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@ Welcome to Cardinal Training
/

This training provides participants with the skills and information necessary to use Cardinal and is not intended to replace
existing Commonwealth and/or agency policies.

This course, and the supplemental resources listed below, are located on the Cardinal website
(www.cardinalproject.virginia.gov) under Learning.

Cardinal Reports Catalogs are located on the Cardinal website under Resources:
A Instructor led and web based training course materials

A Job aids on topics across all functional areas

A Glossary of frequently used terms

The Cardinal screenshots included in this training course show system pages and processes that some users may not have
access to due to security roles and/or how specific responsibilities relate to the overall transaction or process being
discussed.

For a list of available roles and descriptions, see the Statewide Cardinal Security Handbook on the Cardinal website in the
Security section under Resources.



p Course Objectives
/

After completing this course, you will be able to:

Describe key customer contracts concepts

Understand the overall customer contract process

Create Federal rate-based customer contracts

Create and process amendments

Understand billing adjustments

Customer contract reports, queries, and online inquiries



Agenda
b ns

Understanding Customer Contracts

Understanding Project Costs

Creating Federal Rate-Based Customer Contracts

Processing Federal Rate-Based Customer Contracts

Amending Federal Rate-Based Customer Contracts

Creating Federal Billing Adjustments

Customer Contract Reports, Queries, and Online Inquiries




# Course Objectives
/

After completing this course, you will be able to:
Understanding Customer Contracts
Understanding Project Costs
Creating Federal Rate-Based Customer Contracts

Processing Federal Rate-Based Customer Contracts

Amending Federal Rate-Based Customer Contracts

Creating Federal Billing Adjustments



/;) Course Objectives (continued)
/

Q Customer Contract Reports, Queries, and Online Inquiries



}j Lesson 1: Introduction
Y4

” Understanding Customer Contracts

This lesson covers the following topics:

A Project Accounting Overview
A Project Accounting Process
A Key Concepts

A Customer Contracts Overview



},\/ Project Accounting Overview
/

Introduction

Project Accounting is composed of two modules:
Project Costing and Customer Contracts.

Project Costing

The Project Costing (PC) module provides a tool
that identifies, controls, and tracks financial
information by project. That information can be
analyzed and used to measure and manage
performance over the life of the project.

Customer Contracts

The Customer Contracts module allows the
creation of rules that govern the billing of
individuals, companies, localities and/or the
federal government, for project related costs.
The Customer Contracts module applies those
rules to costs accumulated in the Project Costing
module and calculates amounts to be billed.

Modules

Cardinal Functional Areas

Accounts
Payable

Accounts
Receivable

Payroll

-,
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/;/ Project Accounting
/

The Project Accounting modules track the financial transactions related to a project, bills external parties for their portion of

il ncurred costs, and provi des r ehederaltCastomar Contraes ape used tehill fodpsojedt i n a n
costs in which there is Federal participation.

Key processes in Project Accounting are:

A Create and Maintain Projects

Create and Amend Contracts

Collect, Distribute, and Price

Process Billing and Revenue

p ST S I

Adjustments and Reconcilements



/;/ Key Concepts
/

Some key concepts in customer contracts include:

A

The Federal contract number is the Federal project number and can only be used once. A Federal Contract cannot be
inactivated then create a new contract using that same number because Cardinal does not allow duplicate contract
numbers.

Amendments are used to make modifications to an active contract. They enable the ability to maintain an audit trail, as
well as a historical record, of any changes made to the contract throughout its lifecycle

Contract limits cannot be reduced below the amount that has been billed without first refunding the billed amount.

For Federal contracts with more than one Federal Appropriation code, the order of priority to bill must be determined.
Cardinal only bills one Federal appropriation code at a time and the Use Sequence determines which appropriation code
is billed first.

Projects and activities are associated to a contract. If a contract does not bill for a specific activity, the activity is not
associated to the contract.

A project/activity combination is associated with one contract and one contract line at a time. A project/ activity must be
removed from a contract and contract line that is no longer in use before those combinations can be placed on a different
contract line.



#/ Understanding Customer Contracts
/

Contracts represent an agreement between the agency and a customer. A customer can be a Federal agency, a local
government, company, or individual.

Rate-based contracts are used in Cardinal to bill Federal Highway Administration (FHWA) through its Federal Management
Information System (FMIS).

Cardinal contracts are identified as Federal or Non-Federal, as shown below:

Cardinal Contracts

I
v v

Federal Contracts Non-Federal Contracts

A 4 4 \ 4 \ 4 \L

Rate-Based Rate-Based Recurring Amount-Based Prepaids




/;/ Understanding Customer Contracts (continued)
/

The Customer Contracts module is an integration point between the Project Costing, Billing and Accounts Receivables
modules. Three types of Customer Contracts are used in Cardinal to facilitate customer billing.

The three types of contracts are:

A Rate-Based
A Recurring
A Amount-Based

Rate-based contracts are used to automatically bill FHWA through FMIS. This course will focus on Federal Rate-Based
contracts.

Rate-Based Contracts: Rate-based contract lines enable costs to be incurred on a project and automatically billed. Billing of
these costs is calculated based on a rate set attached to the contract line. The Rate Set specifies the participation rate that
will be applied to expenditures for the project and activities associated to the contract line. Limits can be setup for a rate-
based contract line to ensure the billing limits related to an agreement are enforced. The accounting entries for rate-based
billing transactions are created by Cardinal using pre-configured Accounting Rules.
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@ Creating Federal Customer Contracts
/

Creating Customer Contracts involves the following steps:
Create Contract Header

Create Contract Line(s)

Link Federal Appropriations and Set Up Limits, if applicable
Link Projects and Activities

Apply Prepaids, if applicable

o Do Do o o Do

Activate Contract

Link Federal

Appropriations

and Set Up
Limits

Create
Contract
Line(s)

Create
Contract
Header

Activate
Contract

Apply
Prepaids

Link
Projects and
Activities
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y Amending Federal Customer Contracts
/

A contract amendment is any change made to an active contract that alters the fundamental obligations and entitlements of
the contract; that is, changing or adding to the contract values that were previously specified. Amendments to a contract are
made by using the Amendment Processing feature.

Amending Federal Customer Contracts involves the following steps:

A Enter Amendment Type and Reason

A Amend Contract Header, Line(s), Terms and/or Transaction Limits
A Set Amendment Status to Ready
A

Process Amendment

Amend

Contar set
Amendment . ' Amendment Process
Lines, Terms
Type & di Status to Amendment
Reason andrar Ready
Tranzaction

Limits




/;/ Customer Contracts 1 General Information
Y4

A contract consists of two components:
A Contract header

A Contract line(s)

The contract header contains agreement information that is relevant to the entire contract. Agreement information may include
customer information, terms and conditions, contract dates, and so forth. Also stored at the header level is administrative
information, such as notes and support teams, that are associated with the contract.

A contract line contains information that is relevant to the line. Multiple contract lines may be added to a contract. Each
contract line has its own status which allows managing each contract line in accordance with the terms and conditions of the
contract. To make a contract available for processing, contract lines must have a status of Active.
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;j Customer Contracts Page

The Customer Contracts page provides hyperlinks to access the major functions in Customer Contracts, such as Create
and Amend, Review Contract Summary, and Determine Price and Terms.

Navigate to this page using the following path: Main Menu > Customer Contracts

Favorites | Main Menu - » Customer Coniracis -

Customer Confracts

@j Customer Contracts

Access customer contracts.

iContracts Center
Ar.cess the key areas for managing customer contracts.

g A0

£ v
i Rewew a confract summary.

Create and Amend

=] General Information

=] Lontract Notes

= Fixed Amount Acctg Distrib
3 More...

Create madify. or review a contract and related information.

ﬁ Determine Price and Terms
Define confractusl pricing.
= Amount Allocation
= Amendment Amount Allocation
= Contract Terms
3 Maore...

ﬁ Review Revenue
Review revenue recognized.
= Flans

=] Events

= As Incurred
3 More...

Adjust Revenue and Billing
Adjust revenus and billing.
= Review and Manage Limits

ﬁ Schedule and Process Billing
Define, review, or process billing.
= Define Billing Flan

=] Assign Billing Flan

ﬁ Review Contract Information

Revisw general information within a contract.

= Contracts

= Amendments

= Attachments
2 Maore...

— My Contracts
Define and update a personalized list of contracts.

Schedule and Process Revenue

C=fine, review, or process revenus to be recognized.
= Define Revenus Flan

= Assian Revenus Flan

= Praview Revenue

ﬁ Review Billing
Review billing.
= Plans

=] Events

= As Incurred

ﬁ Reports
Generate reporis for contract-related information.
= Fed Acc Unbilled CostException
= Transaction Relationship Rpt
= Federal Contract Status Report
& More...

A To add a new contract or view an existing contract, click on the hyperlink General Information under Create and

Amend.
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;j Customer Contracts 1 General Information
Y4

To view an existing Contract:

A

Click the Find an Existing Value
tab

Enter the search criteria.
Click the Search button.

The Search Results display
below the Search Criteria
section.

Click on the hyperlink for the
Contract to be reviewed..

Favorites Main Menu p

General Information

Find an Existing Value | Add a New Value

v Search Criteria

Customer Confracis » >

Create and Amend » >

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

Business Unit{ = v 50100

IComract beqins with »| 0000001

Description| begins with v

ISo\d To Customer| begins with (/0000055002

Customer Name| begins with v

Contract Status|

Processing Status[= v] |

Contract Type

Contract Classification[= v] |

Region Code|
Contract Administrator
Master Contract #

Lo 0 |8 L =

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

Search Results

Search || Clear | Basic Search EF save Search Criteria

Contract
Status
FEDERAL HIGHWAY ADMINISTRATION CLOSED
FEDERAL HIGHWAY ADMINISTRATION CLOSED
FEDERAL HIGHWAY ADMINISTRATION CLOSED
FEDERAL HIGHWAY ADMINISTRATION PENDING
FEDERAL HIGHWAY A

Customer Name

View All
Contract Description LA

Customer
0000001 SBVAQODOOD1 0000055002
0000001723 FL-FLAPDOG*Donot Active* 0000055002
0000001779 STP-0413059 0000055002
0000001871 STP-0352037 0000055002
2 0000055002
0000001983 HSIP - 0003340 0000055002

0000001993 Retest SIR4T

Find an Existing Value | Add a New Value

FEDERAL HIGHWAY ADMINISTRATICN ACTIVE

General Information

New Window | Help | I

First ‘&' 17or7 M Last

Processing  Contract Confract Region Contract Master Separate Fixed Separate As Incurred

Status Type Classificat] Code A Contract # Billing and Revenue  Billing and Revenue
Closed F Governmt (blank)  (blank) (blank) N N
Closed F Governmt (blank)  (blank) (blank) N N
Closed F Governmt (blank)  (blank) (blank) N N
Pending F Governmt (blank)  (blank) (blank) N N
I3 Governmt i Kl (Llank) N N

Active F Governmt (blank) _{blank) {blank) N N I

F Governmt (blank)  (blank) (blank) N N

0000055002 FEDERAL HIGHWAY ADMINISTRATION PENDING  Pending
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o,

¢/ Customer Contracts 1 General Information (continued)
/

On the General Information page there are up to three tabs: General, Lines and Amendments. The contract header
information is located on the General tab and contains information relevant to the entire contract, such as Description,
Customer, Contract Type etc. The Amendments tab is displayed after the contract is saved to facilitate the use of
amendments.

Favorites v 1 Main Menu v > Customer Contracts v > Createand Amend v > General Information

Related Content v | New Window | Help | Persor]

[ General | Lines || Amendments

Contract Number 0000001939 Sold To Customer FEDERAL HIGHWAY ADMINISTRATION
Amendment Number 0000000000 *Contract Status ACTIVE x|Q
i Amend Contract i Add to My Contracts i
Description |HSIP - 0008340 Processing Status Active
Contract Admin | Q Amendment Status Complete
Region Code Business Unit VA Dept of Transportation
Contract Type F Contract Classification Government
Currency Code USD Start Date 03/01/2019
Exchange Rate Type CRRNT End Date 09/25/2021
Contract Signed 08/01/2019 Last Update Date/Time 08/03/2019 7:35:36AM

Last Update User ID TERELLE.WALKER
Separate Fixed Billing and Revenue: |
Revenue Profile Separate As Incurred Billing and Revenue: [
Use Project ChartFields: V!

Contract Role

) Other Information

p Summary of Amounts (2

Billing Plans Revenue Plans Milestones Supplemental Data GoTo |More v

[5]save ||[@» Returnto Search }‘il Notify | [E: Add || B Update/Display

General | Lines | Amendments




#/ Customer Contracts I General Information (continued)
/

Contract Status: Displays a user-defined value that controls what processing can occur against the contract. When entering
a contract, the status defaults to Pending. A different contract status may be selected.

Federal Contract Statuses include:
Pending

Active

Closed

Fire - Closed

Withdrawn

FV Accepted

FV Completed

To Do To o Do Do P>

Favorites v ‘ Main Menu v

General Lines Amendments

Contract Number 0000001939

Amendment Number 0000000000

Amend Contract \

Description |HSIP - 0008340

Contract Admin |

Region Code
Contract Type F
Currency Code USD
Exchange Rate Type CRRNT
Contract Signed 08/01/2018

Contract Role

Revenue Profile
Use Project ChartFields: V!

» Other Information
» Summary of Amounts (2

Billing Plans Revenue Plans Milestones

[F)save ||@h Returnto Search ||[=] Notify

General | Lines | Amendments

> Customer Contracts v > Createand Amend v > General Information

Related Content v | New Window | Help | Persor

Sold To Customer FEDERAL HIGHWAY ADMINISTRATION

I *Contract Status ACTIVE x|Q I

[ Admwycoms |

Processing Status Active
Amendment Status Complete
Business Unit VA Dept of Transportation

Contract Classification Government
Start Date 08/01/2019

End Date 09/25/2021
Last Update Date/Time 02/03/2019 7:35:36AM

Last Update User ID TERELLE.WALKER
Separate Fixed Billing and Revenue:
Separate As Incurred Billing and Revenue:

Supplemental Data GoTo [More v

|5k Add 5] Update/Display

For more details on Contract Statuses, see the job aid titled 501 PA353 Steps for Updating Federal Contract Status.
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4/ Customer Contracts - Contract Lines

The Contract Lines information is located on the Lines tab and details the billing parameters that are used to calculate the
amount to bill. The Contract Line Status works in conjunction with the Contract Status on the Contract - General page. A
contract line is eligible for processing when both the Contract Status and the Contract Line Status are set to Active.

Contract Lines can have a status of:

A Active

A cCancelled
A Pending
A Inactive

Fawvorites | Main Menu « > Customer Confracis + > Create and Amend » > General Information

Related Content + | New Window | Help | Personaliz
General Lines Amendments

Contract Number 0000001939 Sold To Customer FEDERAL HIGHWAY ADMINISTRATION
Amendment Number 0000000000 Contract Status ACTIVE

| Amend Contract |

Contract Lines (f Personalize | Find | View All | B | E First ‘4 10f1 '»' Last

General Detail || Billing Amount Details || Revenue Amount Details

Actions Line Product Description Price Type HSII_IdpSii‘Ijligg;n Holljail E;“'degz:to” Standalone Sale Fee Type Bundle Start Date End Date Status
= Actions 1 FEDERAL Federal Aid & Stimulu| Rate None Qy 08/01/2019 Daf25/2021 Active
< >
Billing Plans Revenue Flans Milestones Supplemental Data GoTo [More ~|
[§]save ||[@ Returnto Search [=] Notify Ey Add || 5 Update/Display

General | Lines | Amendmenis




;j Customer Contracts - Amendments
J

The Amendments tab displays after the contract status is set to Active and saved. This page tracks any amendments
(changes) to the contract. In this example, the contract has one Amendment. Notice that the Amendment Type and Reason
are selected, the appropriate update made and the amendment processed (Amendment Status i Complete).

