//I) Cardinal Project Accounting Job Aid

PA354 Creating Customer Contract Products (VDOT)

Creating Customer Contract Products Overview

Note: If you need to create a new amount-based or rate-based Product, it is recommended that you
submit a Help Desk ticket (vccc@vita.virginia.gov) with Cardinal Project Accounting (PA) in the subject
line. The Cardinal Post Production Support (PPS) PA team will work with you to ensure the product is
created correctly. If the product is not set up correctly, it will have downstream impacts to your contract,
billing, and GL distribution and require a Help Desk ticket to correct the errors.

Amount-Based Product

Amount-based contracts are used to bill a fixed price contract for varying amounts. An amount-based
contract line allows you to bill a fixed amount against a single Project/Activity combination. Amount-
based products allow the same Project/Activity combination to be associated with more than one
contract line.

When creating an amount-based contract line, you must use an amount-based product.

If creating a new amount-based product in Cardinal you will first create the Product Definition, assign
the Product Group, and finally associate the new Product with a Distribution Set and Distribution
Code. The accounting distribution information on the Accounting Distribution page defaults from the
Distribution Sets and Distribution Codes.

Once the Product has been created and associated with a Revenue Plan Template, a Billing Plan
Template, and Distribution Code it can be used on any amount-based contract line.

Rate-Based Product

Rate-based contracts calculate amounts to bill each customer as costs are accumulated against the
Project and Activity combinations linked to the contract. The customer’s participation is applied to
these costs based on the Rate Set associated to the contract line. Once the billable amounts are
determined, the billable transactions are sent to Billing. You can set up Billing Limits for a rate-based
contract line to ensure the limits related to an agreement are enforced. The revenue and unbilled AR
accounting distributions for rate-based contract lines are stored in the accounting rules.

Once a Product has been created and associated with a Revenue and Billing Plan template, the
Product can be reused on any rate-based contract line.
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Confirm Amount-Based Product

1. Runthe Customer Contract Products query. Access this query by going to the Cardinal Home
page and clicking the Financial Based Query-based Reports link. Before creating an Amount-
Based Product, search to see if the Amount-Based Product already exists which contains the COA
string needed.

I Home I Worklist | Addto Favorites | Sign Out
3 —_—
ﬂ] Card] nal Al ~ | Search » | Advanced Search
Favorites v | Main Menu
Personalize Content | Layout ? Help
Menu c ov myCardinal Messages U4
My Favorites = - N A
myCardinal Financals myCardinal Financials C oy
Employee Self-Service /] Financials Report Execution /j Financials Report Retrieval /j Financials Links
Manager Self-Service R A o
Supler Confract (21 AP Reports [=] FIN Report Manager [= Cardinal Portal
uppiier ontracts (21 AR Reports [=) FIN Process Monitor
Customers [*J GL Reports
Products (1 PAReports
(- DD D =
Customer Contracts -
I = Financials Query-based Reports I
Items
Suppliers
Procurement Contracts
Purchasing

2. Runthe Customer Contract Products query. Access this query by going to the Cardinal Home
page and clicking the Financial Based Query-based Reports link.

Favorites = | Main Menu « > myCardinal Financials » > Financials Report Execution~ >  Financials Query-based Reporis

Query Viewer

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

*Search By [Guery Name ~] begins with IV_PA_CUST_CONTRACT_PRODUCTS |

Search Advanced Search

Search Results

*Folder View |— All Folders -- ~
Query Personalize | Find | View Al | ] = First ‘4 1of1 "2 Last
Query Name Description Owner Folder E'IIJ'ITﬂtLO E::e?o ::qu'_m Schedule Definitional References ;‘SSD?tes
W_PA_CUST_CONTRACT_PRODUCTS Customer Contract Products Public HTML JExcel XML  Schedule Lookup References Favorite

3. The Query Viewer page displays. In begins with field, enter
V_PA_CUST_CONTRACT_PRODUCTS.

4. Click the Search button.
5. Click the HTML link.
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V_PA_CUST_CONTRACT_PRODUCTS - Customer Contract Products

Business Unit 50100 |Q
Product 1D(% for all) AMT%
Product Group(% for all) (% Q
Account(% for all) |% Q
Dept ID (% for all) % a,
i ) % ]

Q

View Results |

View All

Product Product Description

1 AMT_FEDERAL Federal - Amount Based
AMT_FEDGRT10 Federal Grant - NOWA

Federal Transit Grant-
3 AMT_FEDGRTI1 Richmand
AMT_FED_GRT10 Federal Grant-NCVA

AMT_FED_GRT11 Federal Grant-Richmond

4
5
6 AMT_FED_PASS1 Federal PassThrough CO
7 AMT_GENER1 Gener - HMOC - East River

& AMT_GENER2 Council

g  AMT_GENER3 Gener - HMOC - VCTIR

Gener-HMO-8TA-Research

Price
Type

AMT
AMT

AMT

AMT
AMT
AMT

AMT

AMT
AMT

10 AMT_GENER4 Gener-CON- Location & Design AMT
11 AMT_MGSE1 Migc-HMO-CCT/OTH-Mova

AMT

Download results in:  Excel SpreadSheet CSV TextFile XML File (41 kb)

Preduct Group D\sgmicn
RTE_FED GRANTGRT12

AMT_FED GRANTGRTI10
AMT_FED GRANTGRT11

AMT_FED GRANTGRTI10
AMT_FED GRANTGRNTS
AMT_FED FEDPASS1

AMT_HMCOTH GENERGEH10

AMT_HMOSTA GENERGEN1S

AMT_HMOCOTH GENERGEN16
AMT_CONOTH GENERGEN14

Distribution Code Desr Account

Federal Grabt - Local Assistan 4020205
Federal Grant - NOVA 4020205
Federal Transit Grant-
Richmond 4020507
Federal Grant - NOVA 4020205
Federal Grant - Richmond 4020505
Federal PassThrough CO 609650

University of Virgina Generic 4003007

Department Fund

10059
18000

14000

18000
14000
10015

isneric HwyMaintOps East Rv 40040001 11099

10029

Research Council HMC Private 40040001 10029
Location & Design CON Private 40040001 10021
AMT_HMOOTH MG&SEMGS09 Misc - HMO - CCT/OTH-NOVA 4000060 16000

First 1-100 of 108 '} Last

Cost
Center

04010 603015
04010

Program  Projectld Activity

04010

04010
04010
04010

04100

04100 11210010 602002

04100 602002
04720 514008 0000102401
04100 11000010

6. The Query page displays.

a. Enter the run criteria for the query. You should, at a minimum, enter the Business Unit and
Product ID prefix of AMT%. If you have the other details (e.g., Product Group, Account,
Fund, etc.), they can also be entered.

b. Click the View Results button.

