//Cardinal Project Accounting Job Aid
V4

501 PA354: Amending Non-Federal Customer Contracts

Amending Non-Federal Customer Contracts Overview

Once a Contract is set to Active, most changes have to be made using amendments. The amendment
process is required to update fields on the contract header, add additional contract lines, adjust contract
amounts, update prepaid balance, etc.

This job aid provides basic steps for processing the following amendments:
. Contract Header

° Contract Terms

. Increase/Decrease Prepaid Amount

. Increase/Decrease Amount Based Contract
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Amend Contract Header
1. Navigate to the General Information page using the following path:

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

Favorites = | Main Menu + » Customer Confracts » = 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

Search Criteria

Business Unit[= | 50100 Q
Contract| begins with w 0000001992 I

Description| begins with s

Sold To Custnmer

Customer Name|begins with v|

Contract Status[begins with |

Processing Status|= v

Contract T\,rpe
Contract Classification|= v |
Region Code

Contract Administrator| begins with |
Master Contract #

Ol case Sensitive
Limit the number of results to (up to 300): |300

LL L L L L

I Search I' Clear | Basic Search & save Search Criteria

Find an Existing Value | Add a Naw Value

The General Information search page displays.
The Business Unit defaults for your agency. Do not change it.

Enter the Contract number that needs to be amended in the Contract field.

o~ W DN

Click the Search button.
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Favoriles » ‘ Main Menu + > Customer Conracts » > Create and Amend » > General Information

Related Cantent w | New Window | Help | Personalize

| General ‘| Lines || Amendments

Contract Number 0000001892 Sold To Customer PIEDMONT CONCRETE CONTRACTCORS INC.
Amendment Number 0000000000 *Contract Status \CTIVE x|Q
| Amend Contract || | Add to My Contracts |
Description Local - Non Federal Processing Status Active
Contract Admin Q Amendment Status Complete
Region Code Business Unit VA Dept of Transportation
Contract Type L Contract Classification Standard

Currency Code USD Start Date 08/15/2019

Exchange Rate Type CRRNT End Date
Contract Signed D&15/2019 Last Update Date/Time 08/15/2019 11:32:53AM
Last Update User ID SHELLY PRYOR
Contract Role

Separate Fixed Billing and Revenue:
Revenue Profile Separate As Incurred Billing and Revenue:
Use Project ChartFields: &1

) Other Information

) Summary of Amounts (2

Billing Plans Revenue Plans Wilestonas Renewals Supplemental Data GoTo |MUIe V\

|Elsave ||Eh Retumto Search ||[] Notify | |2 Agd |[A Updatel

General | Lines | Amendments

6. The General tab displays.
7. Click the Amend Contract button.
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Favorites v ‘ Main Menu v > Customer Contracts v > Createand Amend v > General Information
Geperal ‘ Lines I Amendmentsl
=
Contract Number 0000001992 Sold To Customer PIEDMONT CONCRETE CONTRACTORS INC.
Pending Amendment 0000000001 Contract Status ACTIVE
i View Current
Amendments Personalize | Find | View All | | First (4’ 1-20f2 '»/ Last

General ‘\ QfatiéiJés E!iling Amended Amounts ‘éevenue Amended Amounts HM\SC

Amendment

General | Lines | Amendments

Amendment Amendment Type Reason Process Date Status Detail Notes

0000000000 0811572019 Complete Detail Notes

0000000001 [Contract Header v| [Amend Header Info M 08202019 |[5] JPending Detail Notes

Billing Plans Revenue Plans Milestones Renewals Amount Allocation Supplemental Data Go To |More v
[Fsave [Jch Retumto Search | [[=] Notify | 4 Add

Related Content v | New Window | Help | Persona

¥] Update/Display

8. The Amendments page displays.
Use this page to enter initial details when you first begin an amendment. You can also view a list of
all amendments made to a contract and navigate to the details of those amendments.

9. Click the Amendment Type drop-down.

10. Select Contract Header.

11. Click the Reason drop-down menu.

12. Select Amend Header Info option.

13. Click the Save button.

14. Click the General tab.
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Favorites | Main Menu > Customer Coniracts » > Createand Amend » > General Information

Related Content v | New Window | Help | Personalize Page | &

General || Lines || Amendments

Contract Number 0000001992

Pending Amendment 0000000004

Sold To Customer PIEDMONT GONCRETE CONTRACTORS INC.
*Contract Status ACTIVE a

View Current

Description |Local - Non Federal |

Contract Admin | a
Region Code | Q,
Confract Type L E
Currency Code USD
Exchange Rate Type CRRNT
Contract Signed [08/15/2019 IEx]
Contract Role| [le%
Revenue Profile | a
Use Project ChartFields: ¥
» Other Information
) Summary of Amounts (2]
Billing Plans Revenue Plans Milestones Renewals

|Flsave | it Retumto Search | [=] Notify |

General | Lines | Amendments

\ Add to My Contracts

Look Up Contract Type

SetlD

Contract Type

50100

| LookUp || Clear || Cancel | BasicLookup

Search Results
View 100 First ‘4 1707 (M) Last
Contract Type

—
Aef-om>

Help

V]

| Update/Display

15. For the scenario, we will change the Contract Type.

16. Click the Contract Type lookup button.
17. Select the desired option. In this scenario, select O.
Rev 8/22/2019
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General || Linesl Amendments I

Contract Number 0000001992

Pending Amendment 0000000001

Favorites ‘ Main Menu ~ > Customer Coniracis ~

H

Create and Amend ~ >  General Information

Related Content v | New Window | Help | Person

Sold To Customer PIEDMONT CONCRETE CONTRACTCRS INC.
*Contract Status ACTIVE ®|Q

View Current

Description |Local - Non Federal

[ Add to My Contracts |

Processing Status Active

. |
Contract Jeu:“""”'| Q Amendment Status Pending
N ]
Region Code | Q Business Unit WA Dept of Transportation
Contract Type [0 la, Contract Classification Standard
Currency Code USD Start Date 081512012
Exchange Rate Type CRRNT End Date
Contract Signed 02/15/2018 [ Last Update Date/Time 02/20/2019 2:32:47PM
Contract Role| ;Q Last Update User ID SHELLY.PRYOR
. Separate Fixed Billing and Revenue: ||
Revenue Profile| Q' separate As Incurred Billing and Revenue: ||
Use Project ChartFields: ¥
} Other Information
) Summary of Amounts (7
Billing Plans Revenue Plans IMilestones Renewals Amount Allocation Supplemental Data GoTo |Mm’e v|
|E* Returnto Search | [[=] Notity | |[E Add || Update/Display
General | Lines | Amendments
18. Click the Save button.
19. Click the Amendments tab.

| General | Lines || Amendments

Contract Number 0000001992
Pending Amendment 0000000001

Favorites » ‘ Main Menu = > Customer Confracts »

*

Create and Amend » >  General Information

Sold To Customer PIEDMCNT CONCRETE CONTRACTORS INC.

Related Content = | New Window | Help | Person

Contract Status ACTIVE

\ View Current |

Amendments

Persona]izelFinal\f\ewAIII@I@ First '4/ 1-20f2 ‘2 Last

Reason

General || Statistics H Billing Amended Amounts || Revenue Amended Amounts H Misc |

Amendment

v| [Amend Haader Info

Amendment Amendment Type
0000000000

0000000004 Contract Header
Billing Plans Revenue Plans

|Flsave |2 Retum to Search

(<] Notify |

General | Lines | Amendments

Milestones

Renewals

Process Date Status Detail Notes
081152019 Complete Detail Nofes
| 08202019 [ Pending Notes
Amount Allocation Supplemental Data GoTo [More v

|Ek Add || B UpdatelDisplay

20. Click the Detail link next to the Pending amendment.
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Favorites v | Main Menu ~ >

Amendment Details

Contract 000000199

Sold To Customer 0000000001

Total Billing Adjustment |0.00
Fixed Billing Adjustment 0.00

Fixed Billing Allocation Incomplete
Additional Amendment Details

Reference 1D

Amendment Components

General || Siatistics

Component
1 Contract Header

Amendment Amount Allocation

Return to General Information

Customer Confracts ~ >

Amendment Type | Contract Header e
Amendment Reason | Amend Header Info hd

Amend Ref #1

Create and Amend ~ >  General Information

2 Amendment Number 0000000001

*Process Date 022000019 [
*Amendment Status R |

Total Revenue Adjustment 0.00
Fixed Revenue Adjustment 0.00

Fixed Revenue Allocation Incomplete

User Ref#1
User Ref #2
Personalize | Find | View All | EJ | E First ‘4 10of1 ‘& Last
Label Fieldname Edit Type 0Old Value New Value
Type Update L (o]

Internal Notes

|Z]save ||[@r Returnto Search | |[=] Notify

21.
22.