Favorites = | Main Menu » Customer Confracts » > Create and Amend = > General Information
Related Conig
General || Lines | Amendments |
T
=
Contract Number 00000015359 e Sold To Customer FEDERAL HIGHWAY ADMINISTRATION
Amendment Number 0000000001 Contract Status ACTINVE

| Amend Contract

Amendments Personalize | Find | View Al | (2] 8 First '4' 1-2o0f2 '*' Last
General || Statistics || Billing Amended Amounts || Revenue Amended Amounts || Misc. |

Amendment

Amendment Amendment Type Reason Process Date Status Detail Motes

0000000000 Daf0a/2019 Complete Detail Motes

0000000001 Contract Header Amend Header Info 08726/2019 Complete Detail Motes

Billing Plans Revenue Plans Milestones Supplemental Data Go To

|[5]save ||[ch Returnto Search | |[=] Notify |

Feneral | Lines | Amendments




}) Lesson 1: Checkpoint
/s

Now is your opportunity to check your understanding of the course material. Read the question and select your answer.

-

1. What modules make up Project Accounting?

Y4

2. What allows Cardinal to maintain an audit trail, as well as a historical record, of any changes
made to the contract throughout its lifecycle?

AN
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}j Lesson 1. Checkpoint (continued)
/

-

@ 3. What type of contract is used for Federal contracts?

\_
-

@ 4. Can two Federal contracts bill for the same project/activity combination at the same time?

\_

AN

22



}) Lesson 1: Summary
/

‘ Understanding Customer Contracts

In this lesson, you learned:

A The Project Accounting functional area is composed of two modules: Project Costing and Customer Contracts.
A You can only associate a project/activity combination with one contract line at a time.

A You use amendments to make changes to Active contracts.

23



}) Lesson 2: Introduction
Y4

‘ Understanding Project Costs

This lesson covers the following topic:

A Understanding Project Costs

24



/p/ Understanding Project Costs

Before a project accumulates costs, the project and its associated activities must have been created in Cardinal.

Transactional data from other modules can only be pulled into the Project Costing module if the transaction has the PC
Business Unit (PC BU), Project, and Activity ChartFields populated and the entries have posted in the GL module.

The screenshot below is an example of these three fields in the Accounts Receivables module on the Create/Update Journal
Entries page.

Favorites ‘ ain Menu * General Ledger~ * Joumals~ * Joumnal Entry ~ = Create/Update Journal Entries
Header Totals Errors Approval
Unit 50100 Journal ID MEXT Date 11/2%/2016
Template List Change Values
| Inter/IntraUnit | *Process | Edit Jounal v | Frocess
Lines Personalize | Find | IE—'I E
Select Line *Unit *Ledger Account Fund Program Department PC Bus Unit Project Activity
] 1 50100 2 ACTUALS 5013550 1 |04100 | 103010 Q1 [10024 ) |50100 ) |0000O7TE21 |2 930

£
Lines to add 1 [=]

Totals Personalize | Find | View Al | ] = First ‘4’ 1of1 ‘B Last

Unit Total Lines Total Debits Total Credits  Journal Status  Budget Status

50100 1 0.00 0.00 N N

Ek Add || 5] Update/Display

[F]save ||[=]Motify ||&® Refresh




/;/ Understanding Project Costs (continued)
/

Transactions entered in other modules, which contain project costing ChartFields, are pulled into project costing and

populated on the project transaction table. These transactions are assigned analysis types which enable Project Costing to
process them further for billing and/or funds distribution.

Analysis Types are categories that are assigned to transactions to identify different types of transactions, such as estimated
costs, budgeted amounts, actual costs, and billed costs. A single transaction can create multiple transaction rows on the

project table. These transaction rows may be processed further and result in additional transactional rows being created and
distinguished by the associated analysis type.

Use reports, online inquiries, and Analysis Types to review and analyze transactions between source modules and the
Project Costing module.

Analysis Groups identify a group of Analysis Types and are used to analyze project costs. They are needed for many
Project Costing project analysis functions and mass changes to execute properly.

System Source identifies where the row was generated. Examples would include: GL Batch (BGL), AP Batch (BAP), AR
Batch (BAR), EX Batch (BEX), KK Budget Journal (PKK).
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74 Understanding Project Costs - Analysis Types
/

Analysis Types:

Analysis Description
Type
CNV, ACT, ATE, PAY, FDS a.nd FDR are used to CNV Converted Expenditures
denote original transactions and are all eligible for ATE Account Type-Expense
billing if the project and activity associated to the PAY Time and Labor Actual
expenditure is defined on an active Customer FDR Fund Distribution Reversals
Contract. In rare cases, transactions with analysis type FDS State Distribution
ATT are eligible to be billed for federal contracts. ACT Actual Cost
BIL Billable Amount
BIL means the amount can be billed. BLD Billed Amount
BAJ Billing Adjustment
BIL, BLD, BAJ, OLT, NBL, DEF, FBD and UTL denote oLT Over Limit Amount
billing transactions. DEF Billing Deferred Amount
) NBL Not Billable
FRV denotes revenue transactions for amount based ATT Account Types-Transfer
contracts. ATR Account Type-Revenue
q g ¢ ifiad ) ATL Account Type-Liability
BD1 denotes Budget rows for specified project. ATA Account Type-Asset
- . ATQ Account Type-Equity
ATR, ATL, ATA, ATQ are original transactions that are FED Fixed Cost Billed Amount
not eligible for billing. FRV Fixed Cost Revenue Amount
UAJ Prepaid Utilization Adjustment
UTL Prepaid Utilization (Billing)
BD1 Total Cost Budget - Scenario 1




/;/ Understanding Project Costs 1 Integrations
/

General Ledger (GL), Accounts Payable (AP), Expenses (EX), Accounts Receivable (AR), and Commitment Control (KK) all
send project transactions to Project Costing during nightly batch processing if the transactions include Project Costing
ChartFields, i.e., PC Business Unit, Project, and Activity, in the distribution.

This includes:
GL journals that originate in GL

AP vouchers

A

A

A EX employee expense

A AR direct journal accounting lines
A KK budget journal lines

Time and Labor (TA) sends project related transactions to Project Costing periodically when time and labor costs are
allocated if the transactions include Project Costing ChartFields.

A TA timesheet data transactions

28



}) Understanding Project Costs 1 Integrations (continued)
/

Transactions from other modules are posted to Project Costing with an Analysis Type based on the source module and the
Account associated with the transaction.

Source Module | Account | Analysis Type Analysis Type Description

AP, EX Expense ACT Actual Cost

GL, AR Expense ATE Account Type - Expenses
GL, AR, AP, EX Revenue ATR Account Type - Revenue
GL, AR, AP, EX Asset ATA Account Type - Asset
GL, AR, AP, EX Liability ATL Account Type - Liability
GL, AR, AP, EX Equity ATQ Account Type i Equity
GL, AR, AP, EX Transfer ATT Account Type - Transfer




}) Lesson 2 : Checkpoint
/

Now is your opportunity to check your understanding of the course material. Read the question and select your answer.

-

1. Project costs are created in many modules. Name two of them.

Y4

2. What ChartFields must be populated for the project transactions to be sent to Project Costing?

AN
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}) Lesson 2: Summary
/

‘ Understanding Project Costs

In this lesson, you learned:

A Project transactions must have the PC BU, Project, and Activity ChartFields in order to integrate with Project Costing.
A Analysis Types are used to identify different types of transactions in the Project Costing module.

A The Analysis Types used to identify transactions are determined by their source modules (Accounts Payable, Accounts
Receivable, etc.)
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},) Lesson 3: Introduction
Y4

This lesson covers the following topics:

A

A
A
A

Creating Federal Rated-Based Customer Contracts

Activating the Customer Contract

Viewing an Existing Customer Contract

Closing a Federal, Rate-Based Customer Contract

‘ Creating Federal Rate-Based Customer Contracts

Cardinal Contracts

v

Federal Contracts

A 4

Rate-Based

v
Non-Federal Contracts
y \ 4 ‘1’ \L
Rate-Based Recurring Amount-Based Prepaids
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/;/ Creating Federal Rate-Based Contracts
/

Rate-based contracts use rate-based contract lines. Each contract line is set up with one or more project / activity
combinations and a rate set. Project Costing (PC) receives cost rows which include PCBU, project and activity as they are
posted in GL. These cost rows are priced based on the rate set associated to the contract line and creates billable rows.

The system will automatically update the rate set based on the use sequence defined as the limit is expended. The Customer
Contracts module sends the billable rows to the Billing module where invoices are created. Once the cost row has been
processed and the billable amount invoiced in Billing, the cost row cannot be processed for billing again.

The billing and revenue accounting entries for Rate-Based contracts are managed by the Customer Contracts module. As a
result, Accounting Rules define the chartfield values that are used to send the billing entries to Billing and the revenue entries

to GL.
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/;) Adding a Contract
/

To create a contract, access the General Favorites v ‘ Main Menu « > Customer Contracis v » Create and Amend ~ > General Information

Information page using the following path:
_ General Information
Main Menu > Customer Contracts >

Create and Amend > General Information

Find an Existing Value | Add a New Value

On the Add a New Value tab, enter or select
the following: Business Unit|50100 |Q
Contract|012345

A Business Unit: defaults for the agency

: _ . ==
(i.e., 50100 for VDOT). Do not change it. Sold T Gustones (DO0-002 Q
Contract Classification| Government v
A Contract: defaults to NEXT. Replace Separate Fixed Billing and Revenue
this value with the Federal Project Separate As Incurred Billing and Revenue

Number on the Federal agreement.

A Sold To Customer: For Federal T Add
Contracts this value should always be
0000055002.

Find an Existing Value | Add a New Value
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,} Adding a Contract (continued)
/

A

Contract Classification: defaults to
Standard and must be changed to
Government.

The following two check box fields are
not used in Cardinal:

A Separate Fixed Billing and
Revenue

A Separate As Incurred Billing
and Revenue

Click the Add button.

Favoriies v ‘ Main Menu « > Customer Confracis v

General Information

Find an Existing Value || Add a New Value

Business Unit|50100 |Q
Contract|012345
Sold To Customer /0000055002

>

Create and Amend

Confract Classification| Government

Separate Fixed Billing and Revenue

Separate As Incurred Billing and Revenue

[ Add

Find an Existing Value | Add a New Value

>

General Information
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4/ Creating the Contract Header

The General tab diSplayS. Enter the contract Favoites+ | MamMenuv > CustomerConfracls~ » CreateandAmend~ > General Information
header information: | e Window | e | Perso
General || Lines
A Description - The Description field is Contract Number 017345 Sold To Customer FEDERAL HIGHWAY ADMINISTRATION
populated with the Contract Prefix and “Conmart St PENDING R
PI’OjeCt Numbel’ from the agreement. Th|S Copy From Contract | | Add to My Contracts
field is limited to 35 characters.
I Description Contract 012345 I Processing Status Pending
A Contract Type - Select F (Federal) R : Aerdmentsats
. ] ) . ’ Region Code qQ Business Unit VA Dept of Transportation
A i1 Letter of Authorization LT Local Contract Type |F Contract Classification Govemment
.~ . Currency Code |USD Last Amended
F I Federal O I Other Exchange Rate Type [CRRNT v Last Update Date/Time
G 1 Grant R 7 Resolution T ContactSignea D3072073 5 Last Update User ID
.. Separate Fixed Billing and Revenue:
\J I Federal Grant ContectRok 4 Separate As Incurred Billing and Revenue:
Revenue Profile Q
A Currency Code and Exchange Rate Type Other Information
defaUIt' DO not Change' Summary of Amounts (7
A ContraCt Sl g n ed _ DefaUItS tO the Current Billing Plans Revenue Plans Milestanes Amount Allocation Supplemental Data GoTo [More v|
date. Change this date to the Federal R TVAdd | 7] UpcateDisay
Authorization date found on the Federal Gener | Lires

agreement.

A Use Project Chartfields checkbox i Defaults
as checked and cannot be changed.
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,) Creating the Contract Header (continued)
/

Favorites - ‘ Main Menu + 5

General || Lines

Contract Number 012345

Customer Coniracis +

» Create and Amend ~ :  General Information

Sold To Customer FEDERAL HIGHWAY ADMINISTRATION

| New Window | Help | Persor

*Contract Status | PENDING a,
Copy From Contract [ | Add to My Contracts |
]
Description Contract 012345 | Processing Status Pending
Contract Admin Q Amendment Status
Region Code| Q Business Unit VA Dept of Transporiation

Contract Type F Q Contract Classification Govemment
Currency Code USD (& Last Amended
Exchange Rate Type|CRRNT v| Last Update Date/Time
Contract Signed 02/01/2019 EJ Last Update User ID

Contract Role|

| Q Separate Fixed Billing and Revenue: O

Separate As Incurred Billing and Revenue: O

Revenue Profile|

Q

[Use Project ChartFields: ¥

} Other Information
b Summary of Amounts (%)
Billing Plans

Revenue Plans Milestones

[iflsave ||[=]Notify |

General | Lines

Amount Allocation Supplemental Data GoTo |More

vl

|y Add || 2] Update/Display |
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/) Creating the Contract Header (continued)
/

Main Menu - > Customer Conracis v > CreateandAmend » >  (General Information

Click the arrow next to the Other Information Ziise
section to expand the section.

| Mew Windaw | Help | Person
General || Lines

A . . Contract Number 012345 Sold To Customer FEDERAL HIGHWAY ADMINISTRATION
A Legal Entity - Choose either FO i Federal “Contrct Status PENDING Q
Oversight, or NFO i Non-Federal Oversight
f F d | t t Copy From Contract || Add to My Contracts |
or a Federal contract.
A Proposal ID - Enter the monetary obligation Descripon (Contiae 12545 Processing Status Pendng
. Contract Admin Q Amendment Status
amount of the contract. It is calculated by . o _
ki . i Region Code Q Business Unit VA Dept of Transportation
adding the Total Obligation amount and the Contract Type F Q Contract Classfation Goverment
Advanced Construction Funds from the Curency Code USD Q Last Amended
Fed | t. U $ . d Exchange Rate Type [CRRNT v| Last Update Date/Time
edaera agreemen -Use a Slgn’ commas an Contract Signed [08/01/2013 H Last Update User 1D

decimals when entering this value.