7. Review the results to see if there is an existing product that has the appropriate Product Group and
COA string which is needed to record the billing and revenue transactions for the contract.

a. Ifthe Product exists, see the job aid titled PA354_Creating Non-Federal Amount Based
Contract. This Job Aid is located on the Cardinal Website in Job Aids under Learning.

b. If the Product does not exist, you will need to determine if there is an existing distribution
code which contains the appropriate COA string which can be used. Go to the
Create/Confirm Distribution Code section of this job aid.
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Before creating a new distribution code, verify whether a code already exists by running the Distribution

Code query.
LHome || workist | AddtoFavorites | Sign Out
L]
ﬂ) Card]nal ‘ 6l o ‘Search | Agvanced Search
Favorites » ‘ Main Menu »
Personalize Content | Layout ? Help
Menu T ov myCardinal Messages LA
My Favorites Cardinal Fi ial o av
myCardinal Financials my~arina Jnancias h
Employes Self-Service (7 Financials Report Execution (7 Financials Report Retrieval (7 Financials Links
Manager Self-Service A - -
; (1 AP Reports [= FIN Report Manager [ Cardinal Portal
Supplier Contracts [ AR Reports [= FIN Process Monitor
Customers [ GL Reports
Products £ PAReports
Customer Contracts — Ll
Items
Suppliers
Procurement Contracts
Purchasing
1. Run the Distribution Code query. Access this query by going to the Cardinal Home page and
clicking the Financial Based Query-based Reports link.
Favorites « | Main Menu - » myCardinal Financials = > Financials Report Execution = > Financials Query-based Reports
Query Viewer
Enter any information you have and click Search. Leave fields blank for a list of all values.
*Search By [Guery Name “]  begins with | v_FA_DISTREUTION_CODES |
JAdvanced Search
Search Results
“Folder View [—All Folders — v
Query Personalize | Find |Viewall | 20 B Fist 0 1011 @ Last
o s Runto Runto Runto ~y Add to
uery Name Description Owner Folder HTML Excel XML Schedule Definitional References Favorites
V_PA_DISTRBUTION_CCDES Distribution Codes Public HTML JExcel XML  Schedule Lookup References Favorite

2. The Query Viewer page displays.
3. Click the Search button.
4. Click the HTML link.
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V_PA_DISTRBUTION_CQDES - Distribution Codes

setiD [f0100 /@
Account (% for all) 4% Q.
Fund (% for all) (04720 |Q
Dept Id (% for all) (% Q
Cost Center (% for all) |% Q.
| View Results

Download results in :  Excel SpreadSheet CSW TextFile XMLFile (24 kb)

View All First 1-79 of 79 Last
Row Distribution Code  Effective Date  Effective Status Long Description Short Description Account DeptlD Task Fund CostCenter Program Project Activity
1 ADVANCON34 07/01/2016 A Prepaid - CON - STA ADVANCON34 4003007 10030 04720

2 ADVANCON35 070112016 A Prepaid - CON - OTH ADVANCON35 4003007 10055 04720

3 AUDITAUDIZ 01/01/11901 A Audit - CON - OTH AUDITAUDIZ 4009060 10045 04720 12000010

4 COALSCOALS 0170111901 A Coal Severance - CCT COALSCOALS 40042013 11000 04720

5 GENERGECN1  01/01118901 A Generic Construction AR GENERGECN1 4008060 09009 04720 12000010

6 GENERGEN14 01/0211901 A Location & Design CON Private GENERGEN14 40040001 10021 04720 514008 0000108401

7 MG&SECONO1 01/01/1901 A Mist - CON - CCT/OTH-Bristol MG&SECOND1 40042011 11000 04720 12000010

8 MG&SECONDZ  01/0111901 A Misc - CON - CCT/OTH-Salem MG&SECONDZ 40042011 12000 04720 12000010

g MG&SECOND3  01/01/11901 A Misc - CON - CCT/OTH-Lynchburg MG&SECOND3 40042011 13000 04720 12000010

10 MGESECONO4  01/0111901 A Misc - CON - CCT/OTH-Richmond MGESECOND4 40042011 14000 04720 12000010

11 MGE&SECONOS  01/01/1901 A Misc - CON - CCT/OTH-Suffolk MGASECONOS 40042011 15000 04720 12000010

12 MG&SECONOS  01/01/1901 A Mist - CON - CCT/OTH-Fredsburg MG&SECONOG 40042011 16000 04720 12000010

13 MG&SECONOT  01/01M1901 A Misc - CON - CCT/OTH-Culpeper MG&SECONDT 40042011 17000 04720 12000010

14  MG&SECONOS  01/01M1901 A Misc - CON - CCT/OTH-Strunton MG&SECONDS 40042011 18000 04720 12000010

15  MGESECON0OD  01/01M1901 A Misc - CON - CCT/OTH-NOVA MGESECONDD 40042011 18000 04720 12000010

16 MGE&SECON30  01/01M1901 A Misc - CON - OTH - C Office MGASECON30 40042011 10015 04720 12000010

17 MGES u 01/01/1901 A - CON - OT] uncil i ECON31 4 10 4720 12000010

5. The Query page displays.

a. Enter the run criteria for the query. You should, at a minimum, enter the Set ID and Account.
If you have the other details (e.g., Fund, Department etc.), they can also be entered.

b. Click the View Results button.

6. Review the results to see if there is an existing Distribution Code for the COA string which is
needed to record the revenue transactions for the contract.

a. If the Distribution Code exists, see the job aid titled PA354 Creating Non-Federal Amount
Based Contract. This Job Aid is located on the Cardinal Website in Job Aids under
Learning.

b. If the Distribution Code does not exist, go to the next step.
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Create Distribution Code

Note: If you need to create a new Product, it is recommended that you submit a Help Desk ticket
(vecc@vita.virginia.gov) with Cardinal Project Accounting (PA) in the subject line. The Cardinal Post
Production Support (PPS) PA team will work with you to ensure the product is created correctly. If the
product is not set up correctly, it will have downstream impacts to your contract, billing, and GL
distribution and require a Help Desk ticket to correct the errors.

1. Navigate to the Distribution Code page using the following path:

Main Menu > Set Up Financials/Supply Chain > Common Definitions > Distribution
Accounting > Distribution Code

Favorites « | Main Menu v > SetUp Financials/Supply Chain = > Common Definitions »+ > Distribution Accounting > Distribution Code

Distribution Code

Find an Existing Value Add a New Value

SetiD|50100 |3,
Distribution Code PROJEPROS1 | Q)

Add

Find an Existing Value | Add a New Value

2. Onthe Add a New Value tab:
a. SetID: Defaults to your agency number (e.g., 50100) and should not be changed.

b. Distribution Code: Enter the distribution code. The name of the distribution code should
contain the corresponding source type and category. For this scenario, PROJE (source type)
and PRO8L1 (category) would be the next available distribution code name since the last one
in the system is PROJEPROSO.

3. Click the Add button.
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The Distribution Code page displays.

Favorites - | Main Menu ~ = Set Up Financials/Supply Chain + = Common Definitions ~ > Distribution Accounting - > Distribution Code

Distribution Code

SetlD 50100 Distribution Code PROJEPROZ1

*Description |Partic - CON - STA-RICH-602023

Short Description |[PROJEFPROS1

*Distribution Type| Revenue o ICDIltral:t Liability Dist Code [ADVANADCNS QI
ChartField Values Personalize | Find | £ | == First ‘4 10f1 “» Last
*Account Fund Program Department Cost Center Task FIPS Asset Agency Use 1 Agency
1 < < =X < =t =t < S <
<
[Elsave ||[=] Notify Es Add 7| Update/Display 5 Include History

Distribution Code Definition Find First ‘4 1o0f1 &) Last

“Effective Date [01/01/1001 |[5] I *Status [Active - I F[=]

4. The Distribution Code page displays. Under the Distribution Code Definition section of the

page, enter or select the following:
a. Effective Date: Enter 01/01/1901.
b. Description: Enter the appropriate description.

