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Creating Non-Federal Amount-Based Prepaid Contracts Overview

There are some agreements which require the customer to pay their portion of the Project costs in
advance of work being initiated on the Project. In these cases, the advance payment from the
customer is considered a Prepaid Contract.

Amount-Based Prepaid Contracts are created when a customer submits an advance payment and
the Project and Activity expenditures are fixed.

The Amount-Based Prepaid Contract allows the prepayment (revenue) to be recognized over a
defined period. When creating a Contract Line, select the appropriate template to define when the
revenue for the prepayment will be recognized.

Note: When creating a new Amount-Based Product, it is recommended that a Help Desk ticket
(vecc@yvita.virginia.gov) is submitted with “Cardinal Project Accounting (PA)” in the subject line. The
Cardinal Post Production Support (PPS) PA team will work with the user to ensure that the Product
is created correctly. If the Product is not set up correctly, it will have downstream impacts to the
Contract, Billing, and GL Distribution and require a Help Desk ticket to correct the errors. For more
information pertaining to creating an Amount-Based Product, see the Job Aid titled PA354_Creating
Customer Contract Products located on the Cardinal website in Job Aids under Learning.

Navigation Note: Please note that there may be a Notify button at the bottom of various pages
utilized while completing the process within this Job Aid. This “Notify” functionality is not currently
turned on to send email notifications to specific users within Cardinal.
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Confirming an Amount-Based Prepaid Product

Before creating an Amount-Based Product, search to see if the Amount-Based Product already exists
which contains the COA string needed.

Step | Action

1. Begin by logging into Cardinal Financials.

The Cardinal Financials Homepage displays.

Home | Workiist | AddtoFavorites | Sign Qut

ﬁ Cardinal AL~ seach 5] nanancss searn

/7 NON-PRODUCTION

Favorites ‘ Main Menu

Personalize Content | Layout ? Help

Menu < (o~ myCardinal Messages S ov
My Favorites

myCardinal Financials

Data Expansion Tools myCardinal Financials < ov

Employes Self-Service =] Financials Conversion "] Financials Report Execution #’] Financials Report Retrieval
Manager Self-Service [ -/ [

Begin Date Message

Supplier Contracts = Expense Attach Conversion [ AP Reports T FIN Report Manager
Customers [) AR Reports 5 FIN Process Monitor
[ GL Reports
[) PAReports
Preducts [ PR Reports

Partners

Catalog Management [ Financials Query-based Reporis
Customer Contracts =] Financials Links

Order Management -
Pricing Configuration

Customer Retums

F= Cardinal Portal

Items

Cost Accounting
Suppliers

Procurement Contracls
Purchasing

Inventory
eProcurement
Services Procurement
Sourcing

Engineering
Manufacturing Definitions
Production Control
Quality

Supply Planning

2. Click the Financial Based Query-based Reports link.

Financials Report Execution

AP Reports
AR Reports
GL Reports
PA Reports
EE Bepors
I'? Financials Query-based Reports I

The Financials Report Execution Query Search page displays.

Favorites v | Main Menu - > myCardinal Financials v * Financials Report Execution

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

*Search By [ Query Name v]

Search | Advanced Search

begins with [ ]
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Step

Action

Enter “V_PA_CUST_CONTRACT_PRODUCTS” in the Search By begins with field to search
for the Customer Contract Products query.

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

Advanc

.
Search By begnswith |LLPACUST_CONTRAC PRODUCTS ]

ed Search

4. Click the Search bu

tton.

*Search By

|Quer3r Name V|

Advanced Search

The search results display in the Search Results section.

Enter any information you have and click Se

Search Results

*Search By begine with V_PA_CUST_CONTRACT_PRODUCTS
Advanced Search

arch. Leave fields blank for a list of all values

*Folder View |—All Folders —

Query
Query Name

V_PA_CUST_CONTRACT_PRODUCTS

Personalize | Find | View All | (20| E‘ First (4 10of1 (b Last

PR Runto Runto Runto P Add to
Description Owner Folder HTML Excel XML Schedule Definitional References Favorites

Customer Contract Products Public HTML Excel XML  Schedule Lookup References Favorite

5. Click the HTML link

to run the query.

Query

Query Name

V_PA_CUST_CONTRACT_PRODU

Personalize | Find | View Al | (2] | b_;‘ First (4 1of1 (b Last

P Runto Runto Runto P Add to
Description Owner Folder HTML  Excel XML Schedule Definitional References Favorites
CTS Customer Contract Products Public HTML § Excel XML  Schedule Lookup References Favorite
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Step | Action

The Customer Contract Products page displays in HTML format.

V_PA_CUST_CONTRACT_PRODUCTS - Customer Contract Products

*Business Unit Q
Product 1D(% for all) Q
Product Group(% for all) Q
Account(% for all) e}
Dept ID (% for all) Q
Fund (% for all) Q
[View Resuii |
Row Product D:srz?r?gtg:)n ?;I;;'g Pé?gt:;t Disglobdu;ion Distﬁbggg;l Code Account Department Fund C%ﬂ?;r Program Prnl)gect Activity

6. Enter the run criteria for the query.
Note: At a minimum, complete the Business Unit and Product ID fields (use prefix of “DEF%”
for the Product ID). Complete additional parameter fields if available. Otherwise, enter “%” in

each of the remaining fields.

*Business Unit 50100 |Q
Product ID(% for all) | DEF% Q
IProduct Group(%e for all) | % Q
Account(% far all) | % Q
Dept ID (% for all) | % Q

Fund (% for all) | % 9]

View Results

7. Click the View Results button.

View Results
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Step

Action

The Customer Contract Products query results display.

V_PA_CUST_CONTRACT_PRODUCTS - Customer Contract Products

[ View Results |
Download results in
View All
Product
1 DEF_PROJE1
2 DEF_PROJE10
3 DEF_PROJEM
4 DEF_PROJE12
5 DEF_PROJE13
6
7
8
9

Row

DEF_PROJE14
DEF_PROJE15
DEF_PROJE16
DEF_PROJE17
DEF_PROJE18
11 DEF_PROJE19
DEF_PROJE2

DEF_PROJE20
DEF_PROJE21
DEF_PROJE22
DEF_PROJE23
DEF_PROJE24
DEF_PROJE25

*Business Unit| 50100

Product ID(% for all) | DEF%
Product Group(% for all) | %
Account(% for all) | %
Dept ID (% for all) | %
Fund (% for all) %

a
Q
Q
Q
Q

Excel SpreadSheet CSV Text File

Product Description
Partic Advance-HMO-CCT-Bristol
Partic Advance-HMO-STA-Bristol
Partic Advance-HMO-STA-Salem
Partic Advance-HMO-STA-Lynchbg
Partic Advance-HMO-STA-Richmnd
Partic Advance-HMO-STA-Suffolk
Partic Advance-HMO-STA-Fredbrg
Partic Advance-HMO-STA-Culpepr
Partic Advance-HMO-STA-Stauntn
Partic Advance-HMO-STA-NOVA
Partic Advance-HMO-OTH-Bristol
Partic Advance-HMO-CCT-Salem
Partic Advance-HMO0-OTH-Salem
Partic Advance-HMO0-OTH-Lynchbg
Partic Advance-HMO0-OTH-Richmnd
Partic Advance-HMO-OTH-Suffolk
Partic Advance-HM0-OTH-Fredbrg
Partic Advance-HM0-OTH-Culpepr

