooo7e248 @, [g27 @, EN05969138P101.C501 Activity ID Description (] =]
O |ooooo7e248 @, 620 @, EN05969138P101.C501 Activity ID Description (] =]
O |ooooo78248 @, [630 @, EN05969138P101.C501 Activity ID Description (] =]
|00000T8248 @ g3 @, EN05969138P101.C501 Coniract Const Regular +] (=]
Create Project Create Activity All Activities Summary Activities I Delete Activites I

[5] save | [ah Returnto Search| =7 Notify | &% Refresh 7| Update/isplay| & Include History | |7 Copectifision
Related Projects | Contract Amendments

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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Favorites
-

Select

O

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

Project Activities

WBS ID

Delete Summary Activity for 0000078248

Activity Name

1 B Preliminary Engineering Phase

14 [ PE Participating

PE/Constr - Constr on PE Job
Advanced R/W Prior to Acq.
R/W Stakeout for Cond. and App
Const. Stakeout Prior to Award
P_E. Educational Courses
Preliminary Surveys

Preliminary Studies

Location Surveys

Soil Surveys

Foundation Investigations

Activ ity
9101
9161
602
608
607
608
609
611
612
613
614

615

Activity Type

9101

9101

9101

9101

9101

9101

9101

9101

9101

9101

9101

9101

Customize | Find | View 100 | L3

2 New Window | :’,J Help

Processing

|_./’ Customize Page FE| http

f First 0 125 0 209 I L ast

Status Start Date End Date

Inactive 09/20/2006 12/31/2008 ]l
Inactive 09/20/2006 12/31/2008

Inactive 09r20/2008 12/31/2008

Inactive 09r20/2006 12/31/2008

Inactive 09r20/2006 12/31/2008

Inactive 09/20/2006 12/31/2008

Inactive 09/20/2006 12/31/2008

Inactive 09/20/2006 12/31/2008

Inactive 09r20/2006 12/31/2008 | |
Inactive 09r20/2008 12/31/2008

Inactive 09r20/2006 12/31/2008

Inactive 09r20/2006 12/31/2008

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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ﬁCARDINAf Project Accounting Job Aid

Steps for Updating Federal Contract Status
Favuvrltes | Mavaenu > Custumeeruntracts > Create arld Amend > I General Infurmatlunl

Contract Line: 1 Price Type: Rate
Product: FEDERAL
Description: STPO036011
PC Business Unit: 50100 Transaction Limits Review Limits
Billing Limit: Rerfarm Limit:Ghecking
Discount ID: Retainage ID:
Tiered Pricing Tiered Pricing
Associated Rates Customize | Find | H First &R 1 of 1 L4l | ast
Effective Date 4 Status Rate Selection Rate Set
1[09/11/2001 B [ Inactive ~| [Rate set v | @
Associated Projects & Activities Customize | B B or1 D o
*Project *Activ ity
[C] Q] o] =
Greate:RPraject GCreateActivity AllActivities SummarnyActivities: Delete Activites

Return to General Information

[ﬁ"_] Save @f‘ Return to Search| =] Notify % Refrash #lldpdate/Display E Include History D Correct History

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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Favortes
-

General Lines

Ma|nvMenu » Customer Contracts
-

> Create and Amend > General Information
-

@Nemedow lE)He\p l_-J/CustcrmzePage

Go To:

Billing Plans

Revenue Plans

General l | ines

|['I§'l] Save | |Eﬂ" Return to Search =7 Notify |

Milestones

Last Update Date/Time:
Last Update User ID:

Renewals

Contract Number: 0038011 Sold To Customer: EEDERAL HIGHWAY ADMINISTRA iiN
Amendment Number: 0000000002 “Contract Status: IFV ACCEPTED )
| Add to My Contracts |
Description: STP0O036011 Processing Status: Closed
Contract Admin: | I"}b Amendment Status Complete
Region Code: Business Unit: VA Dept of Transportation
Contract Type: F Contract Classification: Standard
Currency Code: UsD Last Amended: 01/31/2012
Exchange Rate Type: CRRNT Start Date: 09/11/2001
Contract Signed: 09/11/2001 End Date:

03/26/2012 12:31:11PM
SHAUNTELL.COX

» Other Information
» Summary of Amounts

‘ More ~ |

|Q Add:| |FUpdate/Display

28 Change the Contract Status to FV ACCEPTED.
29 Click the Save button.
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Steps for Updating Federal Contract Status

Change Contract Status to FV-Completed:
30 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

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

Find an Existing Value Add a New Value

Maxirmum number of rows to return (up to 300); |300

Business Unit: = v [50100 @,
Contract: [beains with wflo00s147 |
Description: begins with |

Sold To Customer: begins with |+ | @,
Customer Name: begins with |+ |

Contract Status: begins with |+ | @,
Processing Status: | = vl | v|
Contract Type: begins with |» | @,
Contract Classification: | = v | v
Region Code: begins with |+ | @
Contract Administrator:| begins with s | @,

Master Contract #: begins with |» | @

[Jcase Sensitive

Search | Glear |BasicSearch [GF Save Search Criteria

Find an Existing Value | Add a New Value

31 Enter the Contract number.
32 Click the Search button.
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SN Lines | Amendments |

Favorites = Main Menu > Customer Contracts > Createand Amend > General Information

Go To: Billing Plans

Revenue Plans

General | Lines | Amendments

=] save || [Gh Returnto Search | =] mofity |

Last Update User ID:

Renewals

Contract Number: 0005147 Sold To Customer: FEDERAL HIGHWAY ADMINISTRATION

Amendment Number: 0000000000 *Contract Status: | Fv compLETED a
Amend Contract Add to My Contracts

Description: STPO00S 147 Processing Status: Active

Contract Admin: | Amendment Status Complete

Region Code: Business Unit: WA Dept of Transportation

Contract Type: F Contract Classification: Standard

Currency Code: usD Start Date: 01/01/1901

Exchange Rate Type: CRRNT End Date:

Contract Signed: 010141900 Last Update Date/Time: 11A512011 11:36:19AM

V_CONV_LDAD

¥ Other Information
¥ Summary of Amounts

[ More

¥

Eleadd| [ UpdateDisplay|

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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Steps for Updating Federal Contract Status

WITHDRAWN Federal Contract Status:

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

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

Find an Existing Value Add a New Value

Maxirmum number of rows to return (up to 300); |300

Business Unit: = v [50100 @,
Contract: [beains with wflo00s147 |
Description: begins with |

Sold To Customer: begins with |+ | @,
Customer Name: begins with |+ |

Contract Status: begins with |+ | @,
Processing Status: | = vl | v|
Contract Type: begins with |» | @,
Contract Classification: | = v | v
Region Code: begins with |+ | @
Contract Administrator:| begins with s | @,

Master Contract #: begins with |» | @

[Jcase Sensitive

Search | Glear |BasicSearch [GF Save Search Criteria

Find an Existing Value | Add a New Value

2 Enter the Contract number.
3 Click the Search button.
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Favorites  Main Menu > Customer Contracts > Create and Amend > General Information
- -

LE New Window ‘-E’) Help [_I/ Customize Page u-j http

Amendment Details

Contract: 5121143 Amendment Number: 0000000001 Amendment Completed On: 04/26/2012 2:58PM

Amendment Type: Transaction Limit Negotiated Amount: 0.00 I Amend Status: Complete I

Amendment Reason: Remove Trans. Limit Cancelled Negotiated Amount: m
0.00
Process Date: 04/24/2012 Discount/ Surcharge: 000
Allocation: Allocation Not Complete Cancelled Discount Amount:
Reference ID: User Ref #1: User Ref #2:
Amendment Components Customize | Find | View All |
Statistics
Component Amend Ref #1 Label Fieldname Edit Type 0ld Value New Value
1 Contract Header Proposal Update $16,000.00 0.00
2 Limit ID L56E Amount Update 16000 0