Short Description: Enter the Distribution Code ID.

a o

Distribution Type: Select Revenue.
e. Status: Defaults to Active and should not be changed.

f. Deferred Distribution Code: Enter the Distribution Code ID of the appropriate deferred
revenue distribution code which should be used to book deferred revenue. Use the
V_PA _DISTRBUTION_CODES query to determine the available values to enter in this field.
Search using the SETID for your agency (e.g., 50100), Account and Fund. All Deferred
Revenue Distribution Codes start with ADVAN.

V_PA_DISTRBUTION_CODES - Distribution Codes

SetiD [E0100__ |

Account (% Tor all) [24% [}
Fund (% for all) [04720  |Qy

Dept Id (% for all) [ [s}

Cest Center (% for all) [% (=X

| Wiew Results |

Download results in :  Excel SpreadSheet CSW Text File XML File (1 kb)

View All First 1-60f 8 Last
Row  Distribution Code Effective Date Effective Status Long Description Short Description Accoun: t DeptiD Task Fund CostCenter Program Project Activity
1 ADVANADCN1 01/01/1901 A Prepaid - CON - CCT ADVANADCN1 24042011 99999 04720
2 ADVANADCN2 01/02/1901 A Prepaid - CON - STA ADVANADCN2 2403007 29999 04720
3 ADVANADCN3 01/01/1901 A Prepaid - CON - OTH ADVANADCN3 24042011 99999 04720
4 ADVANADCNA 01/01/1901 A Prepaid - Coal Severance - CGT ADVANADCNA 24042012 11000 04720
5 ADVANADCNS 01/01/1901 A Prepaid - COMN - STA - 99899 ADVANADCNS 2403007 99999 04720
& ADVANADPSP 01/01/1901 A Prepaid - Private Sectr - CON ADVANADPSP 240400 29999 04720
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The Deferred Distribution Code is used when creating an Amount Based Deferred contract
line to default the Contract Liability Distribution. The Chart of Account (COA) values are used
to record the deferred revenue. The Deferred Distribution Code values should be associated to

all project related distribution codes for PROJE, COAL, MG&SECON and MG&SEMGS naming
convention.

Favorites ~ | Main Menu - > SetUp Financials/Supply Chain ~ > Common Definitions ~ > Distribution Accounting = > Distribution Code

Distribution Code

SetlD 50100 Distribution Code PROJEFROS1
Distribution Code Definition Find First ‘4’ 10f1 '»' Last

*Effective Date [01/01/1801 |5 *Status[Active ] [#][=]

*Description |Partic - CON - STA-RICH-803022

Short Description FROJEFROS1

*Distribution Type | Revenue W Contract Liability Dist Code |ADVANADCNSE|Cy
ChartField Values Personalize | Find | (2] B First ‘4" 10f1 '»/ Last
*Account Fund Program Department Cost Center Task FIPS Assget Agency Use 1 Agency
1/5023230 Q, |04720 |Q 603023 Q) Q, Q Q Q Q Q,
L4 >
[=] Notify [[4 Add || 2] Update/Display || & Include Histary

5. Inthe ChartField Values section of the page, enter or select the following:

a. Account: Enter the account which should be used to book revenue. In most cases, this value
will be a revenue account. In some cases, an expenditure account is used to book revenue.
For this scenario, you will also need to populate the Program as well.

b. Fund Code: Enter the fund code which should be used to book revenue.

c. Program: Only enter the Program code if an expenditure account is used instead of a

revenue account. The Program value should be the program from the project distribution of
the project associated with the contract.

6. Click the Save button.
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Create an Amount-Based Product
1. Navigate to the Product Definition page using the following path:

Main Menu > Products > Identify Product Details > Definition

Favorites ‘ Main Menu = » Products » > Identify Product Details » > Definition

Product Definition

Find an Existing Value Add a New Value

SetiD|50100 |3,
Product ID |AMT_PROJES1 &}

Add

Find an Existing Walues | Add a New Value

2. Click the Add a New Value tab.

3. The SetID and Product ID are populated from the Search Criteria you entered on the
Find an Existing Value tab. If these fields are not populated, enter them:

4, SetlD: 50100
5. Enter the new Product ID.
6. Click the Add button.
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The Definition page, Definition tab displays.

Favorites = | Main Menu = > Products = > Idenfify Product Details » > Definition
' Definition Confracts Options
SetlD 50100 Product ID AMT_PROJES
*Product Use [ Contracts Only v|

L] Product Kit
| Description [Partic - HMO - CCT - Richmond |

Long Description

254 characters remaining
Catalog Number

Model Number =Status [ Active ]
Product Brand &} Product Category QL
I *Physical Nature [Goods v|| Where Performed | W
Yiew Product Image VAT Default WAT Service Treatment Setup
' [=] Notify | |[E} Add || 7] Update/Display

Definition | Contracts Oplions

7. Product Use: Contracts Only. Do not change.

8. Description: Enter the Distribution Code as the description.
9. Physical Nature: Goods

10. Click the Save button.

11. Click the Contracts Options tab.
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Favorites = Main Meanu « > Products = > Identify Product Details ~ > Definition

Definition Contracts Options

SetlD 50100 Product ID AMT_PROJES&1 Partic- HMO - CCT - Richmand
*Price Type[Amount M
*Recognition Method | Milestone hd |

LI Third Party Flag
[ Rrenewable

Percentage ()95 of Total Contract Amount
(29 of Contract Lines
Templates

Revenue Plan |MILESTONE
Billing Plan |MILESTONE
Bill Plan Detail Template ID|PRCJE_CCT

ole 5 0

Renewal Plan

[=] Motify 5} Add || 7] Update/Display

Definition | Contracts Options

12. Price Type: Amount

13. Recognition Method: Milestone

14. In the Templates section, select the following:
15. Revenue Plan: MILESTONE

16. Billing Plan: MILESTONE

17. Bill Plan Detail Template ID: Select the appropriate value (e.g., PROJE_CCT is
Non-Federal Project — CCT). The template selected defaults some of the contract billing
information, such as Bill Source, Bill Identifier, and Bill Cycle Identifier.

18. Click the Save button.
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Favorites - Main Menu - » Producits » > Jldeniify Product Details I> Definition
Definition Contracts Options Ij Definition
|5 Atributes by uom |
SetlD 50100 Product ID AMT_FPR Ij Assign List Price
[E  Assign Product Group
*Price Type [Amount | :
*Recognition Method | Wilestone hd

[ Third Pariy Flag
[ Renewable

Percentage (O 5% of Total Contract Amount
(O % of Contract Lines

Templates
Revenue Plan MILESTONE |G
Billing Plan MILESTONE |Q
Bill Plan Detail Template ID PROJE_CCT |,
Renewal Plan QL
[FlSave ||[=] Notify =4 Add 4 Update/Display

Definition | Contracts Options

19. From the navigation path above the page, Click Identify Product Details in the navigation path
breadcrumbs.

20. Select the Attributes by UOM menu option.
The Attributes by UOM page displays.

Favorites = | Main Menu > Products » > Identify Product Details » > Atiributes by UOM
Attributes by UOM
SetlD 50100 Product ID AMT_PROJES1 Partic- HMO - CCT - Richmond

Standard Unit of Measure

uom Find | View Al First ‘4" 10f1 '}/ Last
O pefault *UOM[EA |Q Minimum Order Quantity | | Price Personalize | View All | & First 4 =
N ] ) o . 1of1 '} Last
Pricing Option Maximum Order Quantity | |