XMLFile (31 kb)

Price Type
AMT
AMT
AMT
AMT
AMT
AMT
AMT
AMT
AMT
AMT
AMT
AMT
AMT
AMT
AMT
AMT
AMT
AMT

Product Group
DEF_HMOCCT
DEF_HMOSTA
DEF_HMOSTA
DEF_HMOSTA
DEF_HMOSTA
DEF_HMOSTA
DEF_HMOSTA
DEF_HMOSTA
DEF_HMOSTA
DEF_HMOSTA
DEF_HMOOTH
DEF_HMOCCT
DEF_HMOOTH
DEF_HMOOTH
DEF_HMOOTH
DEF_HMOOTH
DEF_HMOOTH
DEF_HMOOTH

Distribution Code
PROJEHMOO1
PROJEHMO10
PROJEHMO11
PROJEHMO12
PROJEHMO13
PROJEHMO14
PROJEHMO15
PROJEHMO16
PROJEHMO17
PROJEHMO18
PROJEHMOO1
PROJEHMO02
PROJEHMO02
PROJEHMOO03
PROJEHMO04
PROJEHMOO05
PROJEHMO06
PROJEHMOO7

Distribution Code Desr
Partic - HMO - CCT/OTH-Bristol
Partic - HMO - STA - Bristol
Partic - HMO - STA - Salem
Partic - HMO - STA - Lynchburg
Partic - HMO - STA - Richmond
Partic - HMO - STA - Suffolk)
Partic - HMO - STA - Fredsburg
Partic - HVO - STA - Culpeper
Partic - HMO - STA - Staunton
Partic - HMO - STA - NOVA
Partic - HMO - CCT/OTH-Bristol
Partic - HMO - CCT/OTH-Salem
Partic - HMO - CCT/OTH-Salem
Partic - HMO - CCT/OTH-Lynchbg
Partic - HMO - CCT/OTH-Richmnd
Partic - HMO - CCT/OTH-Suffolk
Partic - HMOQ - CCT/OTH-Fredbrg
Partic - HMO - CCT/OTH-Culpepr

Account
4009060
5014110
5014110
5014110
5014110
5014110
5014110
5014110
5014110
5014110
4009060
4009060
4009060
4009060
4009060
4009060
4009060
4009060

Department Fund Cost Center

11000 04100
11000 04100
12000 04100
13000 04100
14000 04100
15000 04100
16000 04100
17000 04100
18000 04100
18000 04100
11000 04100
12000 04100
12000 04100
13000 04100
14000 04100
15000 04100
16000 04100
17000 04100

First 1-82 of 82 Last

Program Projectld Activity

60400403
60400403
60400403
60400403
60400403
60400403
60400403
60400403
60400403

a.

b.

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.

If the Product exists, go to the Creating an Amount-Based Prepaid Contract section of

this Job Aid

If the Product does not exist, the user will need to determine if there is an existing
Distribution Code that contains the appropriate COA string which can be used. Proceed
to the Confirming a Distribution Code section of this Job Aid
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Confirming a Distribution Code

Before creating a new Distribution Code, verify whether a Distribution Code already exists by running
the Distribution Code query.

Step | Action

1. Begin by logging into Cardinal Financials.

The Cardinal Financials Homepage displays.

Home | Workiist | AddtoFavortes | $ign Out
@ Cardinal All > | search | Advanced Search
 #~ NON-PRODUCTION
Favorites ‘ Main Menu
Personalize Content | Layout ? Help
Menu T o~ myCardinal Messages T ov

My Favorites

) Begin Date Message
myCardinal Financials
Data Expansion Tools myCardinal Financials T ov
Employee Self-Service (=] Financials Conversion (=] Financials Report Execution (7] Financials Report Retrieval
Manager Self-Service L/ L [
Supplier Contracts ] Expense Attach Conversion L AP Reports ] FIN Report Manager
Customers [ AR Reports = FIN Process Monitor
[ 6L Reporls
Partners [J PAReports
Products 1 PR Reporis
Catalog Management F Financials Query-based Reports

Customer Contracts 7] Finangials Links
Order Management ~
Fricing Configuration

Customer Retums

Items

Cost Accounting

Suppliers

Procurement Contracts

Purchasing

Inventory

eProcurement

Services Procurement

Sourcing

Engineering

Manufacturing Definitions

Froduction Control

Quality

Supply Planning

= cardinal Portal

2. Click the Financial Based Query-based Reports link.

Financials Report Execution

AP Reports
AR Reports
GL Reports
PA Reports
PR Bepors
=] Financials Query-based Reports

The Financials Report Execution Query Search page displays.

Favorites + ' Main Menu - > myCardinal Financials + > Financials Report Execution

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

*
| "SoACN By (e Nams ] pognewin | ]

Search | Advanced Search
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Step | Action

Enter “V_PA_DISTRBUTION_CODES?” in the Search By begins with field to search for the
Distribution Code and verify whether a Distribution Code already exists.

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

*Search BY [Query Name v] begins with

|v_PA_DISTRBUTION CODES |

Advanced Search

Click the Search button.

*Search By [ Query Name

Advanced Search

v]

The search results display in the Search Results section.

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

“Search By

V_PA_DISTRBUTION_CODES
| Search

begins with
Advanced Search

Search Results

“Folder View |—All Folders —

Query Personalize | Find | View All | (2 | [ First (4) 10of1 (» Last
Query Name Description Owner Folder ﬁ%;\}lt\_o E:t?etlo 5:{'0 Schedule Definitional References ?g\.flotr?les
V_PA_DISTRBUTION_CODES Distribution Codes Public HTML Excel XML  Schedule Lookup References Favorite
5. Click the HTML link to run the Distribution Codes query.
Query Personalize | Find | View All | (2] | E First (4 1of1 (» Last
Query Name Description Owner Folder E'—FR’[E’ E:Q;IU ?:ﬂnl_m Schedule Definitional References ?ad\?otr?les
V_PA_DISTRBUTION_CODES Distribution Codes Public HTMLE Excel XML  Schedule Lookup References Favorite
The Distribution Codes page displays in HTML format.
V_PA_DISTRBUTION_CODES - Distribution Codes
*SetiD Q
Account (% for all) Q
Fund (% for all) Q
Dept 1d (% for all) Q
Cost Center (% for all) Q
| View Resuits |
Row Distribution Code Effective Date Effective Status Long Description Short Description Account DeptD  Task  Fund Cost Center Program Project  Activity

Rev 10/3/2025
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Step | Action

6. Enter the run criteria for the query.

Note: At a minimum, complete the Set ID and Account fields. Enter other parameter fields if
available. Otherwise, enter “%” in each of the remaining fields.