Internal Notes

Return to General Information I

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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Fav:lrrces Maln'Menu > Custormer Contracts » Create and Amend > General Information
v hd

@ New Window @ Help L'J/ Customize Page
General Lines Amendments

Contract Number: 5121143 Sold To Customer: FEDERAL HIGHWAY ADMINISTRATION
Amendment Number: 0000000001 Contract Status: WITHDRAWN
\ Amend Contract |

Contract Lines

it
Customize | Find | View Al | &l | 2 First K 1 of1 )| Last

General Detail Amount Detail
Line  Product Description Price Type  Start Date End Date Status
1| FEDERAL SPR-S121143 Rate 08/31/2011 [34) | [ Active
Go To: Billing Plans Revenue Plans Milestones Renewals ‘ More b |
|5 save [t Returnto Search| || Notify | |Ekadd:| |FEpdatemispiey|

General | Lines | Amendments

6 Click the Billing Plans link.

Favorites | Main Menu » Customer Contracts > Create and Amend > General Information
- : - - -

Assign Billing Plan

Contract: 5121143 SPR-53121143
Sold To Customer: FEDERAL HIGHWAY ADMINISTRATION

Contract Lines to be Assigned | Unassigned customize | | View A1 B | et K g o g I Laet
Line Product Description Amount Price Type Plan Billing Method Status
O FEDERAL SPR-5121143 Rate 101 pAs Incurred Ready

SelectAll [0 ClearAll
Bill Plan to Assign | Unassign

Billing Plan: Q& Billing Plan Template: %
Billing Method: | b | Bill Plan Detail Template 1D: %
Description: |
| Assign | Assign selected Lines/Sequences to Billing Plan | Unassign | Unassign selected Lines/Sequences from
Billing Plan

Return to General Information

[ Return to Search | =] Notify |

7 On the Assign Bill Plan page, click on the Bill Plan.
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Favorites - Main Menu > Customer Confracts > Create and Amend >I General Information I
ENMBIEEL UG C M Events || History |

7 New Window

FEDERAL HIGHWAY ADMINISTRATION

Return to Assign Billing Plan

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

Billing Plan General | Events | History

0.00

Contract: 5121143 Bl Unit: 50100
Sold To Customer: 0000055002 FEDERAL HIGHWAY ADMINISTRATION Bill To: 0000055002
Billing Plan: B101 As Incurred - Rate Based Currency: UsSD
Description: |}°‘5 Incurred - Rate Based *Billing Status: Ready R
Billing Method: As Incurred Holdg /2412012
Customer Information Transaction Options
) Bill C : Contract Currency
Bl Unit: 0101 VA Dept of Transportation " rrenc fio ; =
etainage Options
*Bill To Customer: 0000055002 @, FEDERAL HIGHWAY Addr Num: 1@, = X X
% ADMINISTRATION Iltems previously held as Retainages
Bill To Contact: Osil O Write-off @ Hold
MR Tolerance Options
Bill Type: FED @, [IPre Approved Billing Header Mote o ; .
) a _ ) Internal Notes Minimum Bill Amount:
Bill Source: FED Direct Invoice Preview Summarization Template [JFinal Bill
Summarization Template ID  [VDOT_FHWA @, yDOT FHWA
Purchase Order: |
Billing Default Overrides
Invoice Form: LANDSCAPE @,
Cycle ID: FEDERAL @, View Customer Defaults
Bill By ID: PC_FEDERAL®, Project Federal
Payment Method: A |
Payment Terms: Q
Billing Inquiry: | @,
Billing Specialist: @