Click the Amend Status
Select the Ready option.

drop-down menu.

Favorites v ‘ Main Menu ~ 5

Amendment Details

Customer Confracts » >

Create and Amend ~ > General Information

Contract

Sold To Customer

Amendment Type

Amendment Reason

Total Billing Adjustment
Fixed Billing Adjustment
Fixed Billing Allocation

Reference ID

Amendment Components
General || Statistics |

Component

1 Contract Header

Return fo General Information

0000001992

0000000001

Contract Header

Amend Header Info

0.00
0.00

Incomplete

) Additional Amendment Details

Amend Ref #1

[[flsave ||[&" Return to Search

| (=] Natify |

Amendment Number 0000000001

Process Date 08/20/201%
*Amendment Status

I | Process Amendment I

Total Revenue Adjustment 0.00
Fixed Revenue Adjustment 0.00

Fixed Revenue Allocation Incomplete

User Ref#1

User Ref #2

Personalize | Find | View Al | 2| = First 4/ 10f1 &/ Last

Label Fieldname Edit Type Old Value New Value

Type Update L (o]

Internal Notes

23.
24.

Rev 8/22/2019

The Process Amendment button displays.

Click the Process Amendment button.
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Favorites ~ Main Menu » Customer Coniracts ~ > Create and Amend ~ : General Information

Mew
Amendment Details

Contract 0000001992 Amendment Number 0000000001

Sold To Customer 0000000001 Amendment Completed On  03/20/2012 2:47PM

Amendment Type Contract Header
Amendment Reason Amend Header Info

Process Date 02202048
I Amendment Status Complete I

Total Billing Adjustment 0.00 Total Revenue Adjustment 0.00

Fixed Billing Adjustment 0.00 Fixed Revenue Adjustment 0.00

Fixed Billing Allocation Incomplete

Fixed Revenue Allocation Incomplete
Additional Amendment Details

Reference 1D

User Ref #1
User Ref #2
Amendment Components Personalize | Find | View All | @l E First ‘4" 1of1 '} Last
General Statistics =
Component Amend Ref #1 Label Fieldname Edit Type Old Value New Value
1 Contract Header Type Update L 0]

Internal Notes
Return to General Information

ol Save i Return to Search | Notify

25. The Amend Status updates to Complete. The contract header has been successfully updated.
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Amend Contract Terms
1. Navigate to the General Information page using the following path:

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

Favorites = ‘ Main Menu - » Customer Coniracts = > 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 Mew Value

Search Criteria

Business Unit| = w 50100 =)
Contract[begins with ~]|0000007924 |
Description| begins with s

Sold To Customer| begins with
Customer Name| begins with
Contract Status| begins with s

Processing Status|= v]

Contract T\,rpe
Contract Classification| = v
Region Ccde

Contract Administrator
Iaster Contract #

O case Sensitive
Limnit the number of results to (up to 300). |300

| Search ||| Clear |Basic Search (& Save Search Criteria

oop| B |8 B

Find an Existing Value | Add a Mew Valug

2. Enter the Contract number in the Contract field that needs to be amended.

3. Click the Search button.
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501 PA354: Amending Non-Federal Customer Contracts

Favorites v ‘ Main Menu v > Customer Confracts v > CreateandAmendv > General Information
] | New Window | Help | Personalize Page | B
| General H Lines || Amendments
Contract Number 0000001994 Sold To Customer CENTRAL VA COMMUNITY COLLEGE
*Contract Status ACTIVE Q

Amendment Number 0000000001

| I Amend Contract | I | Add to My Contracts |

Description Other - Amt Based | Processing Status Active
Contract Admin lQ Amendment Status Complete
Region Code Business Unit VA Dept of Transportation
Contract Type O Contract Classification Standard

Last Amended 08/22/2019
Start Date 08/01/2019
End Date
Last Update Date/Time 08/22/2019 7:26:20AM

Currency Code USD
Exchange Rate Type CRRNT
Contract Signed 03/01/2019

Contract Role
Last Update User ID SHELLY.PRYOR
Revenue Profile Separate Fixed Billing and Revenue:
Use Project ChartFields: ¥/ Separate As Incurred Billing and Revenue: ||

) Other Information

» Summary of Amounts (2

Billing Plans Revenue Plans Milestones Renewals Supplemental Data GoTo | More v

| save ] E"‘ Return to Search || (] Notify | [ Aad

General | Lines | Amendments

Click the Amend Contract button.

Favorites v | Main Menu v. > Customer Contracts v > Createand Amend v > General Information
| New Window | Help | Personal
General E Amendments
%
Contract Number 0000001994 Sold To Customer CENTRAL VA COMMUNITY COLLEGE
Pending Amendment 0000000002 Contract Status ACTIVE

View Current |

Amendments Personalize | Find | View All | (3] @ First ‘4’ 130f3 »' Last
| General H Statistics Billing Amended Amounts Revenue Amended Amounts Misc.
Amendment Amendment Type Reason Process Date ‘S\":fl?fme"t Detail Notes
0000000001 Contract Line Modify Contract Line 08/22/2019 Complete Detail Notes
0000000000 081222018 Complete Detail Notes
0000000002 [Contract Terms | [Modify Contract Amt V| (082672019 |5 Pending Detail Notes
Billing Plans Revenue Plans Milestones Renewals Amount Allocation Supplemental Data GoTo

| [ et | @

General | Lines | Amendments

ImAmendment Type field select Contract Terms.
In the Reason field, select Modify Contract Amt.
Click the Save button.

Click the Lines tab.
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Favorites | Main Menu + B

General || Lines || Amendments

Customer Confracts -

Contract Number 0000001292
Pending Amendment 0000000002

> Create and Amend ~ > General Information

Related Content + | New Window | Help | Personal

Sold To Customer PIEDMONT CONCRETE CONTRACTORS INC.
Contract Status ACTIVE

View Current |l Add Contract Lines | Add Default Kit
Contract Lines (7 Perscnalize | Find | View All | & | B First 4/ 10f1 '} Last
General l Detail I Billing Amount Details ” Revenue Amount Details

/Actions Line  Product Description Price Type Hold Billing on - Hold Revenue on g1. 401000 sale Bundle Start Date End Date “sta

Unpaid Cost Unpaid Cost
+ Actions 1 MGASE_CON19_100 Misc - CON - OTH - B| Rate O O [ e, [oersz019 5 | [ [Act

< >

Billing Plans Revenue Plans Milestones Renewals Amount Allocation Supplemental Data GoTo [More V]

|E\ Add || Upda

|[Flsave || Returnto Search |[[] Notify |

General | Lines | Amendments

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

Favorites v ‘ Main Menu v >

General | Lines || Amendments

Amend Contract

Contract Lines (2

Customer Confracts v >

Contract Number 0000001994
Amendment Number 0000000001

| General || Detail | Biling Amount Details || Revenue Amount Details |

Create and Amend v >  General Information

| New Window | Help | Persong

Sold To Customer CENTRAL VA COMMUNITY COLLEGE
Contract Status ACTIVE

Personalize | Find | View All | €2 | B First ‘4 10f1 ') Last

Contract Liability |

Actions Line Product Description Price Type Billing Plan Revenue Plan Contract Terms Accounting Internal Notes  Ship to Customer Name
~ Actions 1 AMT_PROJE1 Partic - HMD - CCT - | Amount Ready Ready Contract stribulion Internal Notes gg’l‘_‘lgé'é VA COMMUN
< >
Billing Plans Revenue Plans Milestones Renewals Supplemental Data GoTo [More V]
[Flsave |[[Gh Returnto Search |[[=] Notify | B Add |[A U

General | Lines | Amendments

10.

Rev 8/22/2019

Click the Contract Terms link.
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Favorites « | Main Menu > Customer Coniracts «

Related Projects | Confract Amendments

Contract Number 0000001992
Amendment Number 0000000001

x>

Create and Amend » >  General Information > Contract Terms

Related Content v | New Window

Sold To Customer PIEDMCNT CONCRETE CONTRACTORS INC.
Contract Status ACTIVE

Contract Line 1

Product MGA&SE_CON19_100
Description  Misc - COMN - OTH - Bristol

Price Type Rats

11.

Rev 8/22/2019

Click the Amend Contract button.