Minimum Selling
Price Currency

Pricing UOM ]ncrementlii
| I o HE

|[Flsave ||t Returnto Search ||[=] Motify |

21. UOM: Select a Unit of Measure (e.g., EA).
22. Click the Save button.
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Favorites = Main Menu - > Products » > Qldentify Product Details » |> Aftributes by UOM

Definition
Attributes by UOM

Attributes by UOM

SetlD 50100 Product ID AMT_FR|

Assign List Price

(ITf [ () [

Asgsign Product Group I
Standard Unit of Measure

UOM Find | View All First ‘&' 10f1 &/ Last
[ pefaurt *UOMEA | Minimum Order Quantity S Personalize | View All | (2 First ‘41| [#][=]
- - . - of 1 & Last
Pricing Option Maximum Order Quantity = _
B Minimum ST:ll_lir;g *Currency
Pricing UOM Increment
Q [+ [=]
‘5l Save oM Return to Search [=] Notify

23. From the navigation path above the page, click Identify Product Details in the navigation path

breadcrumbs.
24. Select the Assign Product Group menu option.

The Assign Product Group page displays.

Favorites = ‘ Main Menu = > Products » > Identify Product Details + > Assign Product Group

Assign Product Group

SetlD 50100 ProductID AMT_FROJEE1 Partic- HMO - CCT - Richmond
Groups Personalize | Find | View All | @I @
*Group Type *Product Group Descr ':{gggg

Contract s | | [AMT_HMOCCT |G | Amt Based - HMO Cty Co Twn OJ

rM.IQ?“ Retum to Search | |[&] Notify

First ‘4 10of1 */ Last
Primary Pricing
Group
O [+] [=]

25. Group Type: Contract

26. Product Group: Select the appropriate group. This value determines which Product Group the
Product will be found in when searching for the Product on the contract. In this scenario, it is

AMT_HMOCCT (Contract Type_Fund plus Customer type).
27. Click the Save button.
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Define the Distribution Set
1. Access the Distribution Sets page, using the following path:

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

Distribution Sets

Find an Existing Walue Add a New Value

I Business Unit|50100 |3 I
Distribution Set 1D [NEXT o}
I Document Type | Contract V] |.|

Add |

Find an Existing Valus | Add a New Value

Favorites « | Main Menu + > Set Up Financials/Supply Chain + > Common Definitions + > Distribution Accounting » > Distribution Sets

Click the Add a New Value tab.

Business Unit: 50100

Distribution Set: Defaults to NEXT. Do not change.
Document Type: Contract

Click the Add button.

o o M w N
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Favorites - | Main Menu - » Set Up Financials/Supply Chain »

' Distribution Sets I Distribution Percentages I

Unit 50100
Distribution SetID NEXT
Distribution Set Description

Common Definitions - >

Distribution Accounting

GL Business Unit 50100
Document Type  Contract
Find | View All

First ‘4" 10f1 '} Last

*Effective Date |12/05/2011

el

*Status | Active

(+][=]

v

Product ID AMT_PROJEST Y|

Product Group
Customer
Customer Group

Region

L2 0 0 00

Order Group
Inventory Business Unit

Distribution Type

Q

[[i/save ||=]Notity | [Ey Add || 7] UpdateDisplay

[ 59 include History

| [ correct History

Distribution Sets | Distribution Percentages

+  Distribution Sets

7. Enter the Effective Date. The Effective Date must be set to 12/05/2011.

8. Product ID: Select the Product ID you previously created (e.g., AMT_PROJE91).
9. Status: Active

10. Click the Distribution Percentages tab.
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Favorites - Main Menu + > Set Up Financials/Supply Chain » > Common Definitions » > Distribution Accounting~ > Distribution Sets

Distribution Sets || Distribution Percentages

Unit 50100 GL Business Unit 50100
Distribution Set ID NEXT Document Type Contract

Distribution Percentages Find | View Al First ‘&' 10f1 &/ Last
+ —
Effective Date 12/05/2011 Status Active =]

Revenue Personalize | Find | View All | IEH E First ‘4 1 of1 R p i Total

Distribution > Last evenue Percentage Tota

Sequence *Revenue Code *Percentage 100.00
1|PROJEHMO04 Q| 100.00 [+ [=]

=] Notify £y Add || 5] Update/Display 7 Include History

Distribution Sets | Distribution Percentages

11. Revenue Code: Select a Revenue Code (Distribution Code) that is appropriate for the Product
created. General Ledger ChartFields are linked to the Revenue Code and default on the revenue
line of the contract.

12. Click the Save button.
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Confirm/Create a Rate-Based Product

Before you create a contract, you must first verify whether the product exists for the category needed for
billing. Products are defined by the following naming convention:

Source Type followed by Category followed by Participation Rate with an underscore between the
values (e.g., PROJE_PROO01_3).

1. Access the Product Definition page using the following path:

Main Menu > Products > Identify Product Details > Definition

Favoriies v ‘ Main Menu = > Products» > Identify Product Detaills » > Definition

Product Definition

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

Find an Existing Value Add a New Value

Search Criteria

SetiD 50100 (o}
Praduct ID[pegins with v |[PROJE_PRODT_3
ESCMPpUon| DEQING WIIN v
Product Use[= M ~
Wodel Numher
Catalog Number[begins with v
Tax Product Number|begins with v |

Product Kit Il
Effective Status[= ] v]

Item 1D | beging with w L

[case sensitive
Limit the number of results to (up to 200): [300

Clear | Basic Search [ Save Search Criteria

No matching valuss were found I

Find an Existing Value | Add a New Value

2. Click the Find an Existing Value tab.
a. SetlD: 50100 for VDOT.
b. Product ID: Enter the Product ID.

3.  Click the Search button. Your search results populate on the same page below the Search
Criteria.

a. Ifthe Product exists, go to the Create a Non-Federal Rate-Based Contract section below.

b. If the Product does not exist (No matching values were found), go to the Create a Rate-
Based Product section below.

In this scenario, the Product does not exist. Continue to the next section.
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Create a Rate-Based Product

Note: While this job aid provides the steps for this process, it is recommended that you submit a Help
Desk ticket (vccc@vita.virginia.gov) with Cardinal Project Accounting (PA) in the subject line. The
Cardinal Post Production Support (PPS) PA team will work with you to ensure the product is created
correctly. If the product is not set up correctly, it will have downstream impacts to your contract, billing,
and GL distribution and require a Help Desk ticket to correct the errors.

1. Click the Add a New Value tab on the Product Definition page.

Favoriies = i Main Menu - » Products = > ldentify Product Details » >  Definition

Product Definition

Find an Existing Value I Add a New Value I

SetlD|E0100 |G
Product ID|\PROJE_PROCO1_3 &)

Add

Find an Existing Value | Add a New Value

2. The SetlID and Product ID are populated from the Search Criteria you entered on the Find an
Existing Value tab. If these fields are not populated, enter them:

a. SetlD: 50100 for VDOT.
b. Enter the new Product ID.

The Product ID is created by using the Distribution Code plus the participation rate with
underscores in between. For example, if your Distribution Code is PROJEPROOQ1 and the
participation rate is 3, the Product ID would be PROJE_PROO01_3.

3. Click the Add button.
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4.

5.