S Add | | Update/Dizplay
[Ev Agd| | E |

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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Favarites Main Menu > Customer Contracts > Create anvd Amend > General Information
- General Lines W Amendments |
=
Contract Number: 5121143 Sold To Customer: FEDERAL HIGHWAY ADMINISTRATION
Amendment Number: 0000000001 Contract Status: WITHDRAWN
| Amend Contract |
Contract Lines Customize | Find | View A1 B [ 3 First B g0 O Last
@ Detail || Amount Detail |
Line Product Description Price Type  Start Date End Date Status
1 FEDERAL [sPR-5121142 Rate oer31/2011 B | [E | Active
Go To: Billing Plans Revenue Plans Milestones Renewals | More V|
|[5] save | |2+ Return to Search | =] Notify | B Aﬁdl | tipdateDizpiay |
General | Lines | Amendments
11 Click the Lines tab.
12 Click the Detail tab under the Contract Lines section of the page.
Favorites Main Menu > Customeerontracts > Create anvd Amend > General Information
7 New \
" General |QRELCERN Amendments
=
Contract Number: 5121143 Sold To Customer: FEDERAL HIGHWAY ADMINISTRATION
Amendment Number: 0000000001 Contract Status: WITHDRAWN

| Amend Contract |

Contract Lines
| General |[E0NN Amount Detail |

Customize | Find | View A First K1 4 of 4 1 | ast

|Line  Product Billing Plan Plan

Contract Terms A i Internal Hotes Ship to Customer Name
1 FEDERAL Ready Ready Contract Terms | Distribution Internal Notes ;%ﬁﬁg%g{%ﬁw
Go To: Billing Plans Revenue Plans Milestones Renewals [Hore o

|5l save | |Eh Returntosearch | [= notify | [Bhndd| [Fundatcmispy|

General | Lines | Amendments

13 Click the Contract Terms link.
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Favorites = Main Menu > Customer Contracts > Create and Amend > General Information

Related Projects Confract Amendments

L:Eh

=

Contract Humber: 5121143 Sold To Customer: FEDERAL HIGHWAY ADMINISTRATION
Amendment Number: 0000000001 Contract Status: WITHDRAWM

Contract Line: 1 Price Type: Rate

Product: FEDERAL

Description: SPR-5121143

Amend Contract

PC Business Unit: 50100 @ Transaction Limits Review Limits

Billing Limit: Perform Limit Checking '

Discount ID: Retainage ID:

[ Tiered Pricing Tiered Pricing
Associated Rates Customize | Find | B First £ g 014 I Last
Effective Date Status Rate Selection Rate Set
1/[08/31/2011 E Ilnacﬁve v IlRate Set | | k Rate Set | =
Associated Projects & Activities customize | B First £ 125 o728 DN Last
*Project *Activity Description Description

@ [o000000022 @, [s02 @, 0028053104 Activity ID Description [+ [=]
¢ [oo00000022 @, |60 @, 0028053104 Activity ID Description [+ [=]
¢ [oooooooo22 @, [s07 @, 0028053104 Activity ID Description [+ =
O [oooooooo22 @, [s08 @, 0028053104 Activity ID Description [+ [=]
O [ooooooo022 @, [s09 @, 0028053104 Activity ID Description [+ [=]
O [oo0o000022 @ |51 @, 0028053104 Activity ID Description [+ [=]
¢ [oooooooo22 @, |12 @, 0028053104 Activity ID Description [+ =
O [ooooooooz2 @, |12 @, 0028053104 Activity ID Description [+ [=]
O [oooooooo22 @, |14 @, 0028053104 Activity ID Description [+ [=]
O [oooo000022 @, [615 @, 0028053104 Activity ID Description [+ [=]
0000000022 Q687 @, 0028053104 Activity ID Description 4] [=]
' Create Praject | | Create Activity | | All Activities || summar Activities I Delete Activites I
[5] save | [Gh Returnto Search | =] Notify | [ Refresh | 5] Updatemisplay | | & Include History || (57 corect Histon |

Related Projects | Contract Amendments

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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Favorites Main Menu > CustnmeerDntmcts s Create anvd Amend > General Information
0 Mew wind
Delete Summary Activity for 0000000022
Project Activities Customize | Find | view 100 | B | 3 First 1 125 or 203 I Last
Select WBSID Activity Name Activity Activity Type :{a"t'f;“i”g Start Date End Date