*SetlD |50100 |Q
Account (% for all} 4% Q
Fund (% for all) 04720 |Q
Dept Id (% for all} % Q
Cost Center (% for all) | % Q

View Results

7. Click the View Results button.

View Results

The Distribution Codes query results display.

V_PA_DISTRBUTION_CODES - Distribution Codes
*SetlD |50100 |Qy
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 CSV TextFile XML File (24 kb)
View All First 1-80 of 80 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 07/01/2016 A Prepaid - CON - OTH ADVANCON35 4003007 10055 04720
3 AUDITAUDI2 01/01/1901 A Audit - CON - OTH AUDITAUDI2 4009060 10015 04720 12000010
4 COALSCOALS 01/01/1901 A Coal Severance - CCT COALSCOALS 40042013 11000 04720
5 GENERGECN1 01/01/1901 A Generic Construction AR GENERGECN1 4009060 99999 04720 12000010
6 GENERGEN14 01/02/1901 A Location & Design CON Private GENERGEN14 40040001 10021 04720 514008 0000108401
7 MG&SEGONO1 01/01/1901 A Misc - CON - CCT/OTH-Bristol MG&SECONO01 40042011 11000 04720 12000010
8 MG&SECON02 01/01/1901 A Misc - CON - CCT/OTH-Salem MG&SECON02 40042011 12000 04720 12000010
9 MG&SEGON03 01/01/1901 A Misc - CON - CCT/OTH-Lynchburg MG&SECON03 40042011 13000 04720 12000010
10 MG&SEGONO4 01/01/1901 A Misc - CON - CCT/OTH-Richmond MG&SECON04 40042011 14000 04720 12000010
11 MG&SEGONO05 01/01/1901 A Misc - CON - CCT/OTH-Suffolk MG&SECON05 40042011 15000 04720 12000010
12 MG&SECCN06 01/01/1901 A Misc - CON - CCT/OTH-Fredsburg MG&SECON06 40042011 16000 04720 12000010
13  MG&SECCNO7 01/01/1901 A Misc - CON - CCT/OTH-Culpeper MG&SECONOT 40042011 17000 04720 12000010
14 MG&SECONO08 01/01/1901 A Misc - CON - CCT/OTH-Strunton MG&SECONO08 40042011 18000 04720 12000010
15 MG&SECON09 01/01/1901 A Misc - CON - CCT/OTH-NOVA MGE&SECON09 40042011 19000 04720 12000010
16 MG&SECON30 01/01/1901 A Misc - CON - OTH - C Office MG&SECON30 40042011 10015 04720 12000010
17 MG&SECON31 01/01/1901 A Misc - CON - OTH - R. Council MG&SECON31 40042011 10029 04720 12000010
18  MG&SEGON32 01/01/1901 A Misc - CON - OTH - Fiscal MG&SECON32 4009060 10015 04720 12000010

8. 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, proceed to the Creating an Amount-Based Prepaid
Product section of this Job Aid

b. If the Distribution Code does not exist, proceed to the Creating a Distribution Code
section of this Job Aid
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Step | Action

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

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

The Distribution Code Find an Existing Value Search page displays.

Distribution Code

Find an Existing Value
Search Criteria

Favorites [ Main Menu » Set Up Financials/Supply Chain + > Common Definitions + > Distribution Accounting + > Distribution Code

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

@_Add a New Value

*SellD

@Recem Searches [ Choose from recent searches Vs ] Saved Searches [ Choose from saved searches v &

Distribution Code | beging with »

A Show fewer options

50100 Q

[ Include History

Search

Clear

For more information pertaining to the Cardinal FIN Search pages, refer to the Job Aid titled
Overview of the Cardinal FIN Search Pages. This Job Aid is located on the Cardinal Website
in Job Aids under Learning.

2. Click the Add a New Value button.

@ Add a New Valugl

The Distribution Code Add a New Value page displays.

Distribution Code

Add a New Value

"SetlD [50100  |Q
*Distribution Code Q

| Add

Q_ Find an Existing Value

Rev 10/3/2025
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Step

Action

.y

The SetlID field defaults to the Agency’s Business Unit and should not be changed.

Add a New Value

| *SetlD [50100 |Q |
*Distribution Code Q

Add

Enter the applicable Distribution Code in the Distribution Code field.

The name of the Distribution Code should contain the corresponding Source Type and Category

(e.g., “PROJEPRO81").

Add a New Value

*SetlD 50100 |Q
| “Distribution Code PrROJEPROSY |Q |

Add

Click the Add button.

Add

Rev 10/3/2025
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Step | Action

The Distribution Code page displays.

Distribution Code

SetlD 50100 Distribution Code PROJEPR031
Distribution Code Definition Find First (4 10f1 (» Last
*Effective Date 06/23/2025 *Status =]

*Description

Short Description

*Distribution Type \ Accounts Receivable V| F\% Contract Asset Dist Code Q
ChartField Values Personalize | Find | (2] E First (4. 10f1 (b Last
“Account Fund Program Department Cost Center Task FIPS Asset Agency Us
1 Q Q Q Q Q Q Q Q
4 [ 4
& save ||| Notiy | |k Add || 7] Update/Display || & Include History ||[5» Correct History |

5. Enter “01/01/1901” in the Effective Date field.

Distribution Code Definition

*“Effective Date |01/01/1901 |?ﬂ|

6. Enter the applicable description for the Distribution Code in the Description field.

*Descriptior‘ Partic - CON - STA-RICH-603023 I

7. Enter the Distribution Code ID in the Short Description field.

Short Description [PROJEPR081 |

8. Click the Distribution dropdown button and select “Revenue”.

*Distribution Type|| Revenue v |

0 The Status defaults to “Active” and should not be changed.

*Status| Active v|
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Step

Action

Click the Contract Liability Dist Code Look up icon and select the appropriate Deferred
Revenue Distribution Code which should be used to book deferred revenue.

Contract Liability Dist Code [ADVANADCN5JQ,

The V_PA_DISTRBUTION_CODES query is used to determine the available values to enter in
the Contract Liability Dist Code field. Search using the Agency SetID (e.g., “50100”), Account,
and Fund. All Deferred Revenue Distribution Codes start with “ADVAN”.