I| Amend Contract |I
PC Business Unit[50100 |Q
Billing Limit 5,000.00 Transaction Limits Review Limits
| Perform Limit Checking |
Revenue Limit 5,000.00
Discount ID Retainage ID
[ Tiered Pricing Tiered Fricing
Associated Rates Personalize | Find | First ‘4 10f1 B Last
Effective Date Status Rate Selecticn Rate Set
1(D8/15/2019 ) [Active v| [Rate et v| [ME&SE_CON19_100 |Q Rate Set E=l
Associated Projects & Activities Personalize | (D First ‘4 1250725 'b Last
*Project *Activity Description Description
() [ooooo14603 Q. 722 | uooD124v42,P101,R201,C501,B518 Contract Const Exira =]
() [0o00014603 |Q, 723 |G, uooD124v42,P101,R201,C501,B618 State Forces Const [=]
() [ooooo14803 @ 725 |, uooD124v4z,P101,R201,C501,B618 Railroad Construction =]
() [ooooo14603 |Q, 729 |, uooD124v42,P101,R201,C501 B 18 Ineliginle FDAA Cost =
O [poo0014603 |Qy [74201 |@, uoon124v4z,P101,R201,C501,B618 Construction Inspection Field [=]
() [0o00014603 |Q (74202 |, uooD124v4z,P101,R201,C501,B618 Construction Inspection-Admin =]
() [ooo0014803 |Q (74204 |, uooD124v4z,P101,R201,C501,B818 Construction Manager/ACE =]
Ol 14603 |Q. (38805 |2 U00D134v42 P101,R201,C501 B VigERglEnt: +
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Favorites + | Main Menu

Related Projects || Contract Amendments

Contract Number 0000001992
Pending Amendment 0000000002

> Customer Confracts » » CreateandAmend v > General Information

> Contract Terms
Related Content = | New Window | Help | Personalize P3|

Sold To Customer PIEDMONT CONCRETE CONTRACTCRS INC.
Contract Status ACTIVE

Contract Line

41)

Product MG&SE_CON19_100
Description  Misc - CON - OTH - Bristal

Price Type Rate

Billing Limit

Revenue Limit

Associated Rates

PC Business Unit 50100 Q,

Transaction Limits Review Limits
I - : 1

Message

5,000.00

5,000.00

Amendment number 0000000002, Type: Contract Terms is currently available for edit, (2353,2)

Effective Date Status Rate Selecfion
1(D8/15/2018 |5 [Active v| [Raie Set v| [MG&SE_CON19_100 |@ Rate Sei El
Associated jects & Activities ersonalize | First ‘4! 1-25 of 25 [ Last

12. A Message box displays indicating the Amendment number and the Contract Terms are

available for edit.
13. Click the OK button.

Rev 8/22/2019
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16.
17.
18.
19.

501 PA354: Amending Non-Federal Customer Contracts

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

Rela.ted Projects Contract Amendments I

Contract Number: 0000001531 = Sold To Customer: AASHTO
Pending Amendment: 0000000003 Contract Status: ACTIVE
Contract Line: 1 Price Type: Rate
Product: MG&SE_MGS30_100
Description: Misc- HMO - OTH - C Office
Wiew Current
PC Business Unit: 50100 @, Transaction Limits Review Limits
Billing Limit: 100,000.00 Perform Limit Checking
Discount ID: @, Retainage ID: @,
[ Tiered Pricing Tiered Pricing
Associated Rates customize | Find | BV First K 1071 I Last
Effective Date Status Rate Selection Rate Set
1|04/01/2011 [E] | Active ~ | Rate Set |MG&SE_MGS30_100 |3, Rate Set [+ |[=]

Associated Projects & Activities Customize | B Fir=t £ 125 or 56 I ast
*Project *Activity Description Description

| Create Project [ Create Activity [ All Activities || Summary Activiies | | Delete Activities |

Return to General Information

Amount Allocation

I [§ save Ilgf‘ Return to Search [ Notify || ¢ Refresh 4 Update/Display b Include History [» Cormrect History

Related Projects | Contract Amendments

For this scenario, we will change the Billing Limit.
Click in the Billing Limit field.

Change the Amount to 100,000.00.

Scroll to the bottom of the page.

Click the Save button.

Click the Contract Amendments tab.
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21.
22.
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Favorites . Main Menu > Customer Contracts > Create and Amend > General Information
Related Projects Contract Amendments
B
Contract Number: 0000001531 Sold To Customer: AASHTO
Pending Amendment: 0000000003 Contract Status: ACTIVE
I Wiew Current
Amendments Customize | Find | View All ]! First Kl 44014 O | ast
@ Statistics || Amended Amounts || Misc.
Ar d it A di it Type Reason *Process Date ':g:;';dmem Detail Notes
0000000003 Contract Terms - Maodify Contract Amt « ||04/30/2015 Ei;l FPending
0000000002  Contract Header Amend Header Info 0473002015 Complete Detail Motes
0000000001 Prepaid Amend Prepaid 0312412015 Complete Detail Motes
0000000000 06/19/2013 Complete Detail Motes
Return to General Information
[5) save | [Gh Returnto Search | [ Notify | @ Refresn | ) Upssiemispiay | |5 include History | (7 correct History |
Related Projects | Contract Amendments
Click the Detail link next to the Pending amendment.
Favorites | Main Menu > Customer Contracts > Create and Amend > General Information
=
Amendment Details
Contract: 0000001531 Amendment Number: 0000000003
Amendment Type: Contract Terms v Hegotiated Amount: 0.00 *Amend Status: Pending I
Amendment Reason: Wodify Contract Amt e Cancelled Negotiated Amount: Net Change
0.00
*Process Date: 04/30/2015 |5 Discount / Surcharge: 0.00
Allocation: Allocation Mot Complete Cancelled Discount Amount:
Reference ID: User Ref #1: User Ref #2: |
Amendment Components Customize | Find | Vi o E First K 1.0f 1 I3 | ast
@ Statistics
Component Amend Ref #1 Label Fieldname Edit Type Old Value New Value
1 Contractor Terms Line 1 Funded Update 23250 100000
Amendment Amount Allocation Internal Notes
Return to Contract Terms
5] save | |G Retum o Search | =] Notify |

Click the Amend Status drop-down menu.

Select the Ready option.
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23.
24.

25.

501 PA354: Amending Non-Federal Customer Contracts

Favortes : Main Menu > Customer Contracts > Create and Amend > General Information
&
Amendment Details
Contract: 0000001531 Amendment Number: 0000000003
I' Process Amendment I
Amendment Type: Contract Terms Negotiated Amount: 0.00 *Amend Status: Ready -
Amendment Reason: Madify Contract Amt Cancelled Negotiated Amount: il
0.00
Process Date: 04/30/2015 Discount ! Surcharge: 0.00
Allocation: Allocation Mot Complete Cancelled Discount Amount:
Reference ID: User Ref #1: User Ref #2:
Amendment Components Customize | Find | View All| El Frst ! 10f1 O Last
Statistics
Component Amend Ref #1 Label Fieldname Edit Type Oid Value New Value
1 Contractor Terms Line 1 Funded Update 23250 100000
Internal Motes
Return to Contract Terms
The Process Amendment button displays.
Click the Process Amendment button.
Favorites © Main Menu > Customer Contracts > Create anvd Amend > General Information
|
i

Amendment Details

Contract: 0000001531 Amendment Number: 0000000003 Amendment Completed On: 04/30/2015 12:56PM
Amendment Type: Contract Terms Negotiated Amount: 0.00 I Amend Status: Complete I
Amendment Reason: Modify Contract Amt Cancelled Negotiated Amount: Het Change
0.00
Process Date: 04/30/2075 Discount / Surcharge: 0.00
Allocation: Allocation Mot Complete Cancelled Discount Amount:
Reference ID: User Ref#1: User Ref #2:

Customize | Find | View All | B First Kl 10f1 DN L ast

Statistics E

Component Amend Ref #1 Label Fieldname Edit Type Old Value New Value

1/ Confractor Terms Line 1 Funded Update 23250 100000

Internal Motes

: Save: @’ Returntnsaarcn: EI Notify

The Amend Status updates to Complete. The Contract terms have been successfully amended
for the contract.
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Increase/Decrease Prepaid Amount
1. Navigate to the General Information page using the following path:

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

Favorites « | Main Menu + > Customer Coniracis » > 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

+ Search Criteria

Business Unit[= v] 50100 Q,
Coniract| begins with | 0000000061 |
Description| begins with s

Sold Toe Customer| begins with
Customer Name| begins with s
Contract Status| begins with w