O 1 I preliminary Engineering Phase 9101 9101 Inactive 06/30/1995 071312001 &)

11 Bl pe Participating 9161 9101 Inactive 06/30/1995 0713112001

111 PE/Constr- Constr on PE Job 602 9101 Inactive 06/30/1995 07/31/2001

112 Advanced R Priorto Acq 606 9101 Inactive 06/30/1995 07/31/2001

113 RAW Stakeout for Cond. and App 607 9101 Inactive 06/30/1995 07/31/2001

114 Const Stakeout Prior to Award 608 9101 Inactive 06/3011995 0713172001

115 P E. Educational Courses G09 9101 Inactive 06/30/1995 07/31/2001

1.1.6 Preliminary Surveys 611 9101 Inactive 06/30/1995 07/31/2001
117 Preliminary Studies 612 9101 Inactive 06/30/1995 07/31/2001 L

118 Location Surveys 613 9101 Inactive 06/30/1995 07/31/2001

1.1.9 Soil Surveys 614 9101 Inactive 06/30/1995 0713112001

1.1.10 Foundation Investigations 615 9101 Inactive 06/30/1995 07/31/2001

1111 Road Plans 616 9101 Inactive 06/30/1995 07/31/2001

1112 Structure Plans 617 9101 Inactive 06/30/1995 07/31/2001
1113 Sign And Signal Plans 618 9101 Inactive 06/30/1995 07/31/2001 3

oK Cancel Refresh

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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Favortes Main Menu > Customer Contracts > Create and Amend > |General Information
LB EIERER | Contract Amendments

IEEI%I
Contract Humber: 5121143 Sold To Customer: FEDERAL HIGHWAY ADMINISTRATION
Amendment Number: 0000000001 Contract Status: WITHDRAWN
Contract Line: 1 Price Type: Rate
Product: FEDERAL
Description: SPR-3121143
Amend Contract
PC Business Unit: 50100 @, Transaction Limits Review Limits
Billing Limit: | Perfarm Limit Checking
Discount ID: Retainage ID:
[ Tiered Pricing Tiered Pricing
Associated Rates customize | Find | B First K1 g 0r 1 I (ast
Effective Date Status Rate Selection Rate Set
108312011 E [Inactive v| [Rate Set v | @, Rate et H| =
Associated Projects & Activities customize [ B First £ 011 O [ost
“Project *Activity
o) Q| @, # =
' Create Project | | Create Activity | | All Activities || SummaryActvities || Delete Activites
=] save || [Eh Returnto Search | [=] Notify | [ Refresh | 7] Updateisplay | | 5 mclude History | (77 Comect Histon |

Related Projects | Contract Amendments

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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Favorites Main Menu > Customer Contracts

" Lines | Amendments

> Create anvd Amend > General Information

Go To: Billing Plans

[5) save | [G* Return to Search | (=] Notify |

General | Lines | Amendments

Revenue Plans Milestones

Last Update User ID:

Renewals

Contract Number: 5121143 Sold To Customer: FEDERAL HIGHWAY ADMIMISTRATION
Amendment Number: 0000000001 *Contract Status: [wTHORAWN @,
[ Amend Contract | [ Add to My Contracts |
Description: |SPR‘S121143 Processing Status: Active
Contract Admin: | @, Amendment Status Complete
Region Code: Business Unit: WA Dept of Transportation
Contract Type: F Contract Classification: Standard
Currency Code: usD Last Amended: 042612012
Exchange Rate Type: CRRNT Start Date: 08/31/2011
Contract Signed: 08/31/2011 End Date:
Last Update Date/Time: 04/26/2012 2:58:47PM

PPS_CORMELIARYAN

¥ Other Information
} Summary of Amounts

|I'u10re

|

=% Am| |l Uipdate/Dizplay |

24 Change the Contract Status to WITHDRAWN.

25 Click the Save button.
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