Q Separate Fixed Billing and Revenue:

Contract Role

A Federal Region Code - This field is required Revene P g A eReTENGand et

and defaults to 03 (FHWA). This value should Use Prject CharFieids:

be changed to 15 (Federal Lands) if the rate [ptrer omation

set on the contract terms page is billing Federal gnmv'awcmﬂa ParentContac Q

La-ndS. DT:::;::i:':;tomptete Mas:;?:::; FO Z\
A Click the Save button. it CroceCopis P

Proposal ID (583,130.00
For more information on Contract Header fields e
see the job aids titled Creating a Federal Summary of Amounts) @
Contract and Helpful Hints for Federal Bilng Pians Revenue Plans Wiestones AmowtAlocsion  SupenentaDaz  GoTo [MOE v
Customer Contract Maintenance. T T
General | Lines
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7 Creating Contract Line(s)
/

After setting up the contract header, line(s) need to be
added to the contract. A contract line details the billing
parameters that are used to calculate the amount to bill
a customer and has its own accounting distributions,
billing limits, billing plans, and revenue plans.

Each contract line within a contract can have a status of
Active, Cancelled, or Pending. Contracts converted to
Cardinal as CLOSED will have a contract line status of
dnactived .

Add contract line(s) from the General Information
page.

A Click the Lines tab.

A Click the Add Contract Lines button.

Use the Add Contract Lines button to add lines to
contracts with a Pending Processing Status.

When a contract is Activated, the Add Contact Lines
button no longer appears and an amendment must be
created to add additional contract lines to the contract.

Favorites » Main Menu =

General | Lines

Contract Number 012345

» Customer Confracts » > Create and Amend » > General Information

| New Window | Help | Persanaii

Sold To Customer FEDERAL HIGHWAY ADMINISTRATION
Contract Status PENDING

| A Contrctiines

| Add Default Kt

Contract Lines (2

Persanalize | Find | View Al | 2] B s 0100 ¥ et

General | Detal | Biling Amount Detalls | Revenue Amouni Defails | Coniract Liability

Actions Line  Product Description Price Type
Actions
Billing Plans Revenug Plans Iilestones

5]8ave | [ Natity

General | Lines

Hold Billingen  Hold Revenue on

UnpadCost  Unpaid Cost Standalone Sale Fee Type Bundle Start Date End Date *Status
hone Afive
{ >
Amount Allocation Supplemental Data GoTo |More v

[hAdd || 7] UpdateiDisplay
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/p/ Creating Contract Line(s) (continued)

After clicking the Add Contract Lines button, the Add
Contract Lines page displays.

To add a contract line, select the product to be used.
The product is used to default the bill plan and revenue
plan parameters to the contract line.

To search for Federal rate-based products:

A Product Group - Select RTE_FED (Federal
Government).

A Product - Enter FEDERAL.

A Price Type - Select Rate as this is a rate-based
contract. This field displays the price type that was
defined for the product on the Product Definition

page.
A Click the Search button.
For additional details on creating a Federal contract and

Product , please refer to the job aid titled, 501 PA353:
Creating a Federal Project.

Favorites = | Main Menu + » Customer Confracis = » Createand Amend = >  General Information

General Information

Add Contract Lines

Search (7
Product Group |RTE_FED 'y U1 product Kits
Product [FEDERAL
Product Description
Price Type |Rate W ﬂ
Physical Nature v
Create Adhoc Product Return to Contract Lines
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4/ Creating Contract Line(s) (continued)

The Search Results populate below the
search criteria.

A Select the check box next to the
FEDERAL product.

Product - Displays the product name.

Description - Displays the description of
the product.

A Price Type - Displays the price type of
the product. If the search is narrowed by
price type, this is the value selected.

Physical Nature - Defaults to Goods

Fee Type - Defaults to None.

Favorites -

General Information

Add Contract Lines

Search (7

Search Resu

General

Product

[ 1FEDERAL

Select Al

Create Plans

VIBilling Plans
[ Revenue Plans

Templates

Main Menu + > Customer Confracts » > Create and Amend » > General Information

| New Win

Product Group RTE_FED
Product FEDERAL
Product Description

Physical Nature v]

Q U Product Kits

| Search |

Its (7 Personalize | Find | View All| U B st 1or1 0 Last

Physical

Nature T

Description Price Type Product Kit *Fee Type End Date Quantity uom

Federal Aid &

Stimulus Rate Goods N None

wv| (080112013 |H 100012020 1.0000 Q

O Clear

from Template Combine Like Templates

VIBilling Plans
[ Revenue Plans

| AddContractlines |

Create Adhoc Product Return to Contract Lines
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V4

A

Start Date: The contract line start date. This
date should be the contract signed date from
the contract header. The value entered
displays on the Contract - Lines page.

End Date - The contract line end date. Enter
the Period of Performance End Date.

Quantity - Displays quantity for the product.

UOM - Displays the unit of measure
associated with the product, if any.

Create Plans from Template and Combine
Like Templates sections - Check boxes
default as selected. Do not change them.
These templates create the predefined bill
plans and revenue plans for the product(s)
selected.

Click on the Add Contract Lines button to
add the line.

p Creating Contract Line(s) (continued)

Favorites » Main Menu

General Information

Add Contract Lines

Search (7

Product Group |RTE_FED
Product FEDERAL
Product Description

Physical Nature v]

Search Results (7

General | Templates

Product

[/ 1FEDERAL

Selert Al

Create Plans from Template

M Billing Plans
W Revenue Plans

Description

Federal Aid &
Stimulus

O clearan

+  Customer Confracts » > Create and Amend » > General Information

| New Win

Q U Product Kits

 Seamh |

Personalize | Find | View &1 [ & | B fst 0101 0 Last

Physical

Price Type Neture Product Kit *Fee Type Start Date End Date Quantity UoMm

Ratt  Goods N None v| [otte | 10302020 [ 1000 |Q

Combine Like Templates

M Billing Plans
W Revenue Plans

| Add Contract Lines

Create Adhoc Product Refum fo Contract Lines
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/,) Creating Contract Line(s) (continued)
/

A message next to the Search button displays indicating the number of contract lines added to the contract.

Click the Return to Contract Lines hyperlink to continue processing the contract.

Favornies - | ain Menu » Customer Coniracts = > Create and Amend = > General Information

General Information

Add Contract Lines

Search (2

Product Group RTE_FED Q Ll Product Kits
Product FEDERAL

Product Description
Price Type |Rate v
Physical Nature | v|

Search 1 line(s) have been added to the contract

Create Adhoc Product Return io Contract Lines
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V4

7} Creating Contract Line(s) (continued)

Cardinal returns to the Lines tab. Add additional contract lines using the Add Contract Lines button or delete a contract line
by clicking the Delete Row icon (minus sign) at the end of the contract line (use the scroll bar to move to the end of the line).
The Billing and Revenue Plans must be unassigned before the contract line can be deleted and the steps to do this will be
covered later in this lesson.

Click the Save button. Saving the contract defaults both a billing and revenue plan from the Product used to create the
contract line.

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

| New Window | Help | Persona
| General || Lines

Contract Number 012345 Sold To Customer FEDERAL HIGHWAY ADMINISTRATION
Contract Status PEMDING

I Add Contract Lines || Add Default Kit

Contract Lines (2 Personalize | Find | View All | B | L First ‘4 10of1 "B/ Last
General || Detail || Biling Amount Details || Revenue Amount Defails | [F=R

Hold Billing on  Hold Revenue on

Actions Line Product Description Price Type Unpaid Cost Unpaid Cost Standalone Sale Fee Type Bundle Start Date End Date *Status
* Actions 1 FEDERAL Federal Aid & Stimulu| Rate | | None ), 08/01/2019 10/30/2020 Im
< 3
Billing Plans Revenue Plans Milestones Amount Allocation Supplemental Data GoTo |More |
|5isave | =1 notity | [[4 Acd || 5] Update/Display

General | Lines
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g/ Creating Contract Line(s) (continued)

The General tab, in the Contract Lines section, shows the basic information for the line(s), including Product, Description,
Price Type, Start Date, a nd t Staus.ITherstatdsof a line can be Active, Cancelled, or Pending. Contracts
converted to Cardinal as CLOSED will have a contract line status of Inactive.

The Hold Billing on Unpaid Cost, Hold Revenue on Unpaid Cost and Standalone Sale checkboxes default as unchecked
and should not be checked.

Favorites « | Main Menu > Customer Confracts » > Create and Amend » >  General Information
| New Window | Help | Persona
General Lines
Contract Number 012345 Sold To Customer FEDERAL HIGHWAY ADMIMISTRATION

Contract Status PEMNDING

Add Contract Lines [ Add Default Kit |
Contract Lines (7 Personalize | Find | View Al | 2 | [ First ‘4" 10f1 '} Last

Detail Billing Amount Detaills Revenue Amount Details | |F==R

. " g . Hold Billing on  Hold Revenue on "
Actions Line Product Description Price Type Unpaid Cost Unpaid Cost Standalone Sale JFee Type Bundle Start Date End Date Status

= Actions 1 FEDERAL Federal Aid & Stimule| Rate ] ] MNone Q) 080172019 1003072020 Active

L4 >

Billing Plans Revenue Plans Milestones Amount Allocation Supplemental Data GoTo |More v|
[5save ||[=]Notify | [+ Add || 7] Update/Display

General | Lines
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Click the Detail tab.

4/ Creating Contract Line(s) (continued)

A The contract Billing Plan and Revenue Plan were created based on the Product selected. The status of these plans

can be:

Pending - Contract is not active.

I Cancelled - The plan has been cancelled.

I Ready - Contract is active and no transactions have been processed for the billing or revenue plans.

I In Progress - Transactonshave been processed HRlloggand/sriRevenieePlan.ont r act 0s
Favorites + | Main Menu > Customer Confracts » > Create and Amand v > General Information
Related Content + | New Window | Help | Personalid
Geperal Lines
Contract Number 012345 Sold To Customer FEDERAL HIGHWAY ADMINISTRATION
Contract Status FENDING
Add Contract Lines [ Add Default Kit
Contract Lines (% Personalize | Find | View All | 2 | E First ‘4 10f1 &/ Last
General Detail Billing Amount Details Bevenue Amount Details
Actions Line Product Description Price Type Billing Plan Revenue Plan Contract Terms Accounting Internal Notez  Ship to Customer Name
I - - ) ) N FEDERAL HIGHWAY
- Actions 1 FEDERAL Federal Aid & Stimulu| Rate Pending Pending Contract Terms Distribution Internal Notes o0 e TmaTIoN
< >
Billing Plans Revenue Plans Milestones Amount Allocation Supplemental Data Go To |More ~]
'L_E-‘_] Save | 5{‘ Return to Search | |[=] Notify | Eh Add |[JF] Update/Display
General | Lines
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p/ Creating Contract Line(s) (continued)
/

The Billing Amount Details and Revenue Amount Details tabs provide further information about the contract lines,
including the Price Type, UOM, and Billing/Revenue Limit Amount, if applicable.

| Add Confract Lines [ Add Default Kit |

Contract Lines (7) Personalize | Find | View Al | 2 | ] First ‘4’ 10f1 "}/ Last
General || Detail I Billing Amount Details || Revenue Amount Detalls | [0

Actions Line Product Description Price Type Quantity UOM Awarded Total Billing Limit Unit Billing
- Actions 1 FEDERAL |Federal Aid & Stimulus | Rate 1.0000 0.00 0.00 o.00 [=]
Billing Plans Revenue Plans Milestones Amount Allocation Supplemental Data Go To |More ~ |
|[F1save ||[a Returnto Search || Notify | (B Aad | Update/Display

General | Lines

T AT e, oy LN NS s T e e P o~
B e Y T NS N A N

Contract Lines (2 Personalize | Find | View All | £J | B First ‘4 10f1 '“»' Last
| General || Detail || Biling Amount Details || Revenue Amount Details | [0

Actions Line Product Description Price Type Quantity Awarded Total Revenue Limit Unit Revenue Simulate Revenue Pricing
- Actions 1 FEDERAL :Federal Aid & Stimulus | Rate 1.0000 0.00 0.00 0.00 Simulate Revenue Pricing =]
Billing Plans Revenue Plans Milestones Amount Allocation Supplemental Data Go To [More v|
|[F]save ||[ah Returnto Search || Notify | (B Add | Update/Display

General | Lines




Associating Projects, Activities, Rate Set and Transaction
Limits to the Contract Line

After creating the contract header and line, associate a rate set, billing limit, projects and activities for each contract line.

Linking projects and activities to the contract line allows transactions to be billed and prevents the combination from being
associated to another rate-based contract line.

A Click the Detail tab.
A Click on the Contract Terms hyperlink.

Favorites - | Main Menu - > Customer Confracts » > Create and Amend » > General Information
Related Content + | New Window | Help | Persong
General Lines
Contract Number 012345 Sold To Customer FEDERAL HIGHWAY ADMINISTRATION
Contract Status PEMNDING
Add Contract Lines [ | Add Default Kit
Contract Lines (7 Personalize | Find | View All | 2] R First (0 10f1 ) Last
General Billing Amount Details || Revenue Amount Details
Actions Line Product Dexscription Price Type Billing Plan Revenue Plan Contract Terms Accounting Internal Notes Ship to Customer Name
- - - . ’ B FEDERAL HIGHWAY
- Actions 1 FEDERAL Federal Aid & Stimuly| Rate Pending Pending Contract Terms Distribution Internal Motes ADMINISTRATION
< >
Billing Flans Revenue Flans IMilestones Amount Allacation Supplemental Data Go To |More |
[F]save ||[@> Return to Search [=] Motify EL Add 53 Update/Display
General | Lines
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) Associating Projects and Activities, Rate Set and
~~  Transaction Limits to the Contract Line (continued)

The Contract Amounts tab displays:

Period of Performance section:

A Start Date: This is the federal
agreement Authorization Date. This
field defaults to the date used when
creating the contract line. If the field
Is blank, populate the appropriate
date.

A End Date: This is the federal
agreement period of performance
end date. This field defaults to the
date used when creating the
contract line. If the field is blank,
populate the appropriate date.

A Click the Control Limits and Billing
check box. This checkbox controls
the enforcement of the Period of
Performance End Date.

Favorites » Main Menu = » Customer Confracts v » Create and Amend » > General Information > Contract Terms

Related Confent

Contract Amounts || Related Projects

%
Contract Number 012345 Sold To Customer FEDERAL HIGHWAY ADMINISTRATION
Amendment Number Contract Status PENDING
ContractLine 4 1 Price Type Rate
Product FEDERAL Fee Type None
Description Federal Aid & Stimulus
Limit Details
T&M
Awarded 0.00
Funded 0.00
Revenue 0.00
Transacfion Limits Review Limits Perform Limit Checking

Period of Performance

ontrol Limits and Billing

Amount Allocation

Start Date 03/01/2019 [ End Date |[10/20/2020 &

Refurn to General Information

|71Save ||[ah Return to Search Previous in List ||4[] NextinList ||[Z]Notify ||£¥ Refresh | |5 Update/Display jl Include History I/ Correct History

Contract Amounts | Related Projects
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/,/ Associating Projects and Activities to the Contract Line
/

Click the Related Projects tab to open
the Related Projects page.

To associate Project and Activities:

A Enter the PC Business Unit (e.g.,
50100 for VDOT).

A Enter the Project ID, or click on the
look up icon for a list of available
values.

A Select the Radio Button next to
Project ID.

A Click the Summary Activities
button.