Processing Status|= v |

Contract T\_.rpe
Contract Classification| = M
Region Ccde

Contract Admi n]strator
Master Contract #

[ case Sensitive
Limit the number of results to (up to 300). |300

LL L LR £

Search || Clear |Basic Search B Save Search Criteria

Find an Existing Walue | Add a New Valus

2. Enter the Contract number in the Contract field that needs to be amended.

3. Click the Search button.
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Favorites = ‘ Main Menu ~ > Customer Confracis » >

General ” Lines ” Amendments

Contract Number 0000000081

Amendment Number 0000000000

Create and Amend » >

General Information

Related Content = | New Window | Help | P

Sold To Customer WISE COUNTY
*Contract Status ACTIVE @

| Amend Contract |

| Add to My Contracts

Description [Asphalt Strengthening

| Processing Status Active

Contract Admin |

Region Code
Contract Type A
Currency Code USD
Exchange Rate Type CRRNT
Contract Signed 07/29/2011
Confract Role
Revenue Profile
Use Project ChartFields: ]

P Other Information

;O\ Amendment Status Complete
Business Unit A Dept of Transporiation
Contract Classification Standard
Start Date 07/29/2011
End Date
Last Update Date/Time 11/153/2011 12:12:27PM

Last Update User ID %_CONV_LOAD
Separate Fixed Billing and Revenue: [
Separate As Incurred Billing and Revenue: |

Attachments
P Summary of Amounts (7 gg.‘wﬁigggggz
Internal Notes
Billing Plans Revenue Plans Milestones Renewals Supplemental Data GoTo
WErepaids |
o =] i TICE AdJUSTmen; ate/Di V.
|[F]save |G Returnto Search |[[=] Notify | Progress Paymants pdate/Display
General | Lines | Amendments g:]\;ing?di?’ec“t
Service Orders
Sold To Address
Support Teams
‘iew Forecast
4.  Click the More drop-down button.
5.  Select Prepaids from the list.
Favorites = | Main Menu + » Customer Confracis » > Create and Amend » > General Information » Prepaid Balances
Prepaids || Audit History || Amendments
Contract Number 0000000061 B Sold To Customer WISE COUNTY
Amendment Number 0000000000 Contract Status ACTIVE
Contract Prepaid Totals
Purchased Amount 870,000.00
Remaining Amount 0.00
Committed Amount 0.00
l Amend Contract l
Prepaids for this Contract Personalize | Find | (0] [E First ‘4" 10f1 '» Last
General || Utiization || Initial Biling || Contract Liability Distribution |
Actions Status Hold Purchazed Amount Remaining Amount Committed Amount Expiration Date Depleted Dat
~ Actions 1 O 570,000.00 0.00 0.00 11/01/201
< >
Go To: Billing Plans
Return to General Information
|[Flsave ||[@" RetuntoSearch ||[Z]Notify || 5 Previoustab ||5*MNextiab |E Add | Update/Display
Prepaids | Audit History | Amendments

6. Click the Amend Contract button.
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Favorites - | Main Menu + »  Customer Confracts = > Create and Amend » > General Information » Prepaid Balances
Relate
| Prepaids || Audit History || Amendments |
Fl%
Contract Number 0000000061 Sold To Customer WISE COUNTY
Pending Amendment 0000000001 Contract Status ACTIVE

| View Current

Amendments Personalize | Find | View Al | £ B First '4' 1-20f2 '»/ Last
General || Statistics || Billing Amended Amounts || Bevenue Amended Amounts || Misc. |

Amendment

Amendment Amendment Type Reason Process Date Status Detail Notes
0000000000 11152011 Complete Detail Notes
0000000001 Frepaid ¥ | IAm end Prepaid vl 022172019 EJ Pending Detail Notes

Return to General Information

IElSEWE I|.§f‘ Return to Search | |[&] Notify || 2 Previoustab || 5% Next tab

Prepaids | Audit History | Amendments

7. The Amendment Type, select Prepaid.

8. In the Reason field, select Amend Prepaid.
9.  Click the Save button.

10. Click the Prepaids tab.
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Favorites = Main Menu + » Customer Coniracis » > Create and Amend » > General Information > Prepaid Balances

Prepaids || Audit History

Contract Number 0000000061 B Sold To Customer WISE COUNTY

Pending Amendment 0000000001 Contract Status ACTIVE

Contract Prepaid Totals

Purchased Amount 870,000.00
Remaining Amount 0.00
Committed Amount 0.00

| View Current |

Prepaids for this Contract Personalize | Find | 2 | [ First ‘' 10f1 ‘»' Last
General Utilization Initial Billing Contract Liability Distribution

Actions Status Hold Purchazed Amount Remaining Amount Committed Amount Expiration Date Depleted Dal
~ Actions 1 O 800,000.00 0.00 0.00 11101420
< >
Go To: Billing Plans

Return to General Information

'.'Qf‘ Return to Search “EI Notify ' Previous tab ';L Nextiab | ':". Add JE Update/Display

Frepaids | Audit History | Amendmenis

11. Update the amount in the Purchased Amount field.
You can increase or decrease the Prepaid Amount in this field.

For this example, we increased the Purchased Amount to 200,000. If you wanted to decrease the
prepaid from $870,000 to $900,000.00, you would enter $900,000.00 in the Purchased Amount
field.

12. Click the Save button.
13. Click the Amendments tab.
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Favorites « | Main Menu » » Customer Confracis » > Create and Amend » > General Information » Prepaid Balances
Relal
Prepaids || AuditHistory || Amendments |
Contract Number 0000000061 Sold To Customer WISE COUNTY
Pending Amendment 0000000001 Contract Status ACTIVE
| View Current
Amendments Personalize | Find | View Al | B2 E First 4/ 1-20f2 '}/ Last
General | Statistics || Billing Amended Amounts || Revenue Amended Amounts || Mist. |
Amendment Amendment Type Reason Process Date ;;Ete:sdmem Detail Notes
0000000000 111582011 Complete Detail Notes
DOD0OC0001 |Prepaid v| |F\mend Prepaid v| 082142019 [ Pending Notes
Retun to General Information
|[F]save ||[Eh Returnto Search | |[=]Notify ||-2 Previoustab ||5*Nexttab
Prepaids | Audit History | Amendments
14. Click the Detail link next to the Pending amendment.
Favorites | Main Menu ~ > Customer Confracts » > Create and Amend ~ > General Information > Prepaid Balances
Amendment Details
Contract 0000000061 Amendment Number 0000000001
Sold To Customer 0000003006
Amendment Type [Frepaie V|
Amendment Reason
Total Billing Adjustment |0.00 Total Revenue Adjustment 0.00
Fixed Billing Adjustment |0.00 Fixed Revenue Adjustment 0.00
Fixed Billing Allocation Incomplate Fixed Revenue Allocation Incomplate
) Additional Amendment Details
Reference |D User Ref #1
User Ref#2
Amendment Components Personalize | Find | View All | (B | E First ‘4 10f1 & Last
General || Staiistics
Component Amend Ref #1 Label Fieldname Edit Type Old Value New Value
1 Prepaids Prepaid Seq 1 Purchased Update 870000 900000
Amendment Amount Allocation Internal Notes
Return to Prepaid Balances
|[Flsave ||[@h Returnto Search ||[Z] Nofify |

15. The Amendment Details page displays.

16.
17. Select the Ready option.
Rev 8/22/2019
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Favorites ~ | Main Menu ~ > Customer Confracts ~ > Create and Amend - >  General Information > Prepaid Balances

Amendment Details

Contract 0000000061 Amendment Number 0000000001

Sold To Customer 0000003008
Amendment Type Prepaid Process Date 02/21/201%
*Amendment Status I Process Amendment I

Amendment Reason Amend Prepaid

Total Billing Adjustment 0.00 Total Revenue Adjustment 0.00

Fixed Billing Adjustment 0.00 Fixed Revenue Adjustment 0.00

Fixed Billing Allocation Incomplete

Fixed Revenue Allocation Incomplete
p Additional Amendment Details

Reference 1D

User Ref#1
User Ref #2
Amendment Components Personalize | Find | View All | = | E First '4' 10f1 '»/ Last
General .|§tatiﬁ|
Component Amend Ref#1 Label Fieldname Edit Type Old Value New Value
1 Prepaids Prepaid Seq 1 Purchased Update 870000 900000

Internal Notes
Return to Prepaid Balances

[HIsave |[EF Retunto Search | [[=] Notify |

18. The Process Amendment button displays.

19. Click the Process Amendment button.

Favorites = ‘ Main Menu ~ > Customer Contracts + > Create and Amend ~ > General Information > Prepaid Balances

Amendment Details
Contract 0000000081 Amendment Number 0000000001

Sold To Customer 0000003004 Amendment Completed On  03/21/2012 2:11AM

Amendment Type Prepaid Process Date 08/21/201%

Amendment Reason Amend Prepaid I Amendment Status Complete I

Total Billing Adjustment 0.00

Total Revenue Adjustment 0.00

Fixed Billing Adjustment 0.00 Fixed Revenue Adjustment 0.00

Fixed Billing Allocation Incomplete

Fixed Revenue Allocation Incomplete
) Additional Amendment Details

Reference ID

User Ref#1
User Ref#2
Amendment Components Personalize | Find | View All | [ E First ‘4 10f1 '*/ Last
General |M|
Component Amend Ref #1 Label Fieldname Edit Type Old Value New Value
1 Prepaids Prepaid Seq 1 Purchased Update 870000 900000

Internal Notes
Return to Prepaid Balances

[[Isave ||

[Gh Return to Search | |[&] Notify |

20. The Amend Status changes to Complete.

The amendment for Prepaid status has been
successfully updated.