V_PA_DISTRBUTION_CODES - Distribution Codes

*SetlD 50100 |
Account (% for all) |4% Q
Fund (% for all) 04720 | Q
Dept Id (% for all) |%
| Cost Center (% for all) |%
| View Results

Q
Q

Download results in - Excel SpreadSheet CSV TextFile XMLFile (24 kb)

View All First 1-80 of 80 Last
Distributi Effecti Effecti - Short Dept Cost : e
Row lscnaduelon S:t:e S:’:J;E Long Description Descr?pl]on Account E'; Task Fund Ce?\?er Program  Project  Activity
1 ADVANCON34 07/01/2016 A Prepaid - CON - STA ADVANCON34 4003007 10030 04720
2 ADVANCON35 07/01/2016 A Prepaid - CON - OTH ADVANCON35 4003007 10055 04720

The Contract Liability Dist 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 Revenue Distribution Code values should be
associated to all Project related Distribution Codes for the “PROJE”, “COAL”, “MG&SECON”,
and “MG&SEMGS” naming conventions.

10.

Complete the folllowing fields in the ChartField Values section of the page:

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. In these cases, the Program Code will need to be populated as well

b. Fund: 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 Code should be the Program from the Project
Distribution of the Project associated with the Contract

ChartField Values Personalize | Find | (2] [ First (4 10f1 (} Last
*Account Fund Program Department Cost Center Task FIPS Asset Agency Us
1 5023230 Q, (04720 |Q [603023 Q Q Q Q Q Q
-] »
[f]save ||[@h Retunto Search ||[Z] Notify [} Add %] Update/Display kk-_J Include History L_jf Correct History
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Step

Action

11.

Click the Save button.

5l Save |2t Retumn to Search

= | Notify
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Creating an Amount-Based Prepaid Product

When creating a new Amount-Based Product, it is recommended that users submit a Help Desk ticket
(vecc@yita.virginia.gov) with “Cardinal Project Accounting (PA)” in the subject line. The Cardinal Post

Production Support (PPS) PA team will work with the user to ensure that the Product is created
correctly. If the Product is not set up correctly, it will have downstream impacts to the Contract, Billing,
and GL Distribution and require a Help Desk ticket to correct.

Step

Action

1.

Navigate to the Product Definition page using the following path:
Main Menu > Products > Identify Product Details > Definition

The Product Definition Find an Existing Value Search page displays.

Favoritesv | Main Menu + > Products v > Identify Product Details + > Definition

Product Definition

Find an Existing Value

'@_Add a New Value

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

@Recent Searches | Choose from recent searches v Z | Saved Searches [Choose from saved searches V4

*SetlD 50100 Q
Product ID
Description
Product Use [= v ] v
Model Number
Catalog Number
Tax Product Number

Preduct Kit 0O

Effective Status | = vl v]

item ID Q

. Show fewer options.

[[J) Case Sensitive

Search || Clear

For more information pertaining to the Cardinal FIN Search pages, refer to the Job Aid titled
Overview of the Cardinal FIN Search Pages. This Job Aid is located on the Cardinal Website
in Job Aids under Learning.

Click the Add a New Value button.

@ Add a New Value
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Step | Action

The Product Definition Add a New Value page displays.

Product Definition

Q Find an Existing Value
Add a New Value

*SetlD | 50100 Q,
*Product ID |NEXT Q
Add

3. Enter the Agency Business Unit in the SetID field if it does default.

setib[50100_]@

*Product ID |NEXT Q
Add

4, Enter the new Product ID in the Product ID field.

*SetlD (50100 |
*Product ID [DEF_PROJE29 |Q

Add

5. Click the Add button.

Add
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Step | Action

The Definition tab displays.

Favorites = ‘ Main Menu - > Products + > Identify Product Details + > Definition

Definition I Contracts Options i

SetlD 50100 Product ID DEF_PROJE29
*Product Use| Contracts Only v|
Product Kit

*Description

Long Description L

254 characters remaining
Catalog Number

Model Number *Status [ Active v|
Product Brand Q Product Category Q
*Physical Nature | Goods v| Where Performed | v
View Product Image VAT Default VAT Service Treatment Setup
-:'jJ_I Save I_J“ Return to Search  ||[=] Notify | |[E} Add || Update/Display

Definition | Contracts Options

0 The Product Use field defaults to “Contracts Only”. Do not change.

*Product Use| Contracts Only v|

6. Enter the Distribution Code in the Description field.

*Descriptionl Partic Advance-CON-CCT-Bristol |

o The Physical Nature field defaults to “Goods”. Do not change.

*Physical Nature | Goods v

7. Click the Save button.

il Save |/[=] Notify
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Action

8. Click the Contracts Options tab.

Definition I Contracts Options I

The Contracts Options tab displays.

Favorites = ‘ Main Menu «

; Definition . Contracts Options

SetlD 50100 Product ID DEF_PROJEZ29

*Price Type | Amount v

*Recognition Method | Apportionment v\

() Third Party Flag
D Renewable

Percentage
O % of Contract Lines
Templates
Revenue Plan | APPORT_60 | Q
Billing Plan PREPAID Q
Bill Plan Detail Template ID PROJE_CCT |CQ

O % of Total Contract Amount

» Products v+ > Identify Product Details v > Definition

Partic Advance-CON-CCT-Bristol

Renewal Plan Q
5l save ||[2" Retumn to Search =] Notify L Add %3 Update/Display
Definition | Contracts Options
9. Complete the following fields:

a. Price Type: Select “Amount”
b. Recognition Method: Select “Apportionment”

*Price Type| Amount

*Recognition Method| Apportionment
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Step | Action

10. | Complete the following fields in the Templates section,:

a. Revenue Plan: select “APPORT_60"
b. Billing Plan: select “PREPAID”

Templates

Revenue Plan APPORT_60
Billing Plan PREPAID

Bill Plan Detail Template ID

Renewal Plan

,(:J ,Q ,{:J ,(:J

Templates

Revenue Plan APPORT_G0
Billing Plan| PREPAID

Bill Plan Detail Template ID|PRCJE_CCT

Renewal Plan

0 0 0 0

11. | Click the Bill Plan Detail Template ID Look up icon and select the applicable value.

Identifier, and Bill Cycle Identifier.

0 The selected Template defaults some of the Contract billing information, such as Bill Source, Bill

12. Click the Save button.

ol Save

=] Notify

13. | Click the Identify Product Details dropdown button within the navigation path breadcrumbs.

Favarites - Main Menu ~
Deafinition Contracts Oplions
Setld 50100

*Price Type[Amount |

* Products - >

ldentify Product Details + |> Definition

Product 1D AMT_FR

Definition

Alftributes by UOM
Assign List Price
Assign Product Group

) () [ (]
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Step | Action

14.

Click the Attributes by UOM menu list item (link).

Identify Product Details = | >

Definition

]  Definition
]| Attributes by UOM
IJ Assign List Price

The Attributes by UOM page displays.