. Contract Amounts

Eavorites + ‘ Main Menu «

Related Projects

Contract Number 012345

Amendment Number

Contract Line 1

Product FEDERAL
Description Federal Aid & Stimulus

PC Business Unit|50100 aQ

Associated Rates

Effective Date Status Rate election

> Customer Confracts » > Create and Amend » >  General Information

Transaction Limits

» Contract Terms

Sold To Customer FEDERAL HIGHWAY ADMINISTRATION
Contract Status PENDING

Price Type Rate
Fee Type Mone

Review Limits
Personalize | Find | & First (0 10f1 () Last

Rate Set

1|Darz712019 [ [Active v| [Rate Set

v Q) Rate Set [+] [=]

Associated Projects & Activities

Perzonalize | ] First ‘&' 10f1 '} Last

*Project *Activity
@Inoumunom Q [+][=]
| Create Project [ Create Activity [ Al Activities || summaryActivities || DeleteActivies |
Return to General Information
Amount Allocation
[save ||l Returnto Search |1 | Previousin List | [4] NextinList |[[=]Notify |[£* Refresh | | ] UpdateDispiay || &7 Include History
L = 1 w=l i A

Related Content 1

|[E% Comect History

Contract Amounts | Related Projecis
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#/ Associating Projects and Activities to the Contract Line
/

(continued)

The Summary Activity Selection pop-up
window displays and allows adding all
activities associated with the selected
phase(s).

Detailed activities are grouped by project
phase, e.g., PE Participating.

A Add all activities for a phase by clicking
the check box next to the phase
Activity, e.g. Preliminary Engineering
Phase. Select only participating
activities by selecting the check box
next to the PE Participating activity.

A If the detail activity values are not
displayed under the Phase, this means
the activity is already associated to
another rate based contract.

A Once the activities are selected, click
the OK button.

Project Activities

X 0O0Ow

Summary Activity Selection for 0000100001

Activity Name

1 = Preliminary Engineering Phase

PE Participating
PE Non Participating
H Right of Way Phase

= RW Participating
Staff Appraising
Fee Appraising
Court Testimony Staff Appr
Court Testimony Fee Appr

Appraisal Review

RW/PE-PE Activities on RW Job

RW/Constr - Constr on Rw Job

RW Educational Courses
Aftorney Fees - Other

Staff Attorneys

Refresh

Activity

@101

961

H7

9102

9162

621

623

Activity Type

9101

9101

9101

9102

9102

9102

9102

9102

9102

9102

9102

9102

9102

9102

9102

Processing
Status

Active
Active
Active
Active
Active
Active
Active
Active
Active
Active
Active
Active
Active
Active

Active

Personalize | Find | View 100 | @| L:_Kl

Related Content v | Help

First ‘4 1-250f240 '} Last

Start Date End Date

03/01/2011 04/30/2036 A
03/01/2011 04/30/2036

03/01/2011 04/30/2036

03/01/2011 04/30/2036

03/01/2011 04/30/2036

03/01/2011 04/30/2036

03/01/2011 04/30/2036

03/01/2011 04/30/2036

03/01/2011 04/30/2036

03/01/2011 04/30/2036

03/01/2011 04/30/2036

03/01/2011 04/30/2036
03/01/2011 04/30/2036
03/01/2011 04/30/2036

03/01/2011 04/30/2036 v

17—
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/;) (continued)

The activities selected display on the
Contract Terms page, Related Projects
tab, for the Contract Line.

A Repeat the process for all projects
which need to be added to the
contract.

A Click the Save button at the bottom of
the page.

Associating Projects and Activities to the Contract Line

Favorites « | Main Menu > Custom

| Contract Amounts |' Related Projects |

er Coniracis » >

Create and Amend » > (General Information > Contract Terms

=
Contract Number 012345 Sold To Customer FEDERAL HIGHWAY ADMINISTRATION
Amendment Number Contract Status PENDING
Contract Line 1 Price Type Rate
Product FEDERAL Fee Type MNone
Description Federal Aid & Stimulus
PC Business Unit 50100 Q
Transaction Limits Review Limits
Associated Rates Personalize | Find | B2 First ‘4 10f1 '} Last
Effective Date Status Rate Selection Rate Set
1012712019 [ [Active ~| [Rate Set - @ Rate Set =l
Associated Projects & Activities Personalize | (2] First ‘4 1-35 07123 '»' Last
*Project *Activity Description Description
(e 0000100001 Q1 |521 1 Rural Additions - Pittsylvania Staff Appraising #] [=]
() |0DO0100001 Q802 Q. Rural Additions - Pittsylvania PE/Consir - Constr on PE Job =]
() |D0OD100001 Q, |606 Q. Rural Additions - Pittsylvania Advanced RAN Prior to Acq. =]
() |0000100001 Q807 . Rural Additions - Pittsylvania R/W Stakeout for Cond. and App =]

by 3 DODD1DD“ !‘] Q) |608 . Rural Adiitiuns - F’iniylvania o Fnst. Stakeout Prior fo Award =]

N NN, SOV WSS - . N R NIV, P VO MWM\

Contract Amounts | Related Projects

| Creata Project I Create Activity I All Activities | | sSummary Activities | | Delete Activities |
Return to General Information
Amount Allocation
|[5]save ||lat Retun toSearch ||1 | PreviousinList ||« ] NextinLlist ||[=]MNotify ||« Refresh | | F] Update/Display | ! Include History ||[7 Correct History
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7l Associating Transaction Limits to Contract Line
/

Federal approp”a‘“on COdeS |dent|fy Federal Favorites + Main Menu - > Customer Confracts ~ > Create and Amend ~ > General Information > Contract Terms
funding sources or appropriations. Contract Amounts || Related Projects
Federal Approprlatlon COdeS (Source typeS/ Contract Number 012345 Fél Sold To Customer FEDERAL HIGHWAY ADMINISTRATION
transaction identifiers) are pre-configured values Amendment Number Contract Status PENDING
in Cardinal which are mapped to a rate set. The contractLine < 1 Price Type Rate
combination of the transaction identifier, rate set Product  FEDERAL Fee Type None
a n d I | m | t d e t e r m | n e S t h e Description Federal Aid & Stimulus
obligation on the contract. PC Business Unit [50100 «
Transaction Limits Review Limits
] ) o . Associated Rates Personalize | Find | First ‘4 10f1 "' Last
Setting up a transaction level limit ensures billing Eftctive Date Status Rte Selection Rate Set
does not exceed the total obligation amount for 1enTRote | [Acie 3| [Reesa = Q Rate Set ==
that Federal Appropriation code. Associated Projects & Activities Personalize | B0 First (4 12501123 (» Last
Define transaction level limits for a rate-based “Project “Activity Description Description
contract line on the Transaction Limits page. @ 0000100001 @ [B21 Q Rural Additions - Pittsylvania Staff Appraising [+ [=]
(") |0000100004 Q) |502 Q) Rural Additions - Pittsylvania PE/Consir - Constr on PE Job =]
. . . . (0000100001 Q, |608 Q Rural Additions - Pittsylvania Advanced RAN Prior to Acg. [+] [=]
TO access the TransaCtlon lelts page’ CIICk () |DO00100001 Q |607 Q Rural Additions - Pittsylvania RAW Stakeout for Cond. and App [+] [=]
the Transaction Limits hyperlink on the Related
0000100001 Q |608 Q. Rural Additions - Pittsylvania nst. Stakeout Prior to Award |£| IEI

Projects tab.




Associating Transaction Limits to Contract Line
(continued)

The Transaction Limits page displays. Enter values for the following fields: Transaction Identifier, Description, Limit
Amount, Use Sequence, and Rate Set.

A Transaction Identifier i Enter or select the Transaction Identifier. This is the source type and maps to the Federal
Appropriation code. The agency uses transaction identifiers to define and control transaction limits at the Federal
appropriation level on contracts set up as FHWA agreements. This value must be entered before a limit amount can be
entered on this page.

A Description field - Displays the description entered for the transaction identifier.

Favorites - | Main Menu - > Customer Coniracts ~ > Create and Amend ~ >  General Information > Contract Terms

Transaction Limits

Contract Number 012345 Sold To Customer FEDERAL HIGHWAY ADMIMNISTRATION
Amendment Number Contract Status PEMNDING
Contract Line 1 Price Type Rate
Product FEDERAL Fee Type None

Description  Federal Aid & Stimulus

Billing Limits (7 Personalize | Find | view an | 22 | First ‘40 10f1 & Last
*Tran_sacti{:-n Description Limit Amount U=se Sequence Rate Selection Rate Set
Identifier
1fL110 |« |BrRIDGE PROGRAM - 15% OFF | 25,000.00 1| [Rate Set  ~| [FED_L110_90 Y [+] [=]
Return to Contract Terms Transaction |dentifiers

[ Perform Limit Checking |

[F] save [&r Return to Search revious in List =] Mextin List =] Motify




Associating Transaction Limits to Contract Line
(continued)

A Limit Amount - The obligation amount for the appropriation code is populated in the Limit Amount field. Once the Limit
Amount field for Use Sequence 1 is expended, Cardinal moves to the next use sequence.

A Use Sequence - This field identifies the order in which each Federal Appropriation code is billed and utilized. Transaction
identifiers are used according to their use sequence value. Once the first transaction identifier exceeds its limit, the Auto-
Sequencing process automatically moves on to the next transaction identifier.

Favorites - | Main Menu - = Customer Coniracis - Create and Amend - General Information »  Contract Terms
Transaction Limits
Contract Number 012345 Sold To Customer FEDERAL HIGHWAY ADMINISTRATION
Amendment Number Contract Status PENDING
Contract Line 1 Price Type Rate
Product FEDERAL Fee Type MNone
Description Federal Aid & Stimulus
Billing Limits (7 Personalize | Find | view Al | 20 | B3 First (4 10f1 (& Last
’I:Ij'ran_sacti-::-n Description Limit Amount Use Sequence Rate Selection Rate Set
entifier
1[L110 ), [BRIDGE PROGRAM - 15% OFF 25 000.00 1| [Rate Set  ~| [FED_L110_80 L, [+] [=]
Return to Contract Terms Transaction ldentifiers
! Perform Limit Checking !
5] save |&r Return to Search | Previous in List =] Mextin List [E=] Motify




Associating Transaction Limits to Contract Line
(continued)

A Rate Selection field - This defaults to Rate Set. Do not change this value.

A Rate Set field - This field should contain a rate set with the Transaction Identifier in the Rate Set name. The rate set name
will include FED, Transaction Id and Participation rate. Rate Sets for Advance Construction appropriation codes will have
ADC, Transaction Id and Participation Rate.

Favorites - | Main Menu - > Customer Confracts ~ > Create and Amend = > General Information »  Contract Terms

Transaction Limits

Contract Number 012345 Sold To Customer FEDERAL HIGHWAY ADMIMISTRATION
Amendment Number Contract Status FEMDING
Contract Line 1 Price Type Raie
Product FEDERAL Fee Type Mone

Description Federal Aid & Stimulus

Billing Limits (7 Personalize | Find | View All | B2 | = First ‘4’ 1 of1 '} Last
*Tran_sacti{:n Description Limit Amount Use Sequence Rate Selection Rate Set
Identifier
1[C110 <, [BRIDGE PROGRAM - 15% OFF 25 000.00 1 IRate Set vl [FED_L110_g0 |2 [+] [=]
Return to Contract Terms Transaction |dentifiers
Perform Limit Checking
[5] save |g* Return to Search | Previous in List 4| Mextin List [%=] Motify
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/) Associating Transaction Limits to Contract Line
(continued)

If you need to add additional transaction limits click the plus (+) button and enter the required fields. After completing all entries:
A Click on the Save button.

A Click the Return to Contract Terms hyperlink. The Contract Terms page, Contract Amounts tab is displayed.
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/’) Associating Transaction Limits to Contract Line
~~  (continued)

The Contract Amounts tab displays. Click the Related Projects tab.

Favorites = | iain Menu - > Customer Confracis » > Create and Amend ~ >  General Information » Contract Terms

Related Content

: Contract Amounts Related Projects

Contract Number 012345 Sold To Customer FEDERAL HIGHWAY ADMINISTRATION

Amendment Number Contract Status FEMNDING
Contract Line 1 Price Type Rate
Product FEDERAL Fee Type Mone

Description Federal Aid & Stimulus

Limit Details
T&M
Awarded 0.00
Funded 0.00
Revenue 0.00
Transaction Limits Review Limits Perform Limit Checking
Period of Perfformance
Start Date |03/01/2019 [#] End Date |10/30/2020 [#] [ control Limits and Billing
Return to General Information Amount Allocation
|[F]Save ||[@h Returnto Search ||+ ] Previousin List ||47] Nextinlist ||[=]MNofify || Refresh | | 5 Update/Display '__L-'I Include History "_I__',Lr Correct History

Contract Amounts | Related Projects
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The Related Projects tab displays.

After the transaction limits have been populated,
enter the federal authorization date, and the rate
set.
A The authorization date should be entered in the
Effective Date field. This date is the Federal
authorization date of the Federal project. This
date is very important in the set up of the
contract line as this date determines which
transactions are priced for billing. The rate set is
not available for billing until this date or after.
Status field - This field defaults to Active.
Updating the value to Inactive will stop billing
for this contract line.

Rate Selection drop down menu - This field
defaults to Rate Set. Do not change this value.
Note when updating the Rate Set and/or Effective
Date, do not use the + (add button). All changes/
updates should be made by clicking on the Correct
History button.

A Click the Save button.

A Click the Return to General Information link.

A

» Associating the Rate Set to the Contract Line

Favorites = | Main Menu ~
Contract Number 012345

Amendment Number

Contract Line 1

Product FEDERAL

» Customer Confracts ~ > Create and Amend ~ > General Information

> Contract Terms

Sold To Customer FEDERAL HIGHWAY ADMINISTRATION

Contract Status PENDING

Price Type Rate

Fee Type None

Review Limits
First ‘4 10f1 '} Last

Description  Federal Aid & Stimulus
PC Business Unit 50100 Q.
Transaction Limits
Associated Rates Personalize | Find | (E]
Effective Date Status Rate 3election Rate 3et
1[02/01/2019 i || Active v [Rate Set ~ W FED_L110_90

[+ =

R Rate Set

Associated Projects & Activities

*Project *Activity
() \DDOD100001 | (602
() |DODD100001  |C (606
() |DODD100001  |Cy (607
(") |DODD100001  |C (608

Description

@, Rural Additions - Pittsylvania
Q, Rural Additions - Pittsylvania
Q, Rural Additions - Pittsylvania

(. Rural Additions - Pittsylvania

,d\mwmaaﬂﬂﬁm\ Ww”ﬂwMWWM\

Personalize | (21 First ‘4 1-250f123 '}/ Last

Description

PE/Canstr - Consir on PE Job [+ [=]
Advanced RAW Prior to Acq. [+ [=]
RAW Stakeout for Cond. and App =
Const. Stakeout Prior to Award

(+# [=]

Contract Amounts | Related Projects

| Create Project I Create Activity [ Al Activities | SummaryActivites i |  Delete Activiies |
Return to General Information I
Amount Allocation
'-i,'..'|Save I-. oP Returnto Search || 1] Previousin List | |4[] Nextin List ||[=]Notify ||#¥ Refresh | | %] UpdatelDisplay _LI Include History I/ Correct History |
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’) Associating the Rate Set to the Contract Line (continued)
/

Favorites ‘ Main Menu - > Customer Confracis = > Create and Amend = > General Information » Contract Terms

Contract Number 012345 Sold To Customer FEDERAL HIGHWAY ADMINISTRATICN

Amendment Number Contract Status FPENDING

Contract Line 1 Price Type Rate

Product FEDERAL Fee Type MNons

Description Federal Aid & Stimulus

PC Business Unit|50100 @,
Transaction Limits Revigw Limits

Associated Rates Personalize | Find | First ‘4 1of1 ‘» Last

Effective Date Status Rate Selection Rate et

1{02/01/2013 [ | Active ] [Ra= et ~ [ [FED_L110_80 [|1 Rate Set (=]

Associated Projects & Activities Personalize | First ‘4’ 1-2501123 '» Last

*Project *Activity Description Description
() |pooo100001 | @y |G02 |, Rural Additions - Pittsylvania FE/Cansir - Gonsir on PE Job =]
() [ooootoooo1  |Q |60 |@, Rural Additions - Pittsylvania Advanced RAN Prior to Aca. =]
(O |ooootoooot @, [go7 |@, Rural Additions - Pittsylvania RAW Stakeout for Cond. and App =]
() 0000100004 |y |GD& |, Rural Additions - Pittsylvania Const. Stakeout Prior to Award =]

R SO NI VA SN 1. N Ww*ﬁwmm%fﬁ\

| Create Project [ Create Activity [ All Activities | i Summary Activitles | | Delete Activities |

Return to General Information I

Amount Allocation

[] Notify ||&¥ Refresh | | F] Update/Display || & Include History  ||[ Correct History

|1 save lbf‘ Return to Search | |1 | Previous in List | [4[] NextinList |

Contract Amounts | Related Projects




%/ Billing Plan
/

The General Information Lines tab displays. Click the Detail link.