Rev 8/22/2019 Page 22 of 37



;)Cardinal Project Accounting Job Aid
V4

501 PA354: Amending Non-Federal Customer Contracts

Increase/Decrease Amount Based Contract Amount
1. Navigate to the General Information page 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

Search Criteria

Business Unit[= W] 50100 Q
Contract| begins with ~]/0000001890
Descriptiun
Sold To Customer|begins with v
Custormer Name
Contract Status[begins with ]

Processing Status|= ]|

Contract Type
Contract Classification| = ~]
Region Ccde

Contract Admi nistrator
Waster Contract #

[Jcase sensitive
Limit the number of results to (up to 300): |300

LLL L L L
1<

Search || Clear | Basic Search [BF Save Search Criteria

Find an Existing Value I Add a New value

2. Enter the Contract number in the Contract field.

3. Click the Search button.
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Favorites = ‘ Main Menu « > Customer Contracts » > Create and Amend » > General Information
| New window | Help | Persol
General l Lines ' Amendments
Contract Number 0000001990 Sold To Customer CENTRAL VA COMMUNITY COLLEGE
Amendment Number 0000000000 *Contract Status [ACTIVE 2
Amend Contract Add to My Contracts
Description |Other - Amount Based | Processing Status Active
Contract Admin | ey Amendment Status Complete
Region Code Business Unit VA Dept of Transportation
Contract Type © Contract Classification Standard
Currency Code USD Last Update Date/Time 03/13/2019 1:36:47PM
Exchange Rate Type CRRNT Last Update User ID SHELLY.PRYCR
Contract Signed 081372019 Separate Fixed Billing and Revenue:
Separate As Incurred Billing and Revenue:
Contract Role
Revenue Profile
Use Project ChartFields: i
p Other Information
P Summary of Amounts (2
Billing Flans Revenue Flans Milestones Renewals Supplemental Data Go To |More v
||_"]Save ||H‘* Return to Search HE] Notify | H:‘.', Add ‘ # Update/Di
General | Lines | Amendments

The General Information page displays.

Click the Lines tab.

Favoriles » | Main Menu » > Customer Confracts + > Createand Amend » >

‘ Geperal H Lines H Amendments

Contract Number 0000001950
Amendment Number 0000000000

Sold To Customer CENTRAL VA COMMUNITY COLLEGE
Contract Status ACTIVE

General Information

| New Window | Help | Persor]

Amend Contract

Contract Lines (7

Personalize | Find | View All | 2] B rre U tof1 0 Last

General || Detail || Billing Amount Details || Revenue Amount Defails H Contract Liability

|fsave ||[ch Returnto Search | |[] Notify |

General | Lines | Amendments

Actions Line Product Description Price Type  Standalone Sale Bundle Start Date End Date Status Supplemental Data
- Actions 1 AMT_PROJES1 Partic- HMO - CCT - R| Amount a B [ Active
Billing Plans Revenue Plans Milestenes Renawals Supplemental Data GoTo | Iorg V\

|Be Add || Upda

Click the Amend Contract button.
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Page 24 of 37



l

Project Accounting Job Aid

//) Cardina

501 PA354:

Amending Non-Federal Customer Contracts

Favorites = Main Menu + » Customer Confracts » >

| General i Lines [ Amendments |

Contract Number 0000001930
Pending Amendment 0000000001

| View Current |

Create and Amend ~ >  General Information

Sold To Customer CENTRAL VA COMMUNITY COLLEGE
Contract Status ACTIVE

@S&ve I':;-“ Return to Search || [=7] Motify

General | Lines | Amendments

Amendments Personalize | Find | View Al | 1] B First (0 12012 ) Last
General || Statistics | Biling Amended Amounts || Revenue Amended Amounts || Misc. |
Amendment Amendment Type Reason Process Date ggl?ur;dmem Detail Notes
0000000000 081372019 Complete Detail Notes
0000000001 l Contract Line ¥ lmfy ContrLLine |l (082172013 [ Pending Detail Notes
Billing Plans Revenue Flans Milestones Renewals Supplemental Data GoTo

Click the Save button.

10. Click the Amount Allocation link.

Select the Amendment Type using the Amendment Type drop-down.

Select the Amendment Reason using the Reason drop-down.

Favorites ~ | Main Menu ~ > Customer Contracts + >

Amendment Billing Allocation |
Contract 0000001920
Business Unit 50100
Sold To 0000000120

Currency USD

Contract Billing (7

Prepaids

Return fo General Information

|[F]save ||[& Returnto Search ||[<f] Noftify |

Create and Amend ~ >

CENTRAL VA COMMUNITY COLLEGE

I Total Billing Adjustment Unallocated Billing o.00
Total Billing After Adjustment 50,000.00
Fixed Billing (7
Fixed Billing Adjustment 0.00] Unallocated Fixed Billing 0.00
Discount / Surcharge o.00 Inclusive Prepaids Adjustment 0.00
Net Adjustment 0.00 Allocation [Incomplete ~ -
| Recalculate |
Contract Line Pricing (7 Personalize | Find |01 B Fist @ 1011 & Last
Amounts || Detail
; ; Current . n N n X
Retrieve  Line e NewBilling _ Adjustment  Adjust Billing Adjust Revenue  Reverse Discount/Surcharge  New Net o . .
Billing Price Number  ©roduct =] Amount Billing Amount  Retroactively Retroactively Amounts Adjustment Billing Simulate Billing Pricing
O 1 AMT_PROJES1 50,000.00 50,000.00] 0.00 50,000.00 Simulate Billing Pricing
Msatect an O ciear an | Recacuate |
Adjustment Line Totals (2
Billing Amount 0.00 Recurring Billing 0.00
Discounts/Surcharges 0.00 Billing Limit 0.00 Total Billing 0.00

General Information > Amendment Amount Allocation

New Window | Help | Persenalize Page | i

Amendment 0000000001
Amendment Type Contract Line
Amendment Reason Modify Contract Line

11.

Click in the Total Billing Adjustment field. To increase the contract amount you would add a
positive number and to decrease the contract amount, you would enter a negative number. For this
scenario, we will increase the amount by $40,000.
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Favories » Main Menu > Customer Confracts + > Createand Amend~ >  General Information > Amendment Amount Allocation

New window | Help | Personalize Page |
Amendment Billing Allocation

Contract 0000001990

Business Unit 50100 Amendment 0000000001
Sold To 0000000120 CENTRAL VA COMMUNITY COLLEGE Amendment Type Contract Line
Currency USD Amendment Reason Modify Contract Line

Contract Billing (?

I Total Billing Adjustment 40,000.00 I Unallocated Billing 0.00
Total Billing After Adjustment 90,000.00
Fixed Billing (7
I Fixed Billing Adjustment 40=OUU-DOI Unallocated Fixed Billing 0.00
Discount/ Surcharge 0.00 Inclusive Prepaids Adjustment 0.00
Net Adjustment 40,000.00 Allocation |Complete v B —
Recalculate |
Contract Line Pricing (7 Personalize | Find | 2| B First ‘4 10f1 '}/ Last
Amounts | Detai] |
- : Current - -~ - — n
Retrieve  Line " New Billing Adjustment  Adjust Billing Adjust Revenug Reverse Discount/ Surcharge New Net .. e -
Billing Price  Number prodect Ag’gmﬂ Amount  Billing Amount Retroactively Retroactively Amounts Adjustment Billing Simulate Billing Pricing
o 1 AMT_PROJES1 50,000.00 [ 90,000.00 40,000.00 =i il 0.00 80,000.00 Simulate Biling Pricing
Migelect O clear A

Adjustment Line Totals (7

Billing Amount 40,000.00 Recurring Billing 0.00

Discounts/Surcharges 0.00 Billing Limit 0.00 Total Billing 40,000.00

Prepaids

[[save |[[Gh Returnto Search | [ Notfy |

12. Any time you modify a contract amount for an amount-based contract line, you must allocate the
adjustment amount across your amount-based contract lines using the Amendment Billing
Allocation tab.