Favorites + ‘ Main Menu > Products ~ >

Attributes by UOM

SetlD 50100 Product ID DEF_PROJE29

Standard Unit of Measure

uom

U Default “UOM Q

PricingOption[ |
PricingUOM[Yes ]

ffj Save -Ig\f" Return to Search | |[=] Notify

Identify Product Details » > Atiributes by UOM

Partic Advance-CON-CCT-Bristol

Minimum Order Quantity

Maximum Order Quantity

Increment

Find | View All First (40 10of1 [} Last
Pri Personalize | View All | (2] First 4
rlee Tot1 () Last | HIE
Minimum STD"rligg *Currency
Q HIE

15. | Click the UOM Look up icon and select the applicable Unit of Measure.
vom2A_4]
16. | Click the Save button.

‘5l Save |[&h Retumn to Search

= | Notify
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Step | Action
17. | Click the Identify Product Details dropdown button within the navigation path breadcrumbs.
Favorites » | Main Menu « > Products » > |ldentify Product Details » |> Attributes by UOM
; D Assign List Price
Attributes by UOM B _
Assign Product Group
SetlD 50100 Product ID AMT PH D Attributes by UOM
[-]  Definition
Standard Unit of Measure
18. | Click the Assign Product Group menu list item (link).

|Ider1tif\¢r Product Details + | » Attributes by UOM

EI Assign List Price

|:| Assign Product Group
I [ Attributes by UOM

] Definition

The Assign Product Group page displays.

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

Assign Product Group

SetlD 50100 Product ID DEF_PROJES2 Partic Advance-CON-CCT-Bristol
Groups Personalize | Find | View All | (2! | E First (4 10of1 (} Last
G ~ Primary Primary Pricing
roup Type Product Group Descr Report Group
v Q 0 o =3

5l Save ||[ch Returnto Search | [=] Notify
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Step | Action

19. | Click the Group Type dropdown button and select “Contract”.
*Group Type
| Contract vl

20.

Click the Product Group Look up icon and select the applicable Product Group.
*Group Type *Product Group Descr F;;';n};lgay
| Contract v| |DEF_CONCCT Cy | Deferred - Constr Gty Co Twn )

This value determines in which Product Group the Product will be found when searching for the
Product on the Contract.

21.

Click the Save button.

5l Save | |2 Return to Search <] Notify
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Defining a Distribution Set

Step | Action

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

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

The Distribution Sets Find an Existing Value Search page displays.

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

Distribution Sets

. o ®_Add a New Value|
Find an Existing Value J
Search Criteria
Enter any information you have and click Search. Leave fields blank for a list of all values

@RGCEN Searches [ Choose from recent searches v| & [] Saved Searches [Choose from saved searches vl Z

*Business Unit Q
Distribution Set ID

Document Type = M v|
Product ID
Product Group
Customer ID
Customer Group
Region Code
Order Group

Inventory Unit

Distrib. Type

~~ Show fewer options

PPPHAPPS P

O Include History [0 correct History

Search | |  Clear

For more information pertaining to the Cardinal FIN Search pages, refer to the Job Aid titled
Overview of the Cardinal FIN Search Pages. This Job Aid is located on the Cardinal Website
in Job Aids under Learning.

2. Click the Add a New Value button.

@ Add a New Value
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Step

Action

The Distribution Sets Add a New Value page displays.

Favorites | Main Menu +

Distribution Sets

Add a New Value

*Business Unit 50100 Q

*Distribution Set ID [NEXT Q

Document Type | v

| Add |

» SetUp Financials/Supply Chain + > Common Definitions » > Distribution Accounting » > Distribution Sets

;O‘_Flnd an Existing Value

Enter the Agency Business Unit in the Business Unit field if it does not default.

"Business Unit} 50100 Q
*Distribution Set 1D |NEXT Q

Document Type |

Add

The Distribution Set ID defaults to “NEXT”. Do not change.

*Business Unit (50100 Q

*Distribution Set IDJNEXT Q,

Document Type |

Add

Click the Document Type dropdown button and select “Contract”.

*Business Unit |50100 Q
*Distribution Set 1D |NEXT Q

Document Type | Contract

A |

Add

Click the Add button.

Add
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Step | Action

The Distribution Sets tab displays.

Favorites + ‘ Main Menu +

Distribution Sets Distribution Percentages

Unit 50100
Distribution Set ID NEXT
Distribution Set Description

Product ID

Product Group
Customer

Customer Group
Region

Order Group

Inventery Business Unit

Distribution Type

_-E}Save = Notify .

Distribution Sets | Distribution Percentages

Q

b Add |

> Set Up Financials/Supply Chain + > Common Definitions + > Distnbution Accounting + > Distribution Sets

*Effective Date |06/23/2025 |[31)

GL Business Unit 50100

Document Type Contract

Find | View All First (4 10f1 (» Last
“Status [ Active v] [+ [=]
Q5
Q
Q
Q
a
Q
Q

._;J Update/Display 'ﬁ Include History . rj Correct History .

0. Enter “01/01/1901” in the Effective Date field.

*Effective Date|01.-"01.-"1 901

Bl

7. Enter the Product ID previously created in the Product ID field.

Product ID|DEF_PROJEZ29

Q

8. Confirm that the Status fields displays “Active”.

*Status |Active

v]

9. Click the Distribution Percentages tab.

Distribution Sets

Distribution Percentages
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Step | Action

The Distribution Percentages tab displays.

Favorites = ‘ Main Menu ~

f Distribution Sets ; Distribution Percentages .

Unit 50100
Distribution SetID NEXT

Distribution Percentages

Effective Date 01/01/1901

Revenue Personalize | Find | View All | (21| [
Distribution
Sequence *Revenue Code *Percentage

w Q

5] save |[=] Notify

Distribution Sets | Distribution Percentages

GL Business Unit 50100

Document Type Contract

Find | View All

Status Active
First (4 10of1 (}

Revenue Percentage Total

> Set Up Financials/Supply Chain~ > Common Definitions » > Distribution Accounting » > Distribution Sets

First (4" 10f1 [} Last

[+[=]

Last
100.00
100.00 ] =
4 Add | 5] Update/Display || & Include History [ Correct History

10.
Code) for the Product created.

*Revenue Code

PROJEPROO1 Q

Click the Revenue Code Look up icon and select the applicable Revenue Code (Distribution

the Contract.

General Ledger ChartFields are linked to the Revenue Code and default on the Revenue Line of

11. Click the Save button.

il Save |/[=] Notify
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Creating a Non-Federal Amount-Based Prepaid Contract

Step | Action

1. Navigate to the General Information page using the following path:

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

The General Information Find an Existing Value Search page displays.

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

General Information

. e (@ Add a New Value
Find an Existing Value @7

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

@Recent Searches [ Choose from recent searches V4 | Saved Searches [Choose from saved searches V] &

Business Unit 50100 Q
Contract
Description

Sold To Customer
Customer Name
Contract Status

Processing Status [ = ~ ~

Contract Type
Contract Classification | = v ~

Region Code

Contract Administrator

Master Contract #

~ Show fewer options

o5pP P P P

(] Case Sensitive

Search | Clear

For more information pertaining to the Cardinal FIN Search pages, refer to the Job Aid titled
Overview of the Cardinal FIN Search Pages. This Job Aid is located on the Cardinal Website
in Job Aids under Learning.