The Billing Plan is automatically created from templates associated with the product selected to create the contract line.
Data on the Billing Plan should not be changed from the default values.

The Billing Plan stores:
A The timing of billing
A How bill lines appear on invoices

There are a couple of ways to access the Billing Plan information. One is to click the Pending link under the
Billing Plan field.

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

Related Content w | New Window | Help | Personal

General Lines

Contract Number 012345 Sold To Customer FEDERAL HIGHWAY ADMINISTRATION
Contract Status PENDING

Add Contract Lines | | Add Default Kit

Contract Lines (7 Personalize | Find | View Al | B2 | = First ‘4 10of1 ‘) Last

General Billing Amount Details Revenue Amount Details
Actions Line Product Description Price Type Eilling Plan Revenue Plan Ceontract Terms Accounting Internal Notes Ship te Customer Name

: - . ] ; N FEDERAL HIGHWAY
- Actions 1 FEDERAL Federal Aid & Stimulu| Rate Fending Fending Contract Terms Distribution Internal Notes ADMINISTRATION
< >

Billing Plans Revenue Plans Milestones Amount Allocation Supplemental Data Go To [More ]

[l save || Returnto Search [=] Motify £y Add £ Update/Display

General | Lines




#/ Billing Plan (continued)
/

Another way to access the Billing Plan General tab is by clicking the Billing Plan hyperlink which displays at the bottom of
the page on both the General and Lines tab.

= - e i N DN N cnatinn NUPUP e
vACWW&%MWWMD e T N i | "‘*‘t«;"ﬂfmﬁf{ 2020 [Active ™
L4 >

Billing Flans Revenue Plans Milestones Amount Allocation Supplemental Data GoTo |Mare V|

|[Flsave ||[@ Returnto Search ||[Z] Nofify | |E\ Add || B Update/Display

General | Lines

Once you click the hyperlink, the Assign Billing Plan page displays. Click the Plan hyperlink (B101) to access the Billing
Plan General tab.

Fawvorites - | Main Menu - > Customer Confracts ~ > Create and Amend - > General Information > Assign Billing Plan J
New Window | Help | Personalize FPage |
Assign Billing Plan
Contract 012345 Contract 012345
Sold To Customer FEDERAL HIGHWAY ADMIMISTRATION

Contract Lines to be Assigned / Unassigned Personalize | | View All | @I E First ‘4 1o0f1 &) Last
Line Product Line Description Billing Amount Price Type Fee Type Plan Plan Description Billing Method Status
(] FEDERAL Federal Aid & Stimulus Rate None | Bi01 | As Incurred - Rate Based As Incurred Pending
Select Al & clear.an

Bill Plan to Assign / Unassign

Billing Plan [NEXT a Billing Plan Template[ | Q

Mﬂ
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%/ Billing Plan (continued)
/

The Billing Plan has three tabs which display:

Favoriles « Main Menu ~

Billing Plan General Events History I

A Billing Plan General tab - This tab
displays all billing information for the
contract, such as customer information
and billing options. The billing plan can be
put on hold for the contract line on this

page.

A Events tab - This tab displays billing
events. This page is not used for rate-
based contract lines.

A History tab: This tab displays the billing
history associated with the contract line.
Any bills created from the contract are
listed on this page.

Contract 012345
Sold To Customer 0000055002
Billing Plan B101

Description |As Incurred - Rate Based

Billing Method | As Incurred
Customer Information

BI Unit 50100 Q

*Bill To Customer 0000055002 Q,

Addr Num 11Q, =
Bill To Contact Q
Billing Options

Bill Type FED Q
Bill Source FED Q,

Summarization Template ID VDOT_FHWA Q

Purchase Order

Billing Header Note Internal Notes

Billing Default Overrides
Invoice Form [LANDSCAPE |Q
Cycle ID |FEDERAL Q

> Customer Confracts » > Createand Amend » > General Information

> Define Billing Plan

Bl Unit 50100
FEDERAL HIGHWAY ADMINISTRATION Bill To 0000055002

As Incurred - Rate Based Currency USD

*Billing Status__Pending hd
[ Ready at Activation

Tolerance Options

VA Dept of Transportation

FEDERAL HIGHWAY
ADMINISTRATION

Minimum Bill Amount

CIFinal gill

[ pre Approved
Direct Invoice

VDOT FHWA

Preview Summarization Template

View Customer Defaults

Bill By ID [PC_FEDERAL|Q Project Federal
Payment Method | v]
Payment Terms Q
Billing Inquiry Q,
Billing Specialist Q

Return fo General Information

[§]save ||[G" Returnto Search | |[=] Notify

Billing Plan General | Events | History

| Ne

FEDERAL HIGHWAY ADMINISTRATION

0.00
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Description: Defaults. Do not change.

Billing Status: Controls the ability to enter
information into, and the processing that
occurs against, the Billing Plan. Values
include:

A Pending

A Ready - is displayed once the

contract is set to Active

A In Progress

A Cancelled
Ready at Activation check box: Ready at
Activation is displayed and defaults to
checked when the Billing Status is
Pending.

The Billing Status automatically updates
to Ready when the Contract Status is set
to Active.

Pre Approved: Defaults to unselected. Do
not change it. This allows transactions to be
sent to the billing worksheet to be approved
before they are billed.

%/ Billing Plan - Billing Plan General Tab

Favorites ~ | Main Menu ~

Billing Plan General | Events || History

Contract 012345
Sold To Customer 0000055002
Billing Plan B101

» Customer Confracts » » Create and Amend v > General Information

» Define Billing Plan

Bl Unit 50100
FEDERAL HIGHWAY ADMINISTRATION Bill To 0000055002

As Incurred - Rate Based Currency USD

I Description |As Incurred - Rate Based

| | Biting status [Pending v I

Billing Method |As Incurred
Customer Information

| [/ Ready at Activation I

Tolerance Options

Bl Unit 50100 Q VA Dept of Transportation Minimum Bill Amount
*Bill To Customer 0000055002 Q EEDERAL HIGHWAY OFi .
Final Bill
ADMINISTRATICN that Bl
Addr Num 11Q, =
Bill To Contact aQ
Billing Options
Bill Type FED Q O pre Approved
Bill Source |FED Q Direct Invoice
Summarization Template ID VDOT_FHWA Q VOOT FHWA
Purchase Order
Billing Header Note Internal Motes Preview Summarization Template
Billing Default Overrides
Invoice Form LANDSCAPE |
CycleID FEDERAL  |Q View Customer Defaults
Bill By ID [PC_FEDERAL|Q, Project Federal
Payment Method v]
Payment Terms Q
Billing Inquiry Q,
Billing Specialist Q
Return to General Information
[§]Save | |[@h Returnto Search || [ Notify [E4 Add Upd

Billing Plan General | Events | History

| Mgl

FEDERAL HIGHWAY ADMINISTRATICON

0.00
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#/ Billing Plan - Billing Plan General Tab (continued)
/

Favorites + |

Billing Plan General || Events || History

Contract 012345
Sold To Customer 0000055002
Billing Plan B101

Main Menu - > Customer Confracts ~ >

Create and Amend - >

FEDERAL HIGHWAY ADMINISTRATION

As Incurred - Rate Based

General Information > Define Billing Flan

Bl Unit 50100
Bill To 0000055002
Currency USD

FEDERAL HIGHWAY ADMINISTRATION

I Description [As Incurred - Rate Based

Billing Method | As Incurred

Customer Information

Bl Unit (50100 s}

AddrNum|[ __ 1|Qy =
Bill To Contact|  |Q

Billing Options

Bill Type FED Q,
Bill Source [FED a

*Bill To Customer 0000055002 |ay,

Summarization Template ID VDOT_FHWA |Q

& Dept of Transportation

FEDERAL HIGHWAY
ADMINISTRATION

I [ pre Approved I

| Direct Invoice

VDOT FHWA

Purchase Order |

Billing Header MNote Internal Motes

Billing Default Overrides

Invoice Form LANDSCAFPE Q)
Cycle ID [FEDERAL Q,
Bill By 1D |PC_FEDERAL |2,

Preview Summarization Template

Wiew Customer Defaults

Froject Federal

Payment Method |

v]

PaymentTerms[ |

Billing Inquiry |

Q

Billing Specialist| |Q

Return to General Information

| save ||[@ Returnto Search | |[Z] Motify |

Billing Flan General | Events | History

| -Bitiing status [Fending ™|

I [l Ready at Activation I

Tolerance Options

Minimum Bill Amount |

0.00

|Es Add

O Final Bill

|| & Update

| Me
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#/ Billing Plani History Tab (continued)
/

Click the History tab to view the status for all billing activity related to the Billing Plan.

Click on the Return to General Information hyperlink.

Favorites « | Main Menu - > Customer Coniracts - > Create and Amend ~ > General Information + Define Billing Plan
| New Window |
Billing Plan General || Events History |
Contract 012345 Bl Unit 50100
Sold To Customer 0000055002 FEDERAL HIGHWAY ADMINISTRATION Bill To 0000055002 FEDERAL HIGHWAY ADMIMISTRATION
Billing Plan B101 As Incurred - Rate Based Currency USD
Amount Details
Total Net Extended Amount 0.00
Contract Billing History Personalize | Find | 22| = First ‘4 10f1 '}’ Last
Source '| Billing || Contracts || Projects |
*Cross *Crogs _—
System Process . Last Update Billing MNet Extended
E:;ir::g: - Eg:ursenne Zource Instance *Last Update Date/Time User 1D Net Amt Gross Amt Cumency Amt Gross Extended
1 Finalized PCA 0872772019 10:00:44AM | TERELLE.Y 0.000 0.000 &) 0.000 0.000 =]
Return to General Information
|[FlSave ||[ah Return to Search ||[=] Notify | [E Add_|[ UpdatelDisplay
Billing Plan General | Events | History




;} Revenue Plan
J

Just like the Billing Plan, the Revenue Plan can be accessed from the General Information page in a couple of ways:

A Using the Revenue Plans hyperlink at the bottom of the General tab or Lines tab. The Assign Revenue Plan page will
display. Click on the revenue Plan ID. The Revenue Plan page will display.

A From the Lines tab, Contract Lines section, Detail tab by clicking on the Revenue Plan Status hyperlink. The Revenue
Plan page will display.

Favorites v '1 Main Menu v > Customer Confracts v > Createand Amend v > General Information
Related Content v | New Window | Help | Persor|
| General || Lines |
Contract Number 012345 Sold To Customer Favorites « | Main Menu + > Customer Contracts + > Create and Amend ~ > General Information
*Contract Status [PENDING
Add to My Contracts General
, B
Description [Contract 012345 Processing Status Pending Contract Number 012345 Sold To Customer FEDERAL HIGHWAY ADMINISTRAT
Contract Admin | IQ Amendment Status Contract Status PENDING
Region Code | IQ Business Unit VA Dept of Transpd
Contract Type [F 1 Contract Classification Government | Add Contract Lines [ Add Default Kit |
Currency Code USD Last Amended
Exchange Rate Type [CRRNT v] Start Date 08/01/2019 Contract Lines (2
Contract Signed |08/01/2019 & End Date 10/30/2020 General | Detail || Biling Amount Details || Revenue Amount Details | [F==¥
Contract Role| la Last Update DatefTime 08127/2018 7:27:40 | - o ) N Y
) Last Update User ID TERELLE WALKER Actions Line Product Description Price Type Billing Plan Revenue Plan Contract Terms
Revenue Profile |Q
Separate Fixed Billing and Revenue:
Use Project ChartFlelds: Separate As Incurred Billing and Revenue: ~ Actions 1 FEDERAL Federal Ajd & Stimuly| Rate Pending Pending Contract Terms
) Other Information £
P Summary of Amounts (2 . ) .
Billing Flans Revenue Flans Iilestones Amount Allocation Supplemental
Billing Plans Milestones Amount Allocation Supplemental Data
|[F]save ||[Z Returnto Search ||[] Notify
[Flsave ||[@h Returnto Search ||[=] Notify | ]
General | Lines - General Lines I
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After navigating to the Revenue Plan
page, complete the information in the
following fields:

A Description field - Defaults for the
contract. Do not change it.

A Plan Status - Defaults to Pending.
Values include:
A Pending
A Ready - is displayed once the
contract is set to Active.
A In Progress
A Cancelled

A Event Detail Section - This is not
used with rate-based contract lines.

A Ready at Activation check box -
Defaults to checked when the Plan
Status is Pending. The system will set
the Plan Status to Ready upon
contract activation.

Click the Return to General Information
link.

» Revenue Plan (continued)

Favorites » Main Menu = » Customer Confracts » » CreateandAmend» » GeneralInformation  » Define Revenue Flan

Revenue Plan

Revenue Plan

Business Unit 50100
FEDERAL HIGHWAY ADMINISTRATION

Contract 012345
Sold To Customer 0000055002

Revenue Plan R101

Currency USD
GL Business Unit 50100
GL Currency USD

*Plan Status
I ¥ Ready at Activation I

Description |lﬂls Incurred - Rate Based X

Recognition Method As Incurred
Define Events By

Add Milestone

Event Detail Personalize | Find | View All| €| B st (4 fof1 0 Last
Event Event Type *Event Status Accounting Date

1 [Daie v| [Pending v| Darinne & EventNote ] [=]
Refurn fo General Information

\i/Save ||[ah Returnto Search [|[] Nofify ﬂ A

ndate/Display
Update/Dispiay




/;/ Activating a Contract
/

After having created the contract, added contract line(s), set the limits, defined the rate set, and associated the project and
activities, the contract is ready to be set to Active. Activating a contract indicates that all data for the contract has been
entered into Cardinal.