13. Inthe Contract Billing section, enter the total adjustment amount (positive or negative) in the
Total Billing Adjustment field. For this scenario 40,000.00.

14. Inthe Fixed Billing section, enter the total adjustment amount (positive or negative) in the Fixed
Billing Adjustment field.

15. Update the New Billing Amount to reflect the amended total billing for the line (total amount of the
adjustment + Current Billing Amount. For this scenario 50,000 + 40,000 = 90,000.

16. Verify that the Adjust Billing Retroactively and Adjust Revenue Retroactively check boxes and
both are unchecked.

17. Click the Recalculate button.
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18.
19.

20.

| Project Accounting Job Aid
501 PA354: Amending Non-Federal Customer Contracts

Favorites » Main Menu + > Customer Contracts + >  Create and Amend >I General Information I » Amendment Amount Allocation

|I b Retur to Search | |[=] Notify |

Amendment Billing Allocation |

Contract 0000001990
Business Unit 50100

Sold To 0000000120
Currency USD
Contract Billing (7
Total Billing Adjustment
Total Billing After Adjustment
Fixed Billing (7
Fixed Billing Adjustment
Discount / Surcharge

Net Adjustment

Contract Line Pricing (7
Amounts || Detail

Retrieve  Line

Billing Prics Number  Froduct
o AMT_PROJES1
®iselect a1 O clearan

Adjustment Line Totals (7

Billing Amount

Discounts/Surcharges

New Window | Help | Personalize Page | T

Amendment 0000000001
CENTRAL VA COMMUNITY COLLEGE Amendment Type Contract Ling

Amendment Reasen Modify Contract Line

40,000.00) Unallocated Billing 0.00
90,000.00
40,000.00 Unallocated Fixed Billing 0.00
0.00 Inclusive Prepaids Adjustment 0.00
40,000.00 I Allocation | Complete v I —
' Recalculate |
Personalize | Find | & | =] First ‘4 10f1 W} Last
Current . " - : -
- New Billing Adjustment Adjust Billing Adjust Revenue Reverse Discount/Surcharge New Net . . N
Aﬁ'gmﬂ Amount  Billing Amount Retroactively Retroactively Amounts Adjustment Billing Simulate Billing Pricing
50,000.00 90,000.00| 40,000.00 ] ] 000 90,000.00 Simulate Billing Pricing
40,000.00 Recurring Billing 0.00
0.00 Billing Limit 0.00 Total Billing 40,000.00

The Allocation status should change to Allocation Complete.

The Adjust Billing Retroactively and Adjust Revenue Retroactively check boxes should be
unchecked.

The Adjustment Amount should equal the amount of your adjustment.

Click the General Information link in the navigation bar.

21. Click the Save button.
22.
Rev 8/22/2019
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Description |Other - Amount Based Processing Status Active

Contract Admin Q Amendment Status Pending
Region Code Business Unit VA Dept of Transportation
Contract Type O Contract Classification Standard
Currency Code USD Last Update Date/Time 08/21/2019 10:30:18AM
Exchange Rate Type CRRNT Last Update User ID SHELLY.PRYOR

Separate Fixed Billing and Revenue:
Separate As Incurred Billing and Revenue:

Contract Signed 08/13/2019

Contract Role
Revenue Profile
Use Project ChartFields: v

p Other Information

P Summary of Amounts (2

Favorites v ‘ Main Menu v > CustomerContracts v > Create and Amend v > General Information
| New Window | Help | Pers
General || Lines I Amendments I
Contract Number 0000001990 Sold To Customer CENTRAL VA COMMUNITY COLLEGE
Amendment Number 0000000000 *Contract Status |ACTIVE x|Q
Amend Contract | [ Add to My Contracts

Billing Plans Revenue Plans Milestones Renewals Supplemental Data GoTo [More

v

Return to Amendment Amount Allocation

[i)Save ||[at Return to Search

(B Add |[
General | Lines | Amendments
23. Click the Amendments tab.
Favorites « | Main Menu - > Customer Confracts + > Create and Amend » > General Information
General || Lines || Amendments
Contract Number 0000001930 Sold To Customer CENTRAL VA COMMUMNITY COLLEGE
Amendment Number 0000000000 Contract Status ACTIVE

| Amend Contract |

Amendments Personalize | Find | View All | 2] E First ‘%' 1-2o0f2 '»' Last

General || Statistics || Billing Amended Amounts || Revenue Amended Amounts || Misc. |
Amendment Amendment Type Reason Process Date ;gteur;dment Detail Notes
0000000001 Contract Line Maodify Contract Line 08/21/2019 Pending @ Motes
0000000000 08/13/2019 Complete Detail Motes
Billing Plans Revenue Plans Milestones Renewals Supplemental Data GoTo

Return to Amendment Amount Allocation

|[F]save ||[h Returnto Search ||[7] Notify |

General | Lines | Amendments

24. Click the Detail link next to contract line amendment that was just added.
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Favorites ~ | Main Menu ~ > Customer Confracts v > Create and Amend ~ >  General Information
New W

Amendment Details

Contract 0000001880 Amendment Number 0000000001
Sold To Customer 0000000120

Amendment Type | Contract Ling v *Process Date 02/21/2019 [5]
Cancelled
Amendment Reason | Modify Contract Line v *Amendment Status JEER0G] |

Ready |
Total Billing Adjustment 40,000.00 Total Revenue Adjustment 40,000.00
Fixed Billing Adjustment [40,000.00 Fixed Revenue Adjustment 40,000.00
Fixed Billing Allocation Complete Fixed Revenue Allocation Complefe
 Additional Amendment Details

Reference 1D User Ref#1
User Ref #2

Amendment Components Personalize|Find]\riewmu@]@ First ‘& 1.20f2 '»' Last

General || Statistics

Component Amend Ref #1 Label Fieldname Edit Type Old Value New Value
1 Amount Allocation Line 1 Billing Amount Update 50000 90000
2 Amount Allocation Line 1 Revenue Amount Update 50000 90000
Amendment Amount Allocation Internal Notes
Return to General Information
|Elsave ||t ReturntoSearch  |[[=]Notify |
25. Click the Amend Status drop-down menu.
26. Select the Ready option.
Favorites v | Main Menu ~ > Customer Confracis v > Create and Amend v > General Information
Mew Window |
Amendment Details
Contract 0000001990 Amendment Number 0000000001
Sold To Customer 0000000120
Amendment Type Contract Line Process Date 08/21/2012
Amendment Reason Modify Conract Line *Amendment Status [ Ready ~ l Process Amendment '
Total Billing Adjustment 40.000.00 Total Revenue Adjustment 40,000.00
Fixed Billing Adjustment 40,000.00 Fixed Revenue Adjustment 40,000.00
Fixed Billing Allocation Complete Fixed Revenue Allocation Complete

b Additional Amendment Details

Reference ID User Ref #1

User Ref #2

Amendment Components Personalize | Find | View All | ] E First ‘%' 1-20f2 '*' Last

General ‘ Statistics

Component Amend Ref #1 Label Fieldname Edit Type Old Value New Value
1 Amount Allocation Line 1 Billing Amount Update 50000 90000
2 Amount Allocation Line 1 Revenue Amount Update 50000 90000

Internal Notes
Return to General Information

![.L'|Save ||._)P Return to Search H\“il Notify |

27. The Process Amendment button displays.

28. Click the Process Amendment button.
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Favorites v | Main Menu v B

Amendment Details

Contract 0000001920

Sold To Customer 0000000120

Amendment Type Contract Line

Amendment Reason Maodify Contract Line

Total Billing Adjustment 40,000.00
Fixed Billing Adjustment 40,000.00

Fixed Billing Allocation Complete
dditional Amendment Details

Reference ID

Amendment Components

General | Statistics |

Component Amend Ref #1
1 Amount Allocation Line 1
2 Amount Allocation Line 1
| Return to General Information I
|[G]save ||[ah Retunto Search  ||[=] Notity |

Customer Confracts ~

Label Fieldname
Billing Amount
Revenue Amount

Internal Notes

Create and Amend ~

General Information

Amendment Number 0000000001

Amendment Completed On  08/21/2012 10:55AM

Process Date 08/21/2019
I Amendment Status Complete I

Total Revenue Adjustment 40,000.00
Fixed Revenue Adjustment 40,000.00

Fixed Revenue Allocation Complete

User Ref #1

User Ref #2

Personalize | Find | view Al | 2] B

Edit Type Old Value
Update 50000
Update 50000

New Value

90000

90000

First ‘4’ 1-20f2 "} Last

29. The Amend Status updates to Complete. The amended amount has been successfully

processed.