PA354 Creating Customer Contract Products (VDOT)

Favoriies - Main Menu - » Producis » > ldentify Product Details ~ >  Definition

' Definition I Contracts Options

SetlD 50100 Product ID PROJE_PROO1_3

I *Product Use | Contracts Only ~ |I

[ Product Kit
I *Description |Praje - COM - CCT - Bristol

Long Description

254 characters remaining
Catalog Number

Model Number *Status | Active w|
Product Brand o) Product Category o)
*Physical Nalure Where Performed | W)
Wiew Product Image WAT Default WAT Service Treatment Setup
|Esave ||[=]MNotify | |[Eh Agd || 5] Update/Display

Definition | Contracts Options

The Definition tab displays.
a. Product Use: Contracts Only. Do not change.

b. Description: Enter the Description which should be the same as the Distribution Code
description.

c. Physical Nature: Goods.

Click the Contracts Options tab.
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Favorites ~ | Main Menu -

> Products~ > Ildemify Product Details-| > Definition

Definition I Contracts Options I

SetlD 50100

Product ID PROJE_PROD1_3

Praje - CON - CCT - Bristol

*Price Type |Rale

v

*Recognition Method |As Incurred

v

Percentage

Templates

U Third Party Flag
[ Renewable

()54 of Total Contract Amount
(O %4 of Contract Lines

Revenue Plan |RATE
Billing Plan RATE

IE[l Save I [=] Notify

Definition | Contracts Oplions

o}
&)
Bill Plan Detail Template ID|PRCJE_CCT |,
o}

Renewal Plan

[Eh Add || 5| Update/Display

6. The Contract Options tab displays.

a. Price Type: Rate

b. Recognition Method: As Incurred

7. Inthe Templates section, select the following:

a.
b.

C.

Billing Plan: RAT

Revenue Plan: RATE

E

Bill Plan Detail Template ID: Select the appropriate value (e.g., PROJE_CCT is Non-
Federal Project _CCT). The template selected defaults some of the contract billing
information, such as Bill Source, Bill Identifier, and Bill Cycle Identifier which is used on
the invoices generated for the contract.

8. Click the Save button.
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Favarites ~ Main Menu ~ > Products = > Jldentify Product Details vI| >  Definition
i Definition I Contracts Options ' Definition
B Attributes by uom
SetlD 50100 Product ID FROJE_PR| B ‘Assign List Price
D Assign Product Group
*Price Type[Rate | -
*Recognition Method |As Incurred e
[ Third Party Flag
[J Renewable

9.  From the navigation path above the page, click Identify Product Details.

10. Select the Attributes by UOM menu option.

Percentage o ﬁ of Total Contract Amount I ,

Favorites = | Main Menu + > Products » > Identify Product Defails » > Affribules by UOM

Attributes by UOM

SetlD 50100 Product ID PROJE_PROO1_3 Proje - CON - CCT - Bristol

Standard Unit of Measure

uom Find | View Al First ‘4 10f1 "}/ Last
{Inefault *UOM Q Minimum Order Quantity Price Fersonalize | View All | & First 4 =]
rice
- . i i 10f1 '} Last
Pricing Option Maximum Order Quantity — -
N Minimum Stglrlincg *Currency
Pricing UOM[Yes V] Increment
Q =]
EI save | (ot Returnto Search | [[=] Notify |
11. Click the Save button.
Favorites ~ | Main Menu + > Products ~ > Fldentify Product Details || Atiributes by UOM
. E  pefinition
Attributes by UOM
El  Atributes by UOM
SetlD 50100 Product ID PROJE_ D Assign List Price
D Assign Product Group
Standard Unit of Measure
uom Find | View All First ‘4 10f1 '} Last
[ pefault *UOM Q Minimum Order Quantity Price Tersonalize | View All | First ‘4 =
rice
- . 10f1 '» Last
Pricing Option Maximum Order Quantity — -
N Minimum Sillrlirég *Currency
Pricing UOM Increment
Q =]
|[F]save ||[G Returnto Search ||[=] Notify |

12. From the navigation path above the page, click Identify Product Details.

13. Select the Assign Product Group menu option.
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Fawvorites « ‘ Main Menu « > Products » > Identify Product Details » > Assign Product Group »  Aftributes by UOM

Assign Product Group

SetiD 50100 Product ID FROJE_PROO1_3 Froje - COM - CCT - Bristol
Groups Personalize | Find | View All | B | = First ‘4’ 10f1 &' Last
sq . Primary Primary Pricing
roup Type Product Group Descr Report Group

Contract ~| [RTE_CONCCT |G| Rate Based - Constr Cty Co Twn O O [+] [=]

|L=1J| Save I [@h Returnto Search | |[=] Notify

14. The Assign Product Group page displays.

a. Group Type: Contract

b. Product Group: Select the appropriate group. This value determines which Product Group
the product will be found in when searching for the product on the contract. In this scenario, it
is RTE_CONCCT (Contract Type_Fund plus Customer Type).

15. Click the Save button.
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Confirm/Create the Source Type
Before creating a Source Type, search to see if the Source Type already exists.
1. Accessthe Source Types page using the following path:

Main Menu > Set Up Financials/Supply Chain > Product Related > Project Costing >
Transaction Options > Source Types

Favorites = | Iain Menu - > Set Up Financials/Supply Chain = > Product Related » > Project Costing~ > Transaction Options » >  Source Types
Source Types
Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value Add a New Value

Search Criteria

fssin[= ~ 50100
ISource Type|begins with v| FROJE

Oinclude History
Limit the number of results to (up to 300): |300

ie) b

r freen |
| Clear | Basic Search B Save Search Criteria

Mo matching values were found.

Find an Existing Valug | Add a New Valus

2. Click the Find an Existing Value tab
a. SetlD: 50100 for VDOT.
b. Source Type: Enter a Source Type value. For this scenario it is PROJE.
3. Click the Search button. Your search results populate on the same page below the search criteria.

a. Ifthe Source Type exists, go to the Create a Non-Federal Rate Based Contract section
below.

b. Ifthe Source Type does not exist, go to the Create the Source Type section below.
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Create the Source Type

Favorites = | Main Menu = > Set Up Financials/Supply Chain = > Product Related » » Project Costing» > Transaction Options = »  Source Types

Source Types

| Find an Existing Yalue I Add a New Value I

SetiD|50100 |3
Source Type PROJE |Q

Add

Find an Existing Value | Add a New Value

1. Click the Add a New Value tab.
a. SetlD: 50100 for VDOT.

b. Source Type: Enter the Entry Type value in Source Type field. For this scenario it is
PROJE.

2. Click the Add button.

Favorites « | Main Menu = > Set Up Financials/Supply Chain+ » Product Related ~ > Project Costing~ > Transaction Options = > Source Types

Source Types
SetlD 50100 Source Type FPROWE

Source Type Find | View Al First ‘4 10f1 '} Last

*Effective Date 010171901 |5 *Status[Actve /] (=]

*Description |Non-Fed Proj Participation

I-E[ISa‘.re I'-:q-*‘ Return to Search | (=] Notify | [E} Add |[JA Update/Display __ﬁ Include History |

3. The Source Types page displays.
a. Effective Date: 01/01/1901
b. Status: Active
c. Description: Enter an applicable description.