The Contract Status field displays a user-defined value, indicating the stage of this contract within its lifecycle. This field also
determines which processing can occur against the contract. When creating a new contract, the contract status defaults to
Pending.

The contract status can be changed from Pending to Active on the General Information page. Once the contract status is
changed, the billing and revenue plan statuses change to Ready.

When changing the contract status, only forward movement is allowed. Once the contract is set to Active, it cannot be set
back to Pending, and once Closed it cannot be set to Active.
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/) Activating a Contract (continued)

To activate a contract, navigate to the
General Information page using the
following path:

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

A Click on the look up icon to the right
of the Contract Status field and
select Active.

A Click on the Save button at the
bottom of the page.

After updating the Contract Status to
Active, navigate back to the Billing
Plan or Revenue Plan and see that
each plands status
Ready.

Upon Save an Amendments tab
appears.

Fayorites v ‘ Main Menu v

[ General | Lines |

Contract Number 012345

Description Confract 012345

Contract Admin| ’

Region Code |

Contract Type [F

Currency Code USD

> Customer Contracts v > CreateandAmendv > General Information

Related Content v | New Window: | Help | Persq

Sold To Customer FEDERAL HIGHWAY ADMINISTRATION
I *Contract Status PENDING lQ I

Add to My Contracts |
| Look Up Contract Status X

Help
SetlD 50100

Contract Status| begins with V||

| LookUp || Clear || Cancel |Basic Lookup

Exchange Rate Type [CRRNT

Search Results

Contract Signed 303101{2919_

Contract Role |

Revenue Profile|
Use Project ChartFields: ¥/
) Other Information
) Summary of Amounts (2
Milestones

Billing Plans Revenue Plans

|Fisave |[f5h Retumto Search ||[=] Notify |

General | Lines

View 100 First & 17067 M) Last
Contract Status Description Processing Status

ACTIVE Active Active |
CLOSED Closed Closed

FIRE - CLOSED Closed For FHWA FIRE Active
FVACCEPTED FHWA Accepted Closed
FV COMPLETED Fiscal Completed Active
PENDING Pending Pending
WITHDRAWN  Confract Withdrawn ~ Active

| V]
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7 Closing a Contract
/

Only close a contract after the contract
has fulfilled the contract terms. Once
the contract is closed, it can no longer
be used, amended, or reactivated.
Contracts in Closed status are removed
from processing and views, but the
historical contract data is still available
for query.

To close a contract follow these steps:

1. Setthe Billing Plan Billing Status
to Completed, update if necessary.

2. Setthe Revenue Plan Status to
Completed, update if necessary.

3. Update the Contract Status to
Closed or appropriate status.

4. Click the Save button.

Favorites vy |

General

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

Lines |

Contract Number PM06(368)

Related Content v | New Window | Help | Persor|

Sold To Customer FEDERAL HIGHWAY ADMINISTRATION

Amendment Number *Contract Status |CLOSED

Q

Description STP-PM0G(368)

Contract Admin )

Region Code
Contract Type F
Currency Code USD
Exchange Rate Type CRRNT
Contract Signed 03/19/2015

Contract Role

Revenue Profile
Use Project ChartFields: v/

p Other Information
) Summary of Amounts (2

Billing Plans Revenue Plans

[EJsave || @ Returto Search || Notify |

General | Lines

Milestones

Add to My Contracts

Processing Status Closed
Amendment Status
Business Unit VA Dept of Transporiation

Contract Classification Government
Last Amended

Start Date 03/19/2015
End Date
Last Update Date/Time 03/27/2015 10:40:23AM

Last Update User ID
Separate Fixed Billing and Revenue:
Separate As Incurred Billing and Revenue:

Supplemental Data GoTo [More

|Ey Add || & Update/Display
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,;j Closing a Contract (continued)
/

To set the related Billing Plan to Completed
navigate using the following path:

Main Menu > Customer Contracts >
Schedule and Process Billing > Define
Billing Plan

A Search using Business Unit, Contract
and Billing Plan as search criteria.

A From the Billing Plan General tab, select
the Billing Status of Completed using
the drop-down arrow.

A Click on the Save button at the bottom of
the page.

Favorites | Main Menu ~ > Customer Contracts ~ > ReviewBiling~ > Plans  : Define Billing Plan

| Billing Plan General || Events ” History |

Contract 0005217 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
N Completed |W|
Description |As Incurred - Rate Based | *Billing Status§VERGEEE | Actions I S
Billing Method |As Incurred [IHold
Customer Information Tolerance Options
Bl Unit 50100 /A Dept of Transportation Minimum Bill Amount | 0.00
*Bill To Customer [000055002 e} FEDERAL HIGHWAY [ Final Bil
; . ADMINISTRATION
Addr Num | 1Q =
Bill To Contact (s}
Billing Options
Bill Type FED Q [ Pre Approved

'”“\MAHMP‘H‘“N}\‘% /‘-‘\A ﬂnﬂWWaWﬂmI"J

Return fo Billing Plan Management

TSave | (o Retumto Search | (=] Notify | B Add ||/ Update/Display

Billing Plan General | Events | History
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¢/ Closing a Contract

To set the related Revenue Plan to
Completed navigate using the
following path:

Main Menu > Customer Contracts >
Schedule and Process Revenue >
Define Revenue Plan

A Search using Business Unit and
Contract as search criteria.

A Onthe Revenue Plan page, select
the Plan Status of Completed
using the drop-down arrow.

A Click on the Save button.

(continued)

Favorites » ‘ Main Menu = » Customer Confracts + »  Schedule and Process Revenue » > Define Revenue Plan

Revenue Plan
Revenue Plan
Contract 0005217 Business Unit 50100 Currency USD
Sold To Customer 0000035002 FEDERAL HIGHWAY ADMINISTRATION GL Business Unit 50100
Revenue Plan Ri01 GL Currency USD
Completed :
Description [As Incurred - Rate Based *Plan StatuddMVEENES |~ Actions
Recognition Method As Incurred [THold
Define Events By
Add Milestone
Event Detail Personalize | Find | View All| &1 | B frt @ 1001 0 Last
Event Event Type *Event Status Accounting Date
1 [Date v| [Pending v| 08272018 [ EventNote ] [=]
[Flsave |G Retumto Search | [ Notiiy | [l Add |8 UpdatelDisplay
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To set the Contract Status to Closed
navigate using the following path:

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

A Onthe General tab, select the
Contract Status of Closed or
appropriate value using the drop-
down arrow.

A Click on the Save button.

¢/ Closing a Contract (continued)

Favorites ~ | Main Menu ~ > Customer Confracts = > Create and Amend ~ > General Information

General | Lines || Amendments

Contract Number 0005217 Sold To Customer

Amendment Number 0000000001

Related Content v |

FEDERAL HIGHWAY ADMINISTRATION

*Contract Status [ACTIVE &

| Amend Contract |

Add to My Contracts

Description [STP000S217 Look Up Contract Status

Contract Admin |

SetlD 50100

Contract Status |begins with s ||

Region Code
Contract Type F

Curmrency Code USD | Lookup || Clear || Cancel |Basic Lookup

Exchange Rate Type CRENT

Search Results
Contract Signed 03/05/2007

View 100 First ‘4) 18ofa b Last
Contract Role Contract Status Description Processing Status
Revenue Profile ACTIVE Acfive Active
) ) — CLOSED Closed Closed
Use Project ChartFields: ¥ -
- PV ACCEFTED FHWA Accepiad Closed
) Other Information FV COMPLETED Fiscal Completed Active
) Summary of Amounts (z) WITHDRAWN  Conftract Withdrawn Active
Billing Plans Revenue Plans Milestones
|Elsave ||Eb Returnto Search ||[Z] Motify |

General | Lines | Amendments

Help

|[E% Add
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}) Lesson 3. Hands-On Practice
/

Now you have an opportunity to practice the lessons learned today in a training environment.
Your instructor will provide direction on how to log in and complete the exercise.

If you have any questions, please ask your instructor.

[ SEEEE T
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}) Lesson 3. Checkpoint
/

Now is your opportunity to check your understanding of the course material. Read the question and select your answer.

-

1. What are the two main parts of a contract?

Y4

2. What does defining the Use Sequence on the Transactions Limits page do?

AN
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}) Lesson 3: Summary
/

‘ Creating Federal Rate-Based Customer Contracts

In this lesson, you learned:

A Federal contracts only have rate-based contract lines.

A Each contract line represents a unique contract product that can be associated with its own accounting distributions,
limits, billing plans, and revenue plans.

A How to enter a Federal Customer Contract.
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}j Lesson 4: Introduction
Y4

n Processing Federal Customer Contracts

This lesson covers the following topics:

A Process Federal customer contracts
A Contracts to Billing process for Federal contracts

A Accounting process for Federal contracts
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@ Processing Federal Rate-Based Customer Contracts
/

Determine Eligible Transactions

Once a contract has been activated, the system will process the contract during our nightly batch process. Cardinal identifies
all project related transactions which have the project and activity combinations associated to active contracts and have not
been previously billed. These transactions are available for processing.

Price Eligible Transactions

The Pricing process wil/l apply the participation ratas defin
being eligible for billing and creates billing (BIL) transactions. The billing (BIL) transactions are created with the source type
(Entry Type) value and Category (Entry Reason) value define

Limit Check Billable Transactions

Next, the Limits process determines if there is a Transaction Limit defined for the current Rate Set. If a Transaction Limit
exists, the process will compare the sum of the billing (BIL) transactions against the remaining Transaction Limit. If a
remaining limit amount exists, the Billing (BIL) transactions are eligible to be processed over to the Billing Module.

If a remaining limit amount does not exist, the billing (BIL) transactions are changed to Over the Limit (OLT) transactions. The
Transaction Limits Auto-Sequencing process runs when an OLT row has been created for a particular contract line. The
Transaction Limit Use Sequence process updates the rate set attached to the contract terms to the rate set associated with
the next available transaction limit use sequence. The process allows billing to continue without having to change the rate set
associated with a contract line on the Related Projects page manually.
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7

Processing Federal Rate-Based Customer Contracts

(continued)

Transaction Limits

Contract Number 012345

Amendment Number

Contract Line 1
Product FEDERAL

Favorites v ‘ Main Menu=  ° Cusfomer Contracis

Description Federal Aid & Stimulus

b

Create and Amend » *  General Information * Contract Temms

Sold To Customer FEDERAL HIGHWAY ADMINISTRATICN

Contract Status PENDING

Price Type Rate
Fee Type Mone

Billing Limits (7
E;;?:?m” Description
1(L110 ) |BRIDGE PROGRAM - 15% CFF
2IL1MR Q BRIDGE PROG 15% OFF RE

Personalize | Find | View All | El | @

Uze

Sequence Rate Selection

Limit Amount

25,000.00 1| |Rate Set | |[FED_L110_80
30,000.00 2 |Rate 8t w| |FED_L1MR_BD

b/ Last

#] []
[#] =]

Return to Contract Terms

(J|save ||[at Returnto Search |[[=] Notify |

Transaction |dentifiers

Periorm Limit Checking
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/~ Processing Federal Rate-Based Customer Contracts
/ (continued)

Limit Check Billable Transactions (continued)

The OLT transactions are re-priced to the new Rate Set and updated to billing (BIL) transactions. If the contract does not
have a Transaction Limit with a remaining amount, the OLT transactions remain in the project transaction table until the
transaction limit amount for the contract line is increased or a new transaction limit is added. If the billing limit amount is
increased, the OLT transactions are re-priced and changed to BIL transactions that are eligible to be processed over to the

Billing Module.

Send Billable Transactions To Billing
The Contracts to Billing process sends the billable transactions (BIL) to the billing interface tables. In addition, information
from the contract bill plan is populated in the billing interface tables. This data is used by the Billing Interface to determine how

invoices will be created in the Billing Module.

Create Invoice in Billing

The Billing Interface process runs after the Contracts to Billing process and determines how each project billing transaction is
associated with a bill in the Billing module. All Federal project billing transactions are associated with a temporary bill (billing
worksheet) on a daily basis.

The billing worksheet provides the ability to defer lines from bills if errors are found during review. This allows the billing data
to be re-processed back in the Project Costing and Customer Contracts modules and resent to the Billing module at a later
date. After approving the temporary bill, the billing transactions are pushed to a new invoice in the Billing Module with a Bill
Status of Ready (RDY). This bill is finalized during batch processing.
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/~ Processing Federal Rate-Based Customer Contracts
/ (continued)

Creation of FHWA Extract File
The Create Federal Highway File process is initially run for the billing worksheet. This generates an FHWA extract file that is

submitted to FHWA in order to determine if any errors are included in the file prior to approving the billing worksheet. This
process allows correction of errors noted in the federal system. Once the billing worksheet is approved and the invoice is
finalized in Cardinal, The Federal Highway file is re-generated and submitted to FHWA.
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7} Accounting for Federal Contracts (continued)
/

Accounting Rules are used in Cardinal to
create the revenue accounting entries
associated with rate-based contract billing.
The accounting rules for Federal Contracts
are predefined using Source

Type (Appropriation Code) and Analysis
Type combinations. Three accounting rules
are created for each Source Type, except
Advance Construction source types. There is
one accounting rule created for each analysis
type which includes BIL, BAJ and BLD.

The Source Type is written to the BIL

Favories v ‘ MeinMenus et Up Finarcials/Supply Chain'v *  Product Relaled = ? Project Costiig» ) General Oplions » * Accounting Rules

Projeet Business Unit[= V] 0100
Analysis Type| begins with v | BIL

Analysis Group| beging with | %

Corfract| begins with w| %

Project| begins with w|%

Resource: General Ledger Unit E 50100

Project Type| beging with v| %

Accounting Rules
PC Business Unit 50100

Analysis Type BIL Q

AR Group % Q

Activity| beging with w| % Contract %
Source Typs | begins with w|C200

Categary | begins with w|%

Subcategary| begins with v

Project Transaction Type |beging with v
Project Transaction Code| beging with v
Aecount|begins with v

Department| begins with v

Statistics Gode| begins with v

Asset! beging with v

Task| begins with v

Fund| begins with v

FIPS | begins with v

‘Agency Use 2| begins with v

Afiliate| begins with v

Fund Affiiate | beging with v

Cost Genter| begins with v
Pregram|begins with w

fWroject Type (% Q

Project %

Activity[5

Additional Selection Criteria

\Account Fund Program Department

% Q [% Q [k Q%
i

Copy Accounting Entries To...