Fixed Revenue Allocation Compleie

Message

Wamning -- The bill plan is on haold since the event total does not egual the negotiated amount.

Either adjust the amount or the percentage on the event to correct the problem and then deselect the Hold flag befare
processing.

Billing Amount

Update

50000

S0000

30.
the negotiated amount.

31. Click the Ok button

32. Click the Return to General Information link.

Rev 8/22/2019
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Favorites ~ | Main Menu » Customer Contracts ~ >

! Amendments |

Contract Number 0000001990
Amendment Number 0000000001

| Amend Contract

Return to Amendment Amount Allocation

[Elsave ||E Return to Search | [[£7] Notity

General | Lines | Amendments

Create and Amend ~ >  General Information

Sold To Customer CENTRAL VA COMMUNITY COLLEGE
Contract Status ACTIVE

Amendments Personalize | Find | View All | @] E First '4
General | Statistics || Billing Amended Amounts || Revenue Amended Amounts || Misc. |

A nt A Type Reason Process Date ;;g;aunsdmem Detail

0000000001 Contract Line Maodify Contract Line 08721/2019 Complete Detail

0000000000 081372019 Complete Detail

Billing Flans Revenue Flans Milestones Renewals Supplemental Data

1-20f2 ‘b Last
Notes
MNotes
MNotes
Go To |More %

[l

33. Click the Lines tab.
Favorites = | Main Menu ~ > Customer Confracts ~ » Createand Amend ~ > General Information
| New Window | Help | Person|
Geperal [ Lines | Amgndments
B
Contract Number 0000001990 Sold To Customer CENTRAL VA COMMUNITY COLLEGE
Amendment Number 0000000001 Contract Status ACTIVE
| Amend Contract |
Contract Lines (? Personalize | Find | View Al | [ E First ‘4 10f1 '} Last
General ‘l Detail I| Biling Amount Details || Revenue Amount Details || Contract Liability ‘
Actions Line Product Description Price Type Billing Plan Revenue Plan Contract Terms Accounting Internal Notes  Ship to Customer Name
~ Actions 1 ANT_PROJES Partic- IMO - CCT - F| Amount Action Required Contract Terms Distribution Intemal Notes o) | o -+ ML
L4 >
Billing Flans Revenue Plans Milestones Renewals Supplemental Data GoTo [More ~]
Refumn to Amendment Amount Allocation
|[F]save ||Eh Retumn to Search | |[=] Notify | [E Acd [ Upda
General | Lines | Amendments
34. Click the Detail tab under the Contract Lines section of the page.
35. Click the Ready or Action Required link under the Billing Plan column.

Note: Sometimes the Billing Plan status will be Ready and sometimes it will be Action Required
as this is a system issue. The Billing Plan and Revenue Plan should ALWAYS be reviewed

regardless of the status that displays.
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Favorites - | Main Menu -~ > Customer Confracts ~ > Createand Amend ~ > General Information > Defing Billing Plan
| Mew
Billing Plan General l Events I| History
Contract 0000001930 Bl Unit 50100
Sold To Customer 0000000120 CENTRAL VA COMMUNITY COLLEGE BEill To 0000000120 CENTRAL VA COMMUNITY COLLEGE
Billing Plan B101 Amount Based - Milestone Currency USD
Description :Iﬂ\muum Based - Milestons *| “Billing Status ~ Actions
Billing Method [Milestone EHold gg1540010
Customer Information Hold Details
Bl Unit 50100 VA Dept of Transportation Put On Hold Date 02/21/2019
“Bill To Customer [0000000120  |Q CENTRAL VA COMMUNITY COLLEGE
Addr Num =1 Amount Detail
BillToContact|  |Q Billing Amount 90,000.00
Billing Options Total Amount ©0,000.00
Bill Type |CCT Q [ Pre Approved Total Billing History 0.00
Bill Source PROJE | Q Lpirect invoice Events Billed To Date 0.00
ization T ID[VDOT_OTHER  |Q VDOT Gther
Billing Header Note Internal Notes Preview Summarization Template
Billing Default Overrides
Invoice Form [LANDSCAFE |Q
Cycle ID @Q View Customer Defaults
Bill By ID PC_CTHER |Q) Non-Federal Project
Payment Method | V]
PaymentTerms| |Q
Billing Inquiry | =X
Billing Specialist|  |Q
Return to General Information
|[F)save ||[&" Return to Search  ||[=] Notify | |Er Aca | Update/Display
Billing Plan General | Events | History
36. Click the Events tab.
Favorites « Main Menu « » Customer Confracts » > Create and Amend » > General Information » Define Billing Plan
| Ne

Billing Plan General Events History

Contract 0000001930
Sold To Customer 0000000120

Bl Unit 50100

CENTRAL VA COMMUNITY COLLEGE Bill To 0000000120

Billing Plan B101 Amount Based - Milestone Currency USD
Define Events Amount Detail
Total Amount
Remaining Amount
Add Milestone
Event Detail Personalize | Find | ] &
Ewvent Actions Ewvent Type *Event Status Event Date
1 ~ Actions Date 08/13/2018 Event Note
2 + Actions [Date v| [Pending ~v| [per13;zo1g

[5] Ewvent Noie

Return to General Information

[Glsave ||[@h Return to Search

=] Notify

Billing Plan General | Events | History

CENTRAL VA COMMUNITY COLLEGE

90,000.00

40,000.00

First 4/ 1-20f2 '}’ Last

Amount

50,000.00 [+] [=]

0.00| ] [=]

= Add

37. The Events tab displays.
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Favorites ~ Main Menu ~

Billing Plan General Events History

Contract 0000001930
Sold To Customer 0000000120
Billing Plan B101

Define Events

» Customer Confracis + > Create and Amend ~ > General Information

Bl Unit 50100

CENTRAL VA COMMUNITY COLLEGE Bill To 0000000120

Amount Based - Milestone Currency USD

Amount Detail

Total Amount

Remaining Amount

Personalize | Find | @] E

*Event Status

oaita019

Event Date

Event Note

> Define Billing Plan

| Ney

CENTRAL VA COMMUNITY COLLEGE

90,000.00

0.00

First ‘4 1-20f2 &) Last

Amount

50,000.00 [+ [=]

Add Milestona
Event Detail
Event Actions Event Type
1 - Actions Date
2 ~ Actions [Date

Return to General Information

[§]save ||[@h Returnto Search | |[=] Notify

Billing Plan General | Events | History

v|| Pending w | 09M32019 [6 Event Note

40,000.00| ] |£|I

T

|Ek Add || B Update/Display

38. Inthe Define Events section, verify Amount is selected. If not, select Amount.

39. Inthe Event Detail section of the page, a new Event row displays. Update the Amount field for
the amount of the contract adjustment.

Note: Be sure the Event number is the same when the Revenue Plan page is updated.

40. Update the Event Status to Ready and the Event Date to the date the new Amount should bill.

41. Click the Save button.

42. The Total Amount and Remaining Amount fields update.

Note: If the adjustment should be made to existing events that do not have an event status of
complete, you do not need to add a new event, just change the event status for the event that
needs to be updated from Ready to Pending. This will open the amount field so the amount can
be edited. Once updated, change the event status back to Ready and click the Save button.