4. Click the Save button.
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Confirm/Create the Category
Before creating a Category, search to see if the Category already exists.
1. Access the Category page using the following path:

Main Menu > Set Up Financials/Supply Chain > Product Related > Project Costing >
Transaction Options > Category

Favorites v | Main Menu + > SetUp Financials/Supply Chain~ > ProductRelated v > Project Cosfing~ > Transaction Options v » Categories

Categories

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

I Find an Existing Value I Add a New Value

w Search Criteria

SetlD 50100 Q

Category | begins with w | PRO01 [}

Oinclude History
Limit the number of results to (up to 300): |300

I Search || Clear | Basic Search B Save Search Criteria

No matching values were found.

Find an Existing Valus | Add a New Value

2. Click the Find an Existing Value tab.
a. SetID: 50100 for VDOT.
b. Category: Enter a Category value. For this scenario, it is PROO1.

3. Click the Search button. Your search results populate on the same page below the search criteria.
a. Ifthe Category exists, go to the Create a Non-Federal Rate Based Contract section below.
b. If the Category does not exist, go to the Create a Category section below.
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Create the Category

Favorites = | Main Menu - » Set Up FinancialsiSupply Chain » > Product Related = > Project Costing = > Transaction Options » > Categories
Categories

: Find an Existing Value I Add a New Value I

SetlD|50100 |Gy
Category PROO0T QL

Add

Find an Existing Value | Add a New Value

1. Click the Add a New Value tab.

a. SetlD: 50100 for VDOT.

b. Category: Enter the new Category value. For this scenario, it is PROOL1.
2. Click the Add button.

Favorites = | Main Menu - > Set Up Financials/Supply Chain ~ > Product Related = > Project Cosfing~ > Transaction Options = > Categories
Categories
SetlD 50100 Category PRODI
Category Find | View Al First ‘4 10f1 '}/ Last
“Effective Date [01/01/1301 |[5] *Status[Active v [+ [=]

*Description |Proje - CON - CCT - Bristol

|E]Sa‘.re I.E:* Return to Search | [[=] Notify | (Bl Add |[J@ Update/Display -_Q Include History |

3. The Categories page displays.
a. Effective Date: 01/01/1901
b. Status: Active
c. Description: Enter an applicable description.

4. Click the Save button.
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Confirm/Create the Rate Set

Before creating a Rate Set, search to see if the Rate Set already exists for the Source Type and
Category that will be used for billing.

1. Access the Rate Sets page using the following path:

Main Menu > Set Up Financials/Supply Chain > Product Related > Project Costing > Pricing
Structure > Rate Sets

Favorites ~ | Main Menu - > Set Up Financials/Supply Chain = > Product Related ~ > Project Costing~ > Pricing Structure » > Rate Sets

Rate Sets

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

Find an Existing Value Add a New Value

Search Criteria

Business Unit[=_ ] 50100
|Rate Set| begins with V| FROJE_FROO1_3
Rate Set Type|= vl |
Contract| begins with |
ContractLine Num[=____ |

[Jinclude History [Ocorrect History [ case sensitive
Limit the number of results to (up to 300): |300

20| oo

[ Search || clear | Basic search EF Save Search Criteria

Mo matching values were found.

Find an Existing Value | Add a Naw Value

2. Click the Find an Existing Value tab.

a. Rate Set: Enter the Rate Set. The Rate Set naming convention is the Source Type,
Category, and percent to be billed together as one string, no spaces (i.e., PROJE_PROO01).
Enter Source Type_Category code in the Rate Set field.

3. Click the Search button. Your search results populate on the same page below the Search Criteria.

a. If the Rate Set exists, go to the Create a Non-Federal Rate Based Contract section below.
b. If the Rate Set does not exist, go to the Create a Rate Set section below.

Rev 11/19/2024 Page 28 of 39



/;/Cardinal Project Accounting Job Aid
d PA354 Creating Customer Contract Products (VDOT)

Create the Rate Set

Favorites = | Main Menu ~ > Set Up Financials/Supply Chain ~ > Product Related + > Project Costing > Pricing Struciure = > Rate Sets

Rate Sets

Find an Existing Value Add a New Value

Business Unit|50100 | Q
Rate Set|PROJE_PROC01_3

Rate Set Type|Standard

Add

Find an Existing Value | Add a New Value

1. Click the Add a New Value tab.

a. Business Unit: 50100

b. The Rate Set populates from the search criteria you entered on the Find an Existing Value

tab. If it is not populated, enter it.
c. Rate Set Type: Standard
2. Click the Add button.
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Favorites ~ | Main Menu ~ > Set Up Financials/Supply Chain ~ > Product Related » > Project Costing~ > Pricing Structure ~ > Rate Sets

Rate Sets | Target

1 Copy from Rate Set 1

Business Unit 50100 Rate Set PROJE_PROD1_3

Rate Set Type Standard “Rate Definition Type

*Description Rate Set Category
Define Rate Set Find | View All First '4/ 10of1 '}/ Last
[=]

Effective Date [02/152019 5] Status[Acive V]

[JEnable variance

Define Criteria for Incoming Transactions

Personalize | Find | View All | | E First ‘4 10f1 *' Last
Source Information |

Target Analysis Type _?;u:;ce Category Subcategory Project Role Job Code -t[ii;?:li Reporting Employee ID Unit of Measure
Target % Q) (% Q, (% Q (% Q, (% Q (% Q) (% Q% Q%
< >

|[F)save ||[=] Notify ||a% Refresh

[4 Add |[ 2] UpdateiDisplay || ] Incluce History | [ Correct History |

Rate Sets | Target

3. The Rate Sets page, Rate Sets tab displays. From here you will use the copy feature to copy an

existing Rate Set as a template for the Rate Set you are creating.
4.  Click the Copy from Rate Set button.

ﬂlﬂluhlﬂl_;l_l'.'l;,‘ e

Enter New Rate Set Keys

Help

Business Unit 50100 |3

Rate Set PROJE_PRODO1_5 |Q

Rate Set Type Standard

Q
Cancel Refresh

5.  The Enter New Rate Set Keys pop-up window displays.
a. Business Unit: 50100 for VDOT.

b. Select the Rate Set that will be used as a template for the Rate Set you are creating.
6.  Click the OK button.
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Favorites = | Main Menu + » Set Up Financials/Supply Chain ~ > Product Related ~ > Project Costing~ > Pricing Structure » > Rate Sets

Rate Sets

| Copy from Rate Set |

Business Unit 50100 Rate Set PROJE_PROO1_3
Rate Set Type Standard *Rate Definition Type |Billing ~
| "Description |Proje - CON - CCT - Bristol || Rate Set Category
Define Rate Set Find | View All First ‘4 10f1 ‘&' Last
#[=
| Effective Date[01/01/1801 Egl Status
[ Enable variance
Define Criteria for Incoming Transactions Personalize | Find | | l@] E First ‘4’ 1-6 0f 6 "2’ Last

Source Information

Target Analysis Type _?;;;ce Category Subcategory Project Role Job Code ‘(I;i;:l;Reporting Employee ID Unit of Measure
Target ACT Quf|% Q. [% Q. [% Q. [% Q. [% Q. [% Q. [% Q. [%
Target PAY G % Q% Q% Q% Q% Q% Q% Q%
Target ATE Quf|% Q. [% Q. [% Q. [% Q. [% Q. [% Q. [% Q. [%
Target FDS Qf|% Q. [% Q. [% Q. [% Q. [% Q. [% Q. [% Q. [%
Target FOR Quf|% Q. [% Q. [% Q. [% Q. [% Q. [% Q. [% Q. [%
Target CNV Q% Q, % Q, % Q, % Q, % Q, % Q, % Q, %
< >
(5] save = Notify || Refresh | [} Add ._}'I Update/Display ..,'.’_‘1 Include History | .L“/’ Correct History |

Rate Sefs | Target

7. The Rate Sets page, Rate Sets tab displays and the values from the Rate Set you copied using
the Copy from Rate Set feature default into the new Rate Set.