Organization

PPPPPPPPPPPPPPPPPPPPPPOLPPP

BEEEEEEEEEEEEEEE

*Resource General Ledger Unit|30100 Q

#nter-Organization Level | Default

Description L Federal Stimulus - G200 x

S

*Journal Template CA_REV Q

Source Type|C200 Q

Category % Q

Subcategory [% Q

Project Transaction Type % Q
Q

Project Transaction Code %

Task FIPS Asset Agency Use 1 Agency Use 2 Affiliate Fund

Q% QA Q% Q % Q[ Q[

Find |ViewAl  First 4/ {of 1 '}/ Last

‘Agency Use 1| begins with v

Accounting Entries
[case sensitive

=
F’ersonalize]Fmd|\.’\e*\u.5\JHI.,F-||E'| First 4 1-2072 2 Last

transactlon durlng the pr|C|ng proCeSS and IS Limitthe number ofesuls to up o 300} 200 ii? Debit/Credit *Account Type Business Urit *Account Fund Program Department Cost Center Task
H H Searth Cl Basic Search \'_\? Save Search Criteria
based on the Source Type defined in the i T Y ——Y
Seal
Rate Set. The presence of the Source Type ot Reen Lo YT Y Y — o
. . . View il { >
and Analysis Type combinations on each v | e
Analysis Analysis General Project Source e yect Stafisfics Agency Fund | Cost Agency Active
bi"ln transac tlon de term | neS the S eCi flC s "GP iy Gategory Sty T Tansacion Aot Osarnen S psset Tk PPV it L progan Deseription =
g p U == e Code
. . sof BL % % % 00 % % C00% % % % % % % % % % % % % % % % % Bl Federal Simubus- C200Acte
accountlng rU|e used to pOSt revenue in the D00 B % % % S0 % % C0 % % % % % % % % % % % % % % % % % Bl Feders Simus-C20Ate
W00 B % % % 0D % % CO0 % % % % % %% % % % % % % % % % Bl Federsl Simubis-C20Actie
D0 B % % % 0D % % CM0 % % % % % % % % % % % % % % % % % Bl Federal Simubus- C240 Active
General Ledger The ContraCtS MOdUIe aISO D00 B % % % S0 % % C0 % % 4% % % % % % % % % % % % % % % Bl Federsl Simuls-C250Actie
. T D00 B % % % S0 % % G0 % % % % %% %% % % % % % % % % % B Federsl Simubs- C40Actie
Sends the accountlng data to the Bl”lng D00 B % % % S0 % % 040 % % % % % % % % % % % % % % % % % BLFederslAd-D  Actie
W00 B % % % SO0 % % 04D % % % % % % % % % % % % % % % % % ELFedmlAd-0M0 At
i o e R i e T ol g g

Module and this data is used to post billing
entries for finalized invoices to the General
Ledger.
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,) Accounting for Federal Contracts (continued)
/

Favorites = Main Menu 2

Project Business Unit| = »

|s0100

Set Up Financials/Supply Chain

Analysis Type| begins with v ||

Analysis Group| beging with »

Confract| beging with v

Project) begins with v

Resource Genaral Ledger Unit| = v

50100

Project Type| begins with

E

Activity| begins with

%

Source Type| begins with

|czo0

Category| begins with

2

Subcategory| begins with

%

Project Transaction Type| begins with

%

Project Transaction Code| begins with

%

Account| begins with

%

Depariment| beging with

%

Statistics Code| begins with

%

<€ € €€

Asgsel| begins with

%

Task| begins with w

%

Fund| beging with v

%

FIPS| begins with »

%

Agency Use 2| begins with v

[%

Affiliate| beging with

%

Fund Affiliate| begins with w

%

Cost Center| begins with

%

Program| begins with v

%

Agency Use 1| begins with «

%

LOLOLPLLLLOOOLLLLLOLLLOOLLOLLLO

O case sensitive
Limit the number of results to {up to 300):

Clear | Basic Search |9?

Save Search Criteria

>

Product Related =

> Project Costing +

* General Opfions~ * Accounting Rules

Accounting Rules
PC Business Unit 50100

I Analysis Type BIL QI

AgiNsis Group % Q,

e —

e

Sea
300 o730 results ars displayed.
Wigw
Proi _ _ Resource _
B Analysis Analysis Contract Project General Project
Un Type  Group Ledger Type
Unit
50101 BIL % % % 50100 %
50100 BIL % % % s0100 %
50100 BIL % % % 50100 %
50100 BIL % % % s01000 %
50100 BIL % % % 501000 %
50100 BIL % % % 501000 %
50100 BIL % % % 501000 %
50100 BIL % % % 50100 %

Source
Activity Category
Type

FEREEAE AR

€200
C220
€230
C240
C250
C490
0430
0440

ESESE JESE SE

Additional Selection Criteria

S —
O S—

Description |BIL Federal Stimulus - C200

x|

*Resource General Ledger Unit IW:Q
I Source Type EO\ I

Category [% =}

Subcategory ICQ

Project Transaction Type EQ

Project Trangaction Code EQ

“sttus (e V]
*Journal Template [CA_REV Q

Account Fund Program Department Cost Center Task FIPS Asset Agency Use1 Agency Use 2 Affiliate Fund
T T T
% o o fe o e o [z [afe Jafe Jafe | [ | [ | [ [ [
< >
Copy Accounting Entriss To...
Organization Find | Vizw Al First ‘&' 1of1 ‘&' Last
*Inter-Organization Level |Default
Accounting Entries Personalize | Find | View All | ] B First ‘4" 1-20f2 '}/ Last
58q  pepitiCredit A tT Billing A t Fund Pro Department Cost Cante Task
Nhr 1] { CCoun ype Business Unit CCoun uni gram epal en 05 anter asi
1 Debit [Unbilled Accounts Receivable | (50100 |Q (112061 |Q [10940 |Q | o [ o [ o [%
1 Credit [Revenue w| [4D20205  |oy (10840 |y | o, F{I Q% Q%
< >
F'rojen.t P'OJ-EGF Statistics Agency . Fund = Cost Agency — Active
T T Account Dy Asset Task Fund FIPS Affiliate N rogram Description
Code se 2 Affiliate Center Use 1 Status
Type Code
% % % % % % % % % % % % % % % % EBIL Federal Stimulus - C200 Active
% % % % % % % % % % % % % % % % EBIL Federal Stimulus - C220 Active
% % % % % % % % % W% % % % % % k] EBIL Federal Stimulus - C230 Active
% % % % % % % % % % % % % % % % EBIL Federal Stimulus - C240 Active
% % % % % % % % % % % % % % % k) EBIL Federal Stimulus - C250 Active
% % % % % % % % % % % % % % % % EBIL Federal Stimulus - C450 Active
% % % % % % % % % % % % % % % k) EIL Federal Aid - D420 Active
% % % % % % % % % % % % % % % % EBIL Federal Aid - D440 Active

B i T e L A L T e e
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},\/ Accounting for Federal Contracts (continued)
/

Since the Contracts Module controls the generation of revenue and the Billing Module controls the generation of entries for
finalized invoices, Cardinal uses the Contract Asset account as a suspense account to clear the transactions. The Contract
Asset account should always have a zero dollar balance.

Event Journal Prefix Debit Credit
Flna_l ized Bl Accounts Receivable Contract Asset
Invoice
CAREV Contract Asset Revenue
Payment AR Cash Accounts Receivable
Received




}) Lesson 4: Checkpoint
/

Now is your opportunity to check your understanding of the course material. Read the question and select your answer.

-

1. Transaction Limits are set on what type of contract (Federal or Non-Federal)?

Y4

2. Where can you review temporary bills?

AN
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}) Lesson 4. Checkpoint (continued)
/

3. Accounting rules for Federal contracts are defined by
N\ _/
4. What Analysis Type does the system assign to billable amounts that exceed
the available transaction limits?
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},) Lesson 4: Summary
/

n Processing Federal Rate-Based Customer Contracts

In this lesson, you learned:

A After selecting the product for the contract line, saving the contract creates the billing and revenue plans that are linked to
the contract line.

A Federal rate-based contracts use Transaction Limits which are defined at the line level.
A Associating project activities to the contract allows transactions to be billed to the project.

A Accounting rules for federal contracts are predefined using Analysis Type in conjunction with Source Type, i.e., Federal
appropriation code, to determine the rules to apply for each transaction row.

A Accounting rules are used to create accounting entries associated with the Federal contract rate-based project billing.
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}) Lesson 5 : Introduction
/s

‘ Amending Federal Contracts

This lesson covers the following topics:

A Understanding amendments
A Adding a contract line
A Amending contract header information

A Adding/removing a transaction limit
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/;/ Understanding Amendments
/

Once a contract is created and the contract status is Active, most changes to the contract are made using amendments.
Amendments allows for maintaining an audit trail as well as a historical record of changes to the contract throughout its
lifecycle. Itis possible to add or remove project/activity combinations to and from a contract line without using an amendment;
however, most modifications require an amendment.

Amendments are created on the Contract Amendments page. On this page, high-level details of the amendment, are
defined, including the amendment type and amendment reason. The possible edits include changing/adding contract lines,
changing contract header information, changing/updating the contract terms and changing/updating the contract amount.

When saving contract amendments, Cardinal saves the new data in a separate amendment table and assigns the
amendment an amendment number. Once finished creating the amendment, set the amendment to a status of Ready, then
process the amendment by clicking the Process Amendment button. This process changes the amendment status to
Completed, and the values from the amendment become the current contract values.
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@ Determining When Additional Contract Line(s) are Needed
/

Although most federal contracts only have one contract line, there are scenarios where more than one contract line is
required.

A Both standard and Federal Lands appropriation codes are on one agreement. Federal Lands appropriation codes and
standard appropriation codes should not appear on the same contract line. Create two contract lines one with the regular
appropriation codes and the other with the federal lands appropriation codes. If the same UPC and phase is associated
with both contract lines, only one can be associated with the UPC to one contract line. Once the first contract line has
billed to the maximum, remove the project-activity combinations from that line and associate them to the second contract
line. Amend the contract to change the Federal Region Code from 03 to15 or vice versa.

A Multiple projects are associated with a contract; check the detailed estimate to verify if the appropriation codes are to be
associated with specific project phases. If this is the case, create multiple contract lines. Ensure that the correct
transaction identifiers are assigned to the contract line with the appropriate project and activity combinations.
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V4

Regardless of the type of amendment, accessing
the contract comes first. Navigate to the Contract
General Information page using the following
path:

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

A Select the Find an Existing Value tab.
A Enter the search criteria.

A Click the Search button.

» Adding a New Contract Line

Favoriies = | Main Menu = » Customer Confracis » >

General Information

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

Find an Existing Value | Adda NewValue

Search Criteria

Business Unit|= wv| 50100

|Contract begins with s ||0143027
Description| begins with |
Sold To Custo mer
Customer Name
Contract Status[begins with |

Processing Status|= v |

Contract T\_.rpe
Contract Classification| = v| |
Fegion Ccde

Contract Administrator| begins with ]
IMaster Contract #

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

- L

LLOoL L L L

| Basic Search @_ Save Search Criteria

Search Clear

Find an Existing Value | Add a Naw Value

Create and Amend -

>

General Information
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/‘/

s

V4

The General Information page is displayed. Once the Contract Status is Active the Amend Contract button is available for

selection.

Click on the Amend Contract button.

Adding a New Contract Line (continued)

Favarites v | Main Menu + > Customer Confracis

fGeneraI Lines || Amendments |

Contract Number 0143027

Amendment Number 0000000000

Amend Contract

Description |STP-0143027

Contract Admin

Region Code
Contract Type F
Currency Code USD
Exchange Rate Type CRRNT

Contract Signed 08/12/2013
Contract Role

Revenue Profile
Use Project ChartFields: |+

Other Information
Summary of Amounts (7

Billing Plans Revenue Plans Milestones

'-EISa‘.re 'Ef‘ Return to Search | |[=] Notify

General | Lines | Amendments

>

Create and Amend » >  General Information

Related Content v | New Window | Help | Person

Sold To Customer FEDERAL HIGHWAY ADMINISTRATION
*Contract Status ACTIVE Q,

[ Add to My Contracts

Processing Status Active
Amendment Status Complete
Business Unit A Dept of Transporiation

Contract Classification Government
Start Date 08/12/2013

End Date
Last Update Date/Time 08/14/2013 2:52:43PM

Last Update User ID JEREMY MILES
Separate Fixed Billing and Revenue:
Separate As Incurred Billing and Revenue:

Supplemental Data GoTo |More v|

[Es Agd |[JA Update/Dispiay
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I} Adding a New Contract Line (continued)
/

Click on the Amendments tab. All amendments will require selecting the Amendment Type and Reason when beginning the
amendment process.

A Amendment Type - High-level indicator that enables categorization of amendments.

A Reason - Provides a quick reference as to why the amendment was initiated.

Favorites « ‘ Main Menu » Customer Confracts v > Create and Amend » >  General Information Amendment Type

Related Conte

| General I Lines I Amendments
' Contract Header

=h: o
Contract Number 013027 = Sold To Customer FEDERAL HIGHWAY ADMINISTRATION Contract Line h
Contract Terms
Pending Amendment 00p0000001 Contract Status ACTIVE Prepaid
Transaction Limit

v

| View Current |

Amendments Personalize | Find | View Al | £ [ First ‘4' 1-20f2 '/ Last Reason
General || Statistics || Billing Aflended Amounts || Revenue Amended Amounts || Misc. | [B=0

Amendment

Amendment Amendment Typq Reason Process Date Status Detail Notes Add Trans. Limit
i{Amend Contract Dates
0000000000 08/14/2013 Complete Detail Notes Amend Header Info
Amend Prepaid
0000000001 |] vﬂ | v SRSy T » || amend Tranz ID
» . : Decrease Trans Limit
Billing Plans Revenue Plans Milestones Amount Allocation Supplemental Data GoTo Increase Trans Limit

Modify Contract Amit
Maodify Contract Line
Mew Coniract Line
General | Lines | Amendments Remove Contract Line
Remove Trans. Limit

|[F]save || Retumnto Search ||[=] Notify |
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,} Adding a New Contract Line (continued)
/

In this example, a contract line should
be added:

A Select the Amendment Type of
Contract Line.

A Select the Reason of New
Contract Line.

Click on the Save button.

Click on the Lines tab.

Favorites = Main Menu = > Customer Confracts » » Createand Amend + »  General Informafion

‘ General | Lines || Amendments |

Sold To Customer FEDERAL HIGHWAY ADMINISTRATION
Contract Status ACTIVE

Contract Number 0143027
Pending Amendment 0000000001

| View Current |

Amendments Persona]izelFind]ViewAIII]@ First ‘4 120f2 ' Last

General i‘ Statistics H Billing Amendad Amounts H Revenue Amended Amounts H Misc. |

Amendment

Related Contg

Amendment Amendment Type Reazon Process Date Status Detail Notes
0000000000 081472013 Complete Defal Nofes
(00000000t m” New Confract Line V| 082772019 |5 Pending Detall Notes
Billing Plans Revenue Plans Milestones Amount Allocation Supplemental Data GoTo (More v

[5/3ave | |Zh Retumn to Search

<] Nofy |

(zeneral | Lines | Amendments
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// Adding a New Contract Line (continued)

After initiating the amendment, add contract lines by clicking the Add Contract Lines button.

Remove contract lines by changing the Line Status of the lines to be removed to Cancelled.
Note: There must be at least one contract line attached to a contract before a contract line can be removed.

The contract line is added using the same steps as followed when adding a contract line for a new contract. These steps can
be found in Lesson 3 of this course.

After adding all information for the contract line, click on the Amendments tab.