2. Click the Add a New Value button.

E Add a New Value]
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Step | Action

The General Information Add a New Value page displays.

Favorites ~ | Main Menu > Customer Contracts » > Create andAmend~ > General Information

General Information

Add a New Val "Cl_Find an Existing Value
a New Vvalue ]

*Business Unit 50100 Q
*Contract |[NEXT
*Sold To Customer Q

*Contract Classification | Standard v

Separate Fixed Billing and Revenue

Separate As Incurred Billing and Revenue

Add

3. Enter the Customer ID in the Sold To Customer field.

“Sold To Customer |0000000015 IO\ ‘

4. Click the Add button.

Add

The General Information page displays with the General tab displayed by default.

Favorites = | Main Menu > Customer Contracts » > Creaie andAmend» > General Information

General | Lines

Contract Number NEXT Sold To Customer WHITEHURST PAVING COMPANY, INC.
“Contract Status PENDING Q
Copy From Contract | Add to My Contracts |
Description

Processing Status Pending

Contract Admin Q Amendment Status
Region Code Q Business Unit A Dept of Transportation
Contract Type Q Contract Classification Standard
Currency Code USD Q Last Amended
Exchange Rate Type [ CRRNT v] Last Update Date/Time
Contract Signed | 06/25/2025 5 Last Update User ID
Contract Role Q Separate Fixed Billing and Revenue:
Separate As Incurred Billing and Revenue:
Revenue Profile Q
Use Project ChartFields:
Other Information
Summary of Amounts (7
Billing Plans Revenue Plans Milestones Renewals Amount Allocation Supplemental Data Go To [More v]
[Tl save ||z Notify % Add || %] Update/Display

General | Lines
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Action

Use the Expand icons to expand the Other Information and Summary of Amounts sections as

needed.

Other Information

summary of Amounts (7

Billing Plans Revenue Plans Milestones

DZLWSHVE ||[&h Return to Search | =] Notify |

General | Lines | Amendments

Renewals Supplemental Data

Go To [More ~]

‘:", Add || Update/Display

Complete the following required fields based upon the Contract:

a. Description

b. Contract Type

c. Contract Signed
d. Legal Entity

e. Fixed Billing

Favorites « ‘ Main Menu ~ > Customer Confracis~ > CreateandAmend~ > General Information
[ General || Lines |
Contract Number NEXT Sold To Customer WHITEHURST PAVING COMPANY, INC
*Contract Status | PENDING Q
Copy From Contract | Add to My Contracts
IDesnriplion Local - Prepaid Amount Based I Processing Status Pending
Contract Admin 2 Amendment Status
I 6] Business Unit VA Dept of Transporiation
Contract Type|O Q I Contract Classification Standard
Currency Code USD Q Last Amended
Exchange Rate Type| CRRNT | Last Update Date/Time
I Contract Signed | 06/25/2025 E] I Last Update User ID
Contract Role Q Fixed Billing and Revenue:
Separate As Incurred Billing and Revenue:
Revenue Profile Q
Use Project ChartFields:
Other Information
O Template Contract Parent Contract Q,
[ master Contract Master Contract QL
[ Legal Review Complete Legal Entity| STATE Q I
O credit Check Complete Purchase
O contains Cotermination Lines Proposal ID
Federal Region Code |03
¥ Summary of Amounts (7
Billing Amounts Revenue Amounts
Fixed Billing 120,000.00 I Fixed Revenue 0.00
Discounts/Surcharges 0.00 Discounts/Surcharges 0.00

Click the Save button.

il Save ||[=] Notify
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Step | Action

The page refreshes and the systematically assigned Contract Number displays.

o General Lines

I Contract Number 0000002350 I

7. Click the Lines tab.

General Lines

The Lines tab displays.

Favorites v | Main Menu - > Customer Confracts» > Create and Amend » > General Information
General || Lines
=
Contract Number 0000002350 E‘g Sold To Customer WHITEHURST PAVING COMPANY, INC.

Contract Status PENDING

[ Add Conlract Lines i Add Default Kit

Contract Lines (2 Personalize | Find | View Al | (| [ First (4) 1of1 (¥ Last

General || Detal | Biling Amount Details | Revenue Amount Defails || Contract Liability | [F=9

- = Hold Billingon  Hold Revenue on =

Actions Line Product Description Price Type Unpaid Cost Unpaid Cost | Standalone Sale Bundle Start Date End Date Status Suppleme

Actions Active Suppleme
4 O —— >

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

|[Elsave ||=] Notity |

General | Lines

|EL Add || A Update/Display

8. Click the Add Contract Lines button.

| Add Contract Lines | Add Default Kit
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Step

Action

The General Information Add Contract Lines page displays.

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

General Information

Add Contract Lines

Search (7

Product Group Q. [ product Kits
Product [ Renewable
Product Description

Price Type| ™ |
Physical Nature| V|

Search

Create Adhoc Product Return to Contract Lines

Click the Product Group Look up icon and select the Product Group.

Product Groupy DEF_CONCCT Q
Product

To select the applicable Product Group for the Amount-Based Prepaid Contract, select the
applicable Product. The Product will have a prefix of “DEF”.

10. | Click the Price Type dropdown button and select “Amount”.
Price Type| Amount v
11. | Click the Search button.
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Step | Action

The search results display in the Search Results section.

Favories~ | MainMenu~  Customer Conracts~ > Createand Amend~ > General Information

General Information

Add Contract Lines

Search (2

Product Group | DEF_GONCCT Q OPproduct Kits

Product ORenewable
Product Description
Price Type|
Physical Nature|
[ searcn |

Search Results (7 Personaize | Find | viewall | 2] First () 125028 (1 Last

General || Tempiates |

Product Description Price Type  poveical Product kit “Fee Type Start Date. End Date: Renewable Renewal Action Quantity uom
[0 1 DEF_PROJE29 Partic Advance-CON-CCT-Bristol Amount  Goods N None ] @ N 1.0000 Q a
[0 2 DEF_PROJE30 Partic Advance-GON-GCT-Salem Amount  Goods N None & @ N 1.0000] Q
(J 3 DEF_PROJE3 Partic Advance-CON-CCT-Lynchbg Amount  Goods N None 2] E N 1.0000! s}
O 4 DEF_PROJE32 Partic Advance-CON-CCT-Richmnd Amount  Goods N None B BN 1.0000 Q
[0 5 DEF_PROJE3} Partic Advance-CON-CCT-Suffolk Amount  Goods N None 2] @ N 1.0000 Q
[0 6 DEF_PROJE34 Partic Advance-CON-CCT-Fredbrg Amount  Goods N None &) @ N 1.0000! Q
0 7 DEF_PROJE3S Partic Advance-CON-CET-Culpepr Amount  Goods N None ] @ N 1.0000. Q
(0 8 DEF_PROJE3S Partic Advance-CON-CCT-Stauntn Amount  Goods N None 2] BN 1.0000 Q
[0 9 DEF_PROJE3T Partic Advance-CON-CCT-NOVA Amount  Goods N None B BN 1.0000 Q
[ 10 DEF_PROJEST Partic Adv-CON-Tst Cty-Bristol Amount  Goods N None ] @ N 1.0000. Q
[ 11 DEF_PROJESS Partic Adv-GON-1st Gty-Salem Amount  Goods N None ] @ N 1.0000. Lo}
(0 12 DEF_PROJESY Partic Adv-CON-1st Cty-Lynchbg Amount  Goods N None 2] EN 1.0000! Q

12. | Click the Select checkbox option for the Product that should be used to create the Contract Line.