8. The Description is populated with the description of the Rate Set used to Copy From. The
Description must be updated to match the new Rate Set (e.g., PROJE — CON — CCT - Bristol).

9. Inthe Define Criteria for Incoming Transactions section, Effective Date is 01/01/1901, all the
Analysis Types are visible that will be used in the pricing process.

Analysis Types include:
ACT: Actual Cost
PAY: Time and Labor Actual
ATE: Account Type-Expense
FDS: State Distribution
FDR: Fund Distribution Reversals
CNV: Converted Expenditures
10. Click the Save button.
11. Click the Target tab.
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Eavorites ~ Main Menu +

i EBate Seis | Target

Business Unit 50100
Description Proje - CON - CCT - Bristol
Rate Set Type Standard

Source Criteria

Analysis Type ACT

» Set Up Financials/Supply Chain ~ > Product Related ~ > Project Costing- > Pricing Structure » > Rate Seis

Rate Set
Rate Definition Type
Rate Set Category

Project Role %

Job Code % Time Reporting Code % Unit of Measure %
Employee ID % Currency %
General Ledger Information
General Ledger Chartfields
Source Type Category Subcategory A it Asset Fund Department FIPS Agency Use 2 Task Cost Cent
% % % % % % % % % % %
< >
Target
Define Target Rows Personalize | Find | View Al | 2] [ First ‘4 10f1 '»' Last
= Rate = Target Analysis Override  Target Target Target
Rate Option Ruls Name Amount Description Type Source Source Type Category Subcategory ToCunency
MUP v 0.020000| |Billed @ 3% BIL q @ PROJE | |PRODT | (% &} Q =]

@Sa\re IIEI Notify || Refresh |

Rate Sels | Target

PROJE_PROO1_3
Billing

Find IFirst 1 10f6 b Lastl

General Ledger Business Unit %

|Ek Add

|| & update/Display j.J Include History [) Correct History |

Define Target Rows section: Update the Description, Target Source Type, and Target

Category as appropriate to match the rate amount, as needed.

as appropriate.

12.

a. Rate Option: MUP

b.

c. Target Analysis Type: BIL

d.

e.
13.

Analysis Type. Update each

14. Override Source: Default is selected. Do not change.
15. Click the Save button.
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Rate Amount: The customer’s participation rate in decimal format (e.g., enter .03 for 3%).

Target Source Type: Update to match the Source Type you created.
Target Category: Update to match the Category you created.

Source Criteria section: Use the arrows in the top navigation bar to navigate through each
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Create the Product Rate Defaults
1. Access the Product Rate Defaults page using the following path:

Main Menu > Set Up Financials/Supply Chain > Product Related > Contracts > Contracts
Product Options > Product Rate Defaults

Favorites = | Main Manu + > Set Up Financials/Supply Chain ~ » Product Related » » Contracts « > Contracts Product Options = > Product Rate Defaults
Product Rate Defaults
Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

w Search Criteria

SetlD 50100 a,

Praduct| begins with ~||PROJE_PROD1_3
Description| begins with s
Effective Status|= M ~

O correct History [ case sensitive
Limit the number of results to {up to 300): |300

e |
| Clear | Basic Search & Save Search Criteria

a. SetID: 50100 for VDOT.
b. Product: Enter the Product you created. For this scenario, itis PROJE_PROO01_3.
2. Click the Search button.
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Product Rate Defaults

SetlD 50100
Product ID PROJE_PROO1_32

Description Proje - CON - CCT - Bristol

Effective Date Options

Find | View All

| Effective Date[01/011201 |5

SetsiPlans by Unit

Personalize | View All | L

First (4 10f1 & Last
[#[=]

First ‘4 10f1 ‘2 Last

PC Business Unit Rate Selection Rate Set

50100 Q, [Rate Set

~v| |PROJE_PRODI_3

o=

Ii'u'ISa\re I'. 2" Return to Search

4 Update/Display.

Favorites = | IMain Menu + » Set Up Financials/Supply Chain » > Product Related » »> Confracts» > Contracts Product Options = > Product Rate Defaults

"7 Correct History |

a. Your search results populate on the same page below the search criteria or, if you entered
the full Product name along with the proper SetID, the Product Rate Defaults page will
open.

c

Verify and/or enter the following:
Effective Date: 01/01/1901

PC Business Unit: 50100 for VDOT.
Rate Selection: Rate Set

-~ ® o o

Rate Set: Verify the value is the Rate Set value you previously created. For this scenario, it
is PROJE_PROO01_3.

3. Click the Save button.
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Confirm/Create the Accounting Rule

Before creating the Accounting Rule, search to see if the Accounting Rule already exists. In this
example, we will create the Accounting Rule for PROJE PROO01.

1. To access the Accounting Rules page, navigate using the following path:

Main Menu > Set Up Financials/Supply Chain > Product Related > Project Costing > General

Options > Accounting Rules

Favorites ‘ Main Menu ~ > SetUp Financials/Supply Chain ~ » ProductRelated ~ > Project Costing~ > General Options ~ > Accounting Rules

Accounting Rules

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

Find an Existing Value Add a New Value

v Search Criteria

I Project Business Unit[= v 50100

Analysis Type|begins with
Analysis Group
Confract[begins with V]
Projectlm
| Resource General Ledger Unit= v/
L= M o= =g
Activity [Degins with ~]

Source Type|begins with s |[PROJE
! Category [begins with ~ |[PROD1
& 2 . AT R S N N A P Y Y W W Y A

cofew rac sthe [y DB S M .
Agency Use 1|begins with » Q

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

| Clear | Basic Search & Save Search Criteria

50100

Jelye] Je)y: el [elyelrele Fe

No matching values were found

Find an Existing Value | Add a Mew Value

2. Click the Find an Existing Value tab.
a. Project Business Unit: 50100 for VDOT.
b. Resource General Ledger Unit: 50100 for VDOT.

c. Source Type: Enter the Source Type you created. In this scenario, it is PROJE.

d. Category: Enter the Category you created. In this scenario, itis .

3. Click the Search button.

a. Ifthe Accounting Rule exists, go to the Create a Non-Federal Rate Based Contract

section of this job aid.