Favorites + | Main Menu + > Customer Confracts > Create and Amend » > General Information
Related Content = | New Window | Help | Persona
General | Lines
B -
Contract Number 0143027 Sold To Customer FEDERAL HIGHWAY ADMIMISTRATION
Pending Amendment 0000000001 Contract Status ACTIVE

| View Current [ | Add Contract Lines 1 Add Default Kit |
Contract Lines (2 Personalize | Find | View Al | (2| E First ‘4’ 10f1 "}/ Last

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

Actions Line Product Description Price Type HSLdpEii&l:ll igg::n HoLl_:::_l pR:i:eggzton Standalone Sale Fee Type Bundle Start Date End Date *Stat
~ Actions 1 FEDERAL Federal Aid & Stimulu| Rate O [ Mone Q. 081272013 @
< >
Billing Plans Revenue Plans Milestones Amount Alloc ation Supplemental Data Go To [More V]
[F]save ||[2h Returnto Search ||[=7] Notify [Ey Add || 5] Update/Disy

General | Lines | Amendments 96




;j Adding a New Contract Line (continued)
/

To process the Amendment:

A Click on the Details link for the Amendment with Amendment Status of Pending.

Favorites = | Main Menu » Customer Confracts » > Create and Amend = >  (General Information

General || Lines || Amendments |

Contract Number 0143027 Sold To Customer FEDERAL HIGHWAY ADMINISTRATICN

Pending Amendment 0000000001 Contract Status ACTIVE

| View Current

\[§lsave ||[@h Return to Search

| |[=] Notify |

Zeneral | Lines | Amendments

Amendments Personalize | Find | View All | @] E First ‘4
General || Statistics || Billing Amended Amounts || Eevenue Amended Amounts || Misc. |
Amendment Amendment Type Reaszon Process Date gg;nsdment Detail
0000000000 021472013 Complate Detail
0000000001 Contract Ling | [New Confract Line S| |DE2T2018 [ Pending Detail
Billing Flans Revenue Flans Milestones Amount Allocation Supplemental Data

1-2 of 2

Motes

Motes

Motes

Related Contgl

k) Last

GoTo
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7} Adding a New Contract Line (continued)

(L,

V4

A The Amendment Details page displays.

A Review the changes associated with the current Amendment in the Amendment Components section to verify all changes
have been included.

A Select the Amendment Status dropdown menu.

A Select Ready.

Favorites ~ | Main Menu - > Customer Confracts = > Create and Amend ~ > General Information

Amendment Details

Contract 0143027 Amendment Number 0000000001
Sold To Customer 0000055002

Amendment Type | Contract Line v| *Process Date 02272018 5]
Cancelled
Amendment Reason | New Conract Line v| *Amendment Status R0 |

Ll

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
b Additional Amendment Details

Reference ID User Ref #1

User Ref #2

Amendment Components Personalize | Find | View All | B | B First ‘2 10of1 ‘¥ Last
General || Templates || Statistics

Component Amend Ref #1 Label Fieldname Edit Type Old Value New Value
1 Contract Header Line 2 Insert FED_LAND_100
Amendment Amount Allocation Internzal Notes

Return to General Information

[F]save ||[Gh Returnto Search | |[=] Motify
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;} Adding a New Contract Line (continued)
/

A The Process Amendment button displays.
A Click the Process Amendment button.

Favorites = ‘ Main Menu + > Customer Coniracts + > Create and Amend = > General Information

Amendment Details

Contract 0143027

Sold To Customer 0000055002

Amendment Type Contract Line

Amendment Reason New Confract Line

Total Billing Adjustment 0.00
Fixed Billing Adjustment 0.00

Fixed Billing Allocation Incomplete
[ Additional Amendment Details

Amendment Number 0000000001

Process Date 08/27/201%

*Amendment Status o

Total Revenue Adjustment 0.00
Fixed Revenue Adjustment 0.00

Fixed Revenue Allocation Incomplete

Process Amendment

Reference 1D User Ref #1
User Ref #2
Amendment Components Personalize | Find | View All | 2 | B2 First ‘&) 10f1 '}/ Last
General | Templates || Statistics |
Component Amend Ref #1 Label Fieldname Edit Type Old Value
1 Contract Header Line 2 Ingert FED_LAMD_100

Return fo General Information

|[G]8ave ||t Return to Search | |[=] Notify |

Internal Motes
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7} Adding a New Contract Line (continued)
/

The Amendment Status updates to Complete and the Amendment Completed On field records the date a
time the Amendment process was completed.

An internal note can be added for this amendment by clicking the Internal Notes link.

Favorites - | Main Menu - > Customer Coniracts ~ > Create and Amend ~ > General Information

MNey

Amendment Details

Contract 0143027 Amendment Number 0000000001
Sold To Customer 0000052002 Amendment Completed On 08/27/2019 1:45PM
Amendment Type Contract Line Process Date 02/27/2019
Amendment Reason New Confract Line Amendment Status Complete
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 Parsonalize | Find | View All | | E First ‘4 10f1 b/ Last
General Templates Statistics =M

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

1 Contract Header Line 2 Insert FED_LAND_100

Internal Motes

Return to General Information

[Fsave ||[ah Returnto Search | |[=] Motify
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Changing Contract Header Information

. . Favorites ~ ‘ Main Menu - > Customer Confracts » > Createand Amend » »  General Information
For this scenario, an Update to the . Related Content v | New Window | Help | Parsol
Contract Header is needed. The Contract Genera || Lines | Amendnerts
Signed date needs to be updated. To Contract Number 0143027 Sold To Customer FEDERAL HIGHIWAY ADMINISTRATION
make this update: Amendment Number 0003000001 *Contract Status ACTIVE Q
A Navigate to the General Information Lo | LTI
page Of the contract. Description |STP-0143027 Processing Status Active
Contract Admin Q Amendment Status Complete

A C“Ck the Am end ContraCt bUtton- Region Code Business Unit A Dept of Transporiation

Contract Type F Contract Classification Government

Currency Code USD Last Amended 08/27/2019

Exchange Rate Type CRRNT Start Date 021212013
End Date 08/31/2020
Last Update Date/Time 08/27/2019 1:41:39PM
Last Update User ID TERELLE.WALKER
Separate Fixed Billing and Revenue:
Separate As Incurred Billing and Revenue:

Contract Signed 08122013
Contract Role

Revenue Profile
Use Project ChartFields: ¥/

} Other Information

Summary of Amounts (7

Billing Plans Revenue Plans Milestonas Supplemental Data GoTo |M0re v

Retumn o Amendment Details

Elsave ||E Retunto Search  |[[=] Natify Bl Add || Update/Display

General | Lines | Amendments
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;j Changing Contract Header Information
/

A Select the appropriate Amendment Type (Contract Header) and Amendment Reason (Amend Contract Dates).

A Click Save.
A Click General tab.

General Lines [ Amendments |
| General | |

Contract Number 0143027
Pending Amendment 0000000002

| View Current

Amendments

Favorites + | Main Menu ~ » Customer Confracts » > Create and Amend ~ >  General Information

Related Contg

Sold To Customer FEDERAL HIGHWAY ADMIMISTRATION
Contract Status ACTIVE

Personalize | Find | View All | 2| k& First ‘&) 13 0f3 '}/ Last

General i Siatistics || Billing Amended Amounts || Eevenue Amended Amounts || Misc. |

Amendment Detail

Return to Amendment Details

| =E Save l.}j‘ Return to Search || [=] Notify |

General | Lines | Amendments

Amendment Amendment Type Reason Process Date Status Notes«

0000000000 02/14/2013 Complete Detail Motes

0000000002 Contract Header v| |Hmend Confract Dates w | |08/27/2019 [#] Pending Detail Motes

0000000001 Contract Line Mew Contract Line DarTz0e Complete Detail Maotes

Billing Plans Revenue Plans Milestones Amaount Allocation Supplemental Data GoTo
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4/ Changing Contract Header Information (continued)

Th e H ea d er Inf orm a.tl on can now b e Favorites = ‘ Main Menu + > Customer Confracts = : Create and Amend » >  General Information
Related Content v | New Window | Halp
u pdated ' General || Lines §| Amendments
For thlS exam ple we are Changlng Contract Number 0143027 Sold To Customer FEDERAL HIGHWAY ADMINISTRATION
the Contract Sign ed date. However Pending Amendment 0000000002 *Contract Status |ACTIVE Q
the Descri ption, Contract Type, View Current Add to My Contracts
Contract Signed date, Legal Entity, -
P | | D d F d I R . Description|STP-0143027 Processing Status Active
ropos_a an € e_ra egion Contract Admin Q Amendment Status Pending
COde flelds a.re a.” avallable tO be Reglon Code Q Business Unit VA DEDthTIaﬂSDOftathn
u pd ated. Contract Type F Q Contract Classification Government
Curreﬂ['.y Code USD Last Amended 08/27/2019
A Contract Signed - Changed the Exchange Rate Type CRRNT Start Date 031122013
date tO 08/0 1/20 19 Itontract Signed |08/01/2019 Eﬂl End Date 08/31/2020
. Contract Role Q Last Update Date/Time 03/27/2019 1:56:36PM
A C“Ck the Sa.ve bUttOI”I Revenue Profile Q Last Update User ID TERELLE WALKER
’ ) ) Separate Fixed Billing and Revenue:
. Use Project ChartFields: ¥ Separate As Incurred Billing and Revenue:
A Click the Amendments tab. ,
Qther Information
A Process the Amendment. Summary of Amounts (2
Billing Plans Revenue Plans Milestones Amount Allocation Supplemental Data GoTo |More v
Return to Amendment Details
[Flsave ||[@" Returnto Search ||[Z] Notify B Add || B Update/Disy
General | Lines | Amendments
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V4

To change the transaction limits:

A

o Do Do Do

» Changing/Updating Transaction Limits

Navigate to the Transaction Limits page of the contract.

Click the Amend Contract button.

Select the appropriate Amendment Type (Transaction Limit) and Amendment Reason (Add Trans. Lmt.).

Click Save.

Click Transaction Limits tab.

Favorites « | Main Menu > Customer Contracts «

I Transaction Limits 1 Contract Amendments |

Contract Number PMOS5335
Pending Amendment 0000000003

Contract Line 1
Product FEDERAL
Description Federal Aid & Stimulus

Wiew Current

Billing Limits (7
Transaction ldentifier Description
1 0AW0 ADVANCED COMNSTRUCTION

Reiurn to Contract Terms

||[E* Returnto Search | |[Z] Motify |

| =] save

>

Create and Amend ~ > General Information > Confiract Terms

Sold To Customer FEDERAL HIGHWAY ADMINISTRATION
Contract Status ACTIVE

Price Type Rais
Fee Type MNone

Personalize | Find | View All | Iﬁ” E

Use Rate Selection

Sequence Rate Set

Limit Amount

8,000.00 1| Rate Set ADC_0AWD_30

Transaction ldentifiers

Perform Limit Checking

First

4

1 of 1

L) Last
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o,

y Changing/Updating Transaction Limits (continued)
/

The new Transaction Limit can now be

Favarites » Main Menu ~ » Customer Coniracts» > Create and Amend~ > GeneralInformafion > Coniract Terms
updated.
A C”Ck the p|US (+) bUttOﬂ [ Transaction Limitsl Contract Amendments '|
. Contract Number PM05335 Sold To Customer FEDERAL HIGHIWAY ADMINISTRATION
A Enter the Transaction ID - Enter from SR ot Sttus ACTIVE
.pr . . Enaing Amenamen ontract status
Modification. In this example, HO10.
.. i Price Type Rate
A Enter the Limit Amount - Enter e Fee Type Nore
.pr . . roguc
Amount from Modification. In this . .
le $1 000 Description  Federal Aid & Stimulus
example, $1,000.
View Current

A Enter the Use Sequence - Enter 1 for | |

HO010 and 2 for OAWO. Billing Limits (7 Personaiize | Find [View Al | 0| B Fist (0 1202 @) Last
A En ter the Rate Set ) En ter Tranzaction Identifier Description Limit Amount g::uence Rate Selection  Rate Set

FED_H010_80. 1.0AWD ADVANCED CONSTRUCTION 300000 2Rateset  ADC_DAWD_30
A Click Save L2Hon I Interstate Maintenence - STEA [ T.000.00] | EEEY ST \ ] [=]

_ Return to Contract Terms Transaction [dantifiers

A Click the Contract Amendments tab. | PefomlimtChecking |
A Process the Amendment. Flsave |5 Retum o Search | | Noty |
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}) Lesson 5. Hands-On Practice
/

Now you have an opportunity to practice the lessons learned today in a training environment.
Your instructor will provide direction on how to log in and complete the exercise.

If you have any questions, please ask your instructor.

[ SEEEE T
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}) Lesson 5. Checkpoint
/

Now is your opportunity to check your understanding of the course material. Read the question and select your answer.

(" )

1. What changes do not require an amendment?

Y4
AN

2. What types of information is contained on the contract header?

\(
VAN

3.  What information is captured on the contract line?
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}) Lesson 5: Checkpoint (continued)
/

4. Should the increase or decrease in a transaction limit be done using an amendment?

Y4
AN

5. When should amendments be processed?

\(
AN

6. Can adding a contract line be done without an amendment?
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;) Lesson 5: Checkpoint (continued)
/

(" )

@ 7. You must use and amendment to modify the project/activity on a contract.

True or False

- J
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}) Lesson 5: Summary
/

‘ Amending Federal Rate-Based Customer Contracts

In this lesson, you learned:

A Once you have created a contract and the Contract Status is Active:
T Changes to the contract header, line(s), or transaction limit(s) are made using amendments.

T Changes such as adding or removing project/activity combinations do not require an amendment.
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}) Lesson 6: Introduction
/s

” Federal Billing Adjustments

This lesson covers the following topic:

A Creating an Online Bill to Facilitate a Life-to-Date Project Billing Adjustment
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@ Creating Online Bill to Facilitate a Life-to-Date Billing
Adjustment

Enter an online bill to facilitate a life-to-date project billing adjustment in the following situations:
A When billing to the incorrect source type.

A When a determination is made that a source type should be removed from the Federal contract and replaced with a new
source type.

Change in Participation Rate
Modification reducing limit below the processing amount (actual billed amount should be verified first)
Moving billed amounts from incorrect contract to correct contract

Returning money on one Approp and billing to another Approp

P D T P P

Any billed amounts needing to be returned would need to be processed through a billing adjustments or adjustments in
costs

A Adjusting Cardinal balances when Final Federal invoice has errors in FHWA system
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@ Creating Online Bill to Facilitate a Life-to-Date Billing
Adjustment (continued)

Creating an online bill to facilitate a life-to-date project billing adjustment involves the following processes:

Placing Contracts Billing Plan on Hold.

Calculating the amount to adjust by Activity.

Add an online bill on the Bill Entry page.

Manually entering in the contract and project information on various tabs.

Once finalized, the bill lines associated with this online bill are sent to the Project Costing module as BAJ rows.

These rows reflect in the transaction limit associated with the contract once the Contract Limits process runs.

o o TPo P>  To P T»

After the Contracts Limits process runs, the user may need to amend the contract line to lower the limit on the source
type that was incorrectly used.
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g/ Creating Online Bill'i Billing Plan Hold
/

A Onthe Billing Plan General tab, click
the Hold check box to put the plan on
hold. Upon selection of the check box
the date is populated next to the check
box and a Hold Details section
displays, with three fields:

Put On Hold Date: populates with
the current date which matches the
date that displays next to the check
box.

Hold User: populates with the
name of the person who placed the
Hold.

Hold Reason: click the lookup icon
to select the reason for the hold.
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