[ 13 DEF_PROJETO Partic Adv-COM-1st Cly-Richmnd Amount Goods
14 DEF_PROJET1 Partic Adwv-COM-1st Cty-Hampton Amount Goods
[ 15 DEF_PROJET72 Partic Adv-COM-1st Cty-Fredbrg Amount Goods

13. Click the Start Date Calendar icon and select the start date for the Contract Line.

Search Results (7
General || Templates
Product Description Price Type Eg‘yjri:*" Product Kit *Fee Type Start Date End Date
[J 11 DEF_PROJEGS Partic Adv-CON-1st Cty-Salem Amount Goods N None
(O 12 DEF_PROJEGY Partic Adv-CON-1st Cty-Lynchbg Amount Goods N None [ [
(O 13 DEF_PROJETD Partic Adv-CON-1st Cly-Richmnd Amount  Goods N None [5) [EH]
14 DEF_PROJET1 Partic Adv-CON-1st Cty-Hampton Amount Goods: N None I 06/25/2025 @I [

The End Date field is left blank.
o The Quantity field defaults and should not be changed.

The UOM field (Unit of Measure associated with the Product, if any) defaults and should not be
changed.

14. | Click the Templates tab in the Search Results section.

Search Results
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Step | Action

The Templates tab displays.

Favorites ~ | Main Menu +

General Information

Add Contract Lines

Search (7

Product Group | DEF_CONCCT

> Customer Confracts~ > Create andAmend~ > General Information

Q. Jproduct Kits

Product [ Renewable
Product Description
price Type Amoul______ ]
Physical Nature| it |
Search
Search Results (7 Personalize | Find | View All | 321 & First (4) 1-250f28 (» Last
General Templates
Product Revenue Plan Billing Plan Billing Plan Detail Renewal Plan
[ 11 DEF_PROJESS APPORT_G0 C, |PREPAID Q |PROJE_CCT Q Q a
[ 12 DEF_PROJEGY APPORT_&0 Q1 |PREPAID Q |PROJE_CCT Q &}
[ 13 DEF_PROJETO APPORT_60 Q |PREPAID Q, |PROJE_CCT Q Q
14 DEF_PROJET1 APPORT_80 1 |PREPAID Q |PROJE_CCT Q e}
[ 1% DEF_PROJETZ APPORT_G0 . |PREPAID Q, |PROJE_CCT Q Q
[J 16 DEF_PROJET3 APPORT_G0 C, |PREPAID Q |PROJE_CCT Q Qn
[ 17 DEF_PROJET4 APPORT_G0 i |PREPAID Q. |PROJE_CCT Q &} ._
15. | Click the Revenue Plan Look up icon for the selected Product.
Search Results (7 Personalize | Find | View All | (] [E3 First (4) 1-250f28 (} Last
General Templates
Product Revenue Plan Billing Plan Billing Plan Detail Renewal Plan
[ 11 DEF_PROJESS APPORT_60 Q |PREPAID C, |PROJE_CCT a Q &
[ 12 DEF_PROJEEY APPORT_60 Q |PREPAID Q, |PROJE_CCT &} aQ
[ 13 DEF_PROJETD APPORT_60 Q |PREPAID C, |PROJE_CCT a a
14 DEF_PROJET1 APPORT_60 E:’REF‘AID Q, |PROJE_CCT (&} a
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Step

Action

The Look Up Revenue Plan page displays in a pop-up window.

Look Up Revenue Plan

Help
Cancel
Search Results
View 100 First (4) 1-10of10 (k) Last
Revenue Plan  Plan _—
SetiD Template Method Description

50100 APPORT_12  Apportion Apporfionment - 12

50100 APPORT_120 Apportion Apporfionment - 120
50100 APPORT_180 Apportion Apporfionment -180
150100 APPORT_24  Apportion Apportionment - 24

| 50100 APPORT_36 Apportion Apportionment - 36
150100 APPORT_4  Apportion Apportionment - 4

| 50100 APPORT_42  Apportion Apportionment - 43

] 50100 APPORT_B0  Apportion Apportionment - 60

50100 MILESTONE  Milestone Amount Based - Milestone
] 50100 RATE As Incurr As Incurred - Rate Based

16.

Click the Revenue Plan Template link that has the needed Apportionment Schedule.

Revenue Plan Plan .
SetlD Template Method Description
50100 APFORT_12 Apportion Apportionment - 12
[E0700 AFPORT_120 Apportion Apportionment - 120

50100 APPORT_180 Apportion Apportionment -180

4 ooooT i b & 4

17.

Scroll to the bottom of the page as needed and click the Add Contract Lines button.

I Add Contract Lines I
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Step | Action

The General Information Add Contract Lines page redisplays.

Customer Contracts ~ > Createand Amend~ > General Informatio

Favorites + | Main Menu - 5

General Infarmation

Add Conftract Lines

Search (7

Product Group |DEF_CONCCT Q. [Peroduct Kits

Product [ Renewable
Product Description
Price Type [ Amount v|
v

Physical Nature|

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

Return to Contract Lines

Create Adhoc Product

A message displays indicating that “1 line(s) have been added to the contract”.

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

Return to Contract Lines

Create Adhoc Product

18. Click the Return to Contract Lines link.

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

Create Adhoc Product I Return to Contract Lines I

The Lines tab redisplays.

» Customer Confracts ~ > Create andAmend ~ > General Information

Favorites ~ | Main Menu ~
Genperal Lines
Sold To Customer WHITEHURST PAVING COMPANY, INC.

Contract Number 0000002350
Contract Status PENDING

Add Conlract Lines [ Add Default Kit

Personalize | Find | View All | 21| 5

Contract Lines (7
General || Detail || Biling Amount Details || Revenue Amount Details || Gontract Liabilty ‘

First (4 1of1 (}) Last

Supplemental Data

Supplemental Data
[ ]

Actions Line Product Description Price Type  Standalone Sale Bundle Start Date End Date *Status
+ Actions 1 DEF_PROJET1 Partic Adv-CON-1s1 €| Amount O q [oems025 |5 &l
4 EEEEEEEEEEE—

Billing Plans Revenue Plans Milestones Renewals Amount Allocation Supplemental Data GoTo |Mcre ~ |

|Ek Add || & UpdateDisplay |

| save ||=] Notify |

General | Lines
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Step

Action

19.