If the Accounting Rule does not exist, go to the Create the Accounting Rule section below.
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Create the Accounting Rule

Favorites ~ ‘ Main Menu + > SetUp Financials/Supply Chain~ > ProductRelated v > Project Costing~ > General Options ~ > Accounting Rules

Accounting Rules

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

‘ Find an Existing Value H Add a New Value

¥ Search Criteria

Project Business Unit[=_v| 50100 Ja
Analysis Type[begins with ~|BAJ | |
AHEM’W'_%

Contract[begins with ™| [s}

Eroject[begins with ] Q
Resource General Ledger Unit[=_v] (50100 =N |

Project Type | begins with | (=Y
} — 1 ™

Source Type|Degins with » |[PROJE la
Category[begins with | PRO ¥l |

Subcategory |begins with Q

Project Transaction Type[begins with | (s}
Project Transaction Cade[begins with v isN
Account[begins with | la
Department|Gegins with | (s}

Statistics Code [pegins with ~| la
Asset|begins with | (s}

Task|[begins with /| [s}

Fund[begins with | la

FIPS[begins wih v | a,

Agency Use 2[pegins with | la

Affiliate [oegins with | la

Fund Affiliate [begins with | la

Cost Center|begins with | (s}
Program|begins with v e}

Agency Use 1[pegins with | (s}

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

\ Clear | Basic Search B Save Search Criteria

Search Results

View All First (&) 1atef31 b Last
e Analysis Analysis R::z:rr:le Project Source hrorect proiect Statistics Agency Fund Cost Agency Active

Business Contract Project Activity Category ¥ i ion Account Asset Task Fund FIPS Affiliate Program Description
. Type Group Ledger  Type Type Code Use 2z Affiliate Center Use 1 Status

Unit o Type Code
50100 BAJ % % % 50100 % % PROJEPRCO % % % % % % % % % % % % % % % % Proje - CON - CCT - Bristol Active
BAJ % % o 20100 2 % 002 % o % o % % LIS ) % % o % % :r%

% % % 50100 % PROJEFPRCOZ % % % % % % % % % % % % % % Proje - CON - CCT - Lynchbi Active
K3 = T SoT00 LG SN o K] 3 kg 3 kg ) L T —1 T Proje. CON-CCT - Richmng  ACtve
% 3 % PROJE PR % %, % % % % g % - - - clive

4. Onthe Find an Existing Value tab, update the search fields as follows:
a. Project Business Unit: 50100 for VDOT.
b. Analysis Type: BAJ
c. Resource General Ledger Unit: 50100 for VDOT.
d. Source Type: PROJE
e. Category: begins with PRO

5. Click the Search button.

6. Select a value from the list, where the Analysis Type is BAJ and the Category begins with PRO.
The Accounting Rules page displays. From here you will use the copy feature to copy an existing
Accounting Rule as a template for the Accounting Rule you are creating.
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Favorites + | Main Menu -

Accounting Rules
PC Business Unit 50100
Analysis Type |BAJ

Analysis Group %
Contract |%

Project Type |%

Project |%
Activity %
Additional Selection Criteria
Account Fund Program Department
% Q [= Q [= Q [%
L4

I Copy Accounting Entries To.. I

Organization
*Inter-Organization Level |Default

Accounting Entries

> Set Up Financials/Supply Chain = > Product Related » > Project Costing~ > General Options » > Accounting Rules

New Window | H

Description |Proje - CON - CCT - Lynchba

*Resource General Ledger Unit (50100 &} "Slatus
Source Type |PROJE Q +Journal Template [CA_REV aQ
Q Category |PROD3 Q
Subcategory % Q
Project Transaction Type |% &}
Q Project Transaction Code |% Q
Cost Center Task FIPS Assst Agency Use 1 Agency Use 2 Affiliate Fu
Q% Q% QL % QL % Q, % QL % QL % Q. %
>

Find | View All First ‘4’ 10f1 '»' Last

Personalize | Find | view Al | 3| = First ‘4 1-20f2 ) Last

:;ﬁ Debit/Credit *Account Type g:.:g?r?essUnit *Account Fund Program Department Cost Center Task
1 Debit |CcmraE1Asset v| 50100 |G, |112062 Q (04720 | Q (% Q, |% L %
1 Credit |Revenue v| 40042011 Q (04720 |Q Q (% Q |% Q%
< >

|[Flsave ||[@h Returnto Search || Previousin List |[J5] NextinList |[[=]MNotify |

7.  Click the Copy Accounting Entries To... hyperlink.
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10.

PA354: Creating Customer Contract Products

Favorites « Main Menu + > Set Up Financials/Supply Chain~ > Product Related » > Project Costing~ > General Options » > Accounting Rules

As Incurred Acctg Distribution

| Eind an Existing Value |["Add a New value |

PC Business Unit|50100 | Q)
Analysis Type BAJ |C

Analysis Group|% QL
Contract|% Q
Project % Q.
| Resource 6L Bus unitso100 | |
Project Type|% &}
Activity % QL

Source TypePROJE |Q
Category|PRCO1 |3

Subcategory % Q,
Project Transaction Type(%  |Q
Project Transaction Code | % QL
Account|% Q
Department| % (&}

Statistics Cede|%  |Q)
Asset|% Q
Task|%
Fund|%
FIPS|%
Agency Use 2|%
Affiliate| %
Fund Afiiliate | %
Cost Center|%

s P55

Program|%

felyelyelye

Agency Usz 1%

Add

The As Incurred Acctg Distribution page, Add a New Value tab displays.
Enter the values you previously created. In this scenario:

a. Analysis Type: BAJ

b. Resource GL Bus Unit: 50100 for VDOT.
c. Source Type: PROJE

d. Category: PROO1

Click the Add button.
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Accounting Entries

Seq

Debit/Credit *Account Type

Favorites = | Main Menu = > Set Up Financials/Supply Chain » > Product Related » > Project Costing« » General Options » > Accounting Rules:
New Window |
Accounting Rules
PC Business Unit 50100 Description |Proje - CON - CCT - Bristol
Analysis Type |BAJ Q *Resource General Ledger Unit|50100 a, "Slatus
Analysis Group %
v P Q Source Type |PROJE Q *Journal Template [CA_REV Q
Contract |% Q Category PROD1 Q
Project Type % Q Subcategory |% a
Project % Q Project Transaction Type % Q
Activity [% Q Project Transaction Code % a,
Additional Selection Criteria
Account Fund Program Department Cost Center Task FIPS Asset Agency Use 1 Agency Use 2  Affiliate Fu
% Q[ Q[ Q [% Q[ Qe | [w Q [% Q% Q (% Q [% Q [%
< >
Copy Accounting Entries To...
Organization Find | View Al First ‘&' 10f1 ‘»' Last
*Inter-Organization Level | Default

Personalize | Find | View Al | £ [ First ‘4 1-20f2 '»/ Last

Billing

Nbr Business Unit Account Fund Program Department Cost Center Task
1 Debit [Contract Asset v] [fo100 | [112082 @ [0a720 | Q [% Q (% Q (%
1 Credit [Revanue V] 40042011 |y [04720 |Q a [% a @ Q [
< >
|L=.,J_]Save I'._:n?‘ Return to Search | [[=] Notify | L Agd || Update/Display

The Accounting Rules page displays and the values from the Accounting Rule you copied using
the Copy Accounting Entries To... feature defaults into the new Accounting Rule.

b. Use the following: Source Type — Fund — Customer Type — District Name

d. Source Type: Enter the first five characters of the haming convention of the
Product/Distribution Code. For this scenario, it is PROJE.

e. Category: Enter the next five characters of the naming convention of the
Product/Distribution Code (after the Source Type). For this scenario, it is PROOL1.

11.

12. Enter a Description:
a. Use the Description from the Distribution Code, or
c. Resource General Ledger Unit: 50100 for VDOT.
f. Journal Template: CA_REV

13. Click the Save button.

14.

Rev 5/17/2024

To create the accounting rule for BIL and BLD Analysis Types for the same Source Type and

Category combination, update the Analysis Type field as appropriate (e.g., BIL,BLD) and click
the Save button.
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