43. Click the Billing Plan General tab.
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Favorites ~ Main Menu « > Customer Confracts ~ > Create and Amend ~ >  General Information > Define Billing Plan
| Mew
[ Billing Plan General || Events || History
Contract 0000001830 Bl Unit 50100
Sold To Customer 0000000120 CENTRAL WA COMMUNITY COLLEGE Bill To 0000000120 CENTRAL VA COMMUNITY COLLEGE
Billing Plan B101 Amount Based - Milestons Currency USD
Description [Amount Based - Milestone * *Billing Status | Ready ~ ction
Billing Method ilestone I Hold uarzwzmgl
Customer Information TToTd Detans
Bl Unit 50100 W& Dept of Transporiation Put On Hold Date 08/21/2019
“Bill To Customer 0000000120 QU CENTRAL VA COMMUNITY COLLEGE
Addr Num 1]C = Amount Detail
Bill To Contact Q Billing Amount 90,000.00
Billing Options Total Amount 90,000.00
Bill Type CCT Q [ pre Approved Total Billing History 0.00
Bill Source |PROJE K O pirect invoice Events Billed To Date 0.00
Summarization Template ID VDOT_OTHER Q VDOT Other
Billing Header Note Internal Notes Preview Summarization Template
Billing Default Overrides
Invoice Form LANDSCAPE Q)
Cycle ID [MONTHLY  |Q View Customer Defaults
Bill By ID PC_OTHER |Qy Non-Federal Project
Payment Method ~|
Payment Terms QR
Billing Inquiry (s}
Billing Specialist Q
Return to General Information
[Elsave |[E" Returnto Search | [[=] Motify | [EP=
Billing Plan General | Events | History
Favorites « | Main Menu ~ > Customer Confracts + > Create and Amend ~ > General Information > Define Billing Flan
Mewd
[ Billing Plan General || Events || History
Contract 0000001990 Bl Unit 50100
Sold To Customer 0000000120 CENTRAL VA COMMUNITY COLLEGE Bill To 000DO0D120 CENTRAL VA COMMUMITY COLLEGE
Billing Plan B101 Amount Based - Milestone Currency USD
Description Amount Based - Milestone “Billing Status
Billing Msthod [Milestone [Hola
Customer Information Amount Detail
Bl Unit 50100 WA Dept of Transportation Eilling Amount 90,000.00
*Bill To Customer 0000000120
@ CENTRAL VA COMMUNITY COLLEGE Total Amount 90,000.00
Addr Num 1 =1
Total Billing Histol 0.00
Bill To Contact [} 9 i
Events Billed To Date 0.00
Billing Options
Bill Type |CCT QL [ pre Approved
Bill Source PROJE =% [ pirect Invoice
Summarization Template ID VDOT_OTHER (s} VDOT Other

Billing Header Note Internal Notes

Billing Default Overrides
Invoice Form |LANDSCAPE |Cy

Cycle ID MONTHLY
Bill By ID PC_OTHER

Preview Summarization Template

View Customer Defaults

Non-Federal Project

Payment Method |

~]

Q

(s}

Payment Terms o}
Billing Inquiry

Billing Specialist o}

Return o General Information

|[§)save ||[Gh ReturntoSearch ||[=] Notify |

Billing Plan General | Events | History

aQ

[E =]

45,
46.

The Hold is removed and the Hold Details box no longer displays.

Click the Return to General Information link at the bottom of the page.
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47.
48.

49.

501 PA354: Amending Non-Federal Customer Contracts

Favorites + Main Menu ~ > Customer Contracts v > Createand Amend ~ > General Information
| New Window | Help | Person

General [ Lines || Amendments

B
Contract Number 0000001930 = Sold To Customer CENTRAL VA COMMUNITY COLLEGE
Amendment Number 0000000001 Contract Status ACTIVE
[ Amend Contract |
Contract Lines (2 Personalize | Find | View Al | B ] E First ‘4 10f1 '}/ Last

Qenerall Detail Il Billing Amount Details || Revenue Amount Details || Contract Liability |

Actions Line Product Description Price Type Billing Plan Revenue Plan Contract Terms Accounting Internal Notes  Ship to Customer Name
~ Actions 1 AMT_PROJES Partic- HMO - GCT - /| Amaunt Ready Action Required | Contract Terms Distribution Intemal Notes  SENTRAL VA COMML
< >
Billing Plans Revenue Plans Milestones Renewals Supplemental Data GoTo [More v

Return fo Amendment Amount Allocation

|[Flsave ||[2" Return toSearch || [ Notify | 'T_.'.. Add || £ Up

General | Lines | Amendments

Click the Detail tab.

Click Action Required in the Revenue Plan field.

Favorites ~ | Main Menu ~ > Customer Confracts ~ » Create and Amend ~ : General Information > Define Revenue Plan

Revenue Plan

Revenue Plan

Contract 0000001220 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 - Milastone *Plan Status |Action Required ~ Actions
Recognition Method Milestone U Hotd
| Reviewed |
Define Events By Amount Detail
O Percent Total Amount S0,000.00
® Amount .
Internal Motes Freview Revenue Remaining Amount 40,000.00
Add Milestone
Event Detail Personalize | Find | View All | 2] ¥ First (0 1.20f2 ® Last
Event Event Type *Event Status Accounting Date Amount
1 [Date ~| [Ready ~| [oarzzoie [5] Event Mote 50,000.00] (=] (=]
2 [Date ~] [Pending ~] [oer1a201e [5] Event Mote 0.00] ] [=]
Return to General Information
[Flsave ||E@" Returnto Search | [[=] Notiry | By Ada ||

The Revenue Plan tab displays.

Note: The Revenue Plan must be adjusted to match change made to the Billing Plan. The
Revenue events, event dates, event statuses and event amounts should be identical to what is on
the Billing Plan Events tab.
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50.

51.

52.
53.
54.
55.
56.

501 PA354: Amending Non-Federal Customer Contracts

Favorites - | Main Menu ~ > Customer Confracts + > Createand Amend ~ > General Information > Define Revenue Plan

Revenue Plan

Revenue Plan

Contract 0000001220 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 X *Plan Status |Action Required - Actions
. winlly

Recognition Method Milestone

Define Events By Amount Detail

) Percent Total Amount 90,000.00
-

nternal Notes Preview Revenue Remaining Amount 0.00

Add Milestone

Event Detail Personalize | Find | View All | (2] = First ‘' 1-20f2 'k Last
Event Event Type *Event Status Accounting Date Amount

1 [Date v] [Ready V] [oaraznie [5] EventNote 50,000.00| [ =]
2 [Date v] [Ready V] [naranig [ EventNote 40,000.09 [+ =]

Return to General Information

|'E]Sa‘.fe l':;-“ Return to Search | |[Z7] Notify | [Eh Add |[F Update/Display

In the Define Events By section, verify Amount is selected. If not change click the Amount
indicator.

In the Event Detail section, add a line if necessary to add an event. Remember, the Event number
should match the Bill Plan.

Enter the Amount (for this scenario 40,000)

Change the Event Status Date to Ready.

Update the Accounting Date to match what was entered on the Bill Plan.
Click the Save button.

After completing all updates, click the Reviewed button under the Plan Status section.
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Favorites + | Main Menu « 5

Revenue Plan

Revenue Plan

Customer Confracts + > Create and Amend ~

Contract 0000001920 Business Unit 50100

Sold To Customer 0000000120 CENTRAL VA COMMUNITY COLLEGE

Revenue Plan R101

General Information B

Define Revenue Plan

Currency USD
GL Business Unit 50100
GL Currency USD

Description [Amount Based - Milestone *Plan Status|Ready - Actions
—
Recognition Method Milestone U Hold
Define Events By Amount Detail
O percent Total Amount G90,000.00
® Amount -
Internal Notes Preview Revenue Remaining Amount 0.00
Add Milestone
Event Detail Personalize | Find | View Al | 2| [E First ‘4’ 1-20f2 "}’ Last
Event Event Type *Event Status Accounting Date Amount
1 [Date ~| [Ready ~] (0832019 |5 Event Note £0,000.00 =]
2 [Date ~]| [Ready ~| (02132019 [ Event Note 40,000.00| [+] [=]
| Return to General Information]
|[{lSave ||[at Returnto Search ||[=] Notify |

|Ex Add || & Update/Display

57.
58.

The Plan Status updates from Action Required to Ready.

Click the Return to General Information link.

Favorites « | Main Menu ~ > Customer Coniracts + > Create and Amend ~ >

General || Lines || Amendments

Contract Number 0000001950
Amendment Number 0000000001

General Information

Sold To Customer CENTRAL VA COMMUMNITY COLLEGE
Contract Status ACTIVE

| Amend Contract

Amendments

Personalize | Find | View Al | &0 [

Return to Amendment Amount Allocation

|[Flsave ||[h Retunto Search ||[=7] Notify |

General | Lines | Amendments

First ‘4 1-20f2 '»/ Last
General || Statistics || Billing Amended Amounts || Revenue Amended Amounts || Misc. |
Amendment Amendment Type Reason Process Date gg:unsdment Detail MNotes
|DODDOEI-DOD‘I Contract Line Iodify Contract Line 082172019 Complete Detail I Motes
0000000000 08132019 Complete Detail Motes
Billing Plans Revenue FPlans Milestones Renewals

Supplemental Data

GoTo

59. The Contract Amount is updated and complete.
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