Click the Save button.

il Save ||[=] Notify

.y

This action saves the Contract Line and defaults the Contract Billing Plans and Revenue Plans

based on the Product.

20.

Click the Detail tab to add the Project and Activity to the Contract Line.

Contract Lines (7

General Billing Amount Details Revenue Amount Details Contract Liability =

The Contract Lines Detail tab displays.
Contract Lines (7 Personalize | Find | View Al | (2| 5 First (4' 10of1 (b Last
Detail [ Billing Amount Details ” Revenue Amount Details I Contract Liability |
Internal Notes  Ship to Customer Nan

General [

Actions

~ Actions 1 DEF_PROJET1 Partic Adv-CON-1st C| Amount Pending Pending
4 EEEEEEEEEEEEEEEEEEE—— [

Billing Plans

‘T?WSave | =1 Notify |

Price Type Billing Plan Revenue Plan Contract Terms Accounting
WHITEHURST PAVII

Description
Distribution Internal Notes COMPANY, INC.

Line Product
Contract Terms

v]

Amount Allocation Supplemental Data Go To \ More

Revenue Plans Milestones Renewals
|54 Add || 3] Update/Display

|General | Lines

Click the Contract Terms link within the Contract Terms field.

Actions Line Product Description Price Type  Contract Terms Accounting Internal Notes Ship to Customer Name
~ Actions 1 DEF_PROJET1 Partic Adv-CON-1st Cty-t| Amount I Contract Terms I Distribution Internal Notes ‘V:HITEHURST PAVING COMPANY,
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The Related Projects tab displays.

General Information

> Contract Terms

Favorites « ‘ Main Menu « >

Related Projects
Contract Number 0000002350

Amendment Number

Contract Line 1
Product DEF_PROJET71

Description

PC Business Unit
Associated Projects & Activities

“Project *Activity

o Q

Create Activity

| Create Project

Return to General Information

=] Notify

Hlsave |[[@" Retum to Search

Q.

Customer Contracts = >

| .{_,." Refresh |

Create and Amend = >

m\u

Contract Status PENDING

Price Type Amount

Partic Adv-CON-1st Cty-Hampton

Personalize | (2

Source Type Category

Q Q

Amount Allocation

| Update/Display

Sold To Customer WHITEHURST PAVING COMPANY, INC

Q

First (4 10of1 (» Last

Subcategory

Q =]

_-ZW Include History E‘ Correct History |

If additional tabs display, click the Related Projects tab.

22.

To associate a Project and Activity, complete the following:

a. Enter the Agency Business Unit in the PC Business Unit field
b. Enter the applicable Project ID in the Project field
c. Enter the applicable Activity in the Activity field

PC Business Unif§ 50100 Q

Associated Projects & Activities

*Activity

o 7e al

| | Create Activity

*Project

O Jooootocsz4

Create Project

Return to General Information

[[§)save |[[2h Retumnto Search ||[Z] Notify ||7* Refresh |

Source Type

Q

Category Subcategory

Q

Amount Allocation

¥3| Update/Display

Description

Q, 0017-036-579, P101

Personahze|@ First (4 10f1 (» Last
Description

Road Plans

| 59 Include History | [%7 Corect History |

The selected Activity must be from the associated Project phase and the Project and Activity
must be active for the Accounting Distribution to save.
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23. | Click the Save button.
lch Return to Search | |[=] Notify ||* Refresh

5 Save

24. Click the Return to General Information link.

Create Project Create Activity

Return to General Information I

The Lines tab redisplays.

Customer Contracts v > Create and Amend v > General Information

Favorites v ‘ Main Menu - >
General || Lines
B2
Contract Number 0000002350 — Sold To Customer WHITEHURST PAVING GOMPANY, INC.
Contract Status PENDING
Add Contract Lines il Add Default Kit
Contract Lines (2 Personalize | Find | View All | & | [ First (4 10of1 (b Last
General || Detail ” Billing Amount Details H Revenue Amount Details H Contract Liability ‘
Actions Line Product Description Price Type Standalone Sale Bundle Start Date End Date *Status Supplemental Data
~ Actions 1 DEF_PROJET1 Partic Adv-CON-1st C| Amount O ‘O\ |08/25/2025 [# | &) \Aclive V\ St Data
4 EEEEEEEEEEEEEEEE———
Billing Plans Revenue Plans Milestones Renewals Amount Allocation Supplemental Data Go To ‘ More V‘
|Jj:1| Save HD\“ Return to Search H_‘:_I Notify ‘ % Add ‘ 7] Update/Display
General | Lines
25. | Click the Detail tab within the Contract Lines section.
Contract Lines (7
Contract Liability TEH

General Billing Amount Details Revenue Amount Details

The Detail tab displays.

Personalize | Find | View All | (21| [5 First (4 10of1

Contract Lines (7
! General ” Detail ” Billing Amount Details H Revenue Amount Details H Contract Liability
Actions Line Product Description Price Type Billing Plan Revenue Plan Contract Terms Accounting Internal Notes  Ship to Customer Nan
~ Actions 1 DEF_PROJET1 Partic Adv-CON-1st C| Amount Pending Pending Contract Terms Distribution Internal Notes COMPANY, INC.
4 O
Billing Plans Revenue Plans Milestones Renewals Amount Allocation Supplemental Data Go To | More V‘
|[E)save ||[ah Returnto Search ||[Z] Notify B Add |[ B Updatemisplay
|General | Lines

WHITEHURST PAVII
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26.

Accounting

Distribution

Click the Distribution link in the Accounting field.

The Accounting Distribution page displays.

Favorites | Main Menu « > Customer Confracts » > Create and Amend~ >  General Information > Fixed Amount Acctg Distrib
Accounting Distribution
WHITEHURST PAVING COMPANY, INC.
Contract 0000002350 Line Num 1 Description Partic Adv-CON-1st Cty-Hampton
Billing Amount 0.00 Revenue Amount 0.00 Unit 50100 Currency USD
Accounting Distributions Find | View All First (4 10f1 (}) Last
= e =
“Effective Date 0612512025 |[5) Define Distributions By [=]
@ percent | Calculate Amounts |
C Amount
Revenue Personalize | Find | (2 | E First (4) 10f1 (p) Last
Percentage Revenue Amount GL Unit Distribution Code Account Fund Program Department
100.00000000 0.00 |50100 Q |PROJEUCIOS Q) (40042018 Q, (04720 QL Q15000 Q
4 [ 4
Contract Liability Personalize | Find | (2| [ First (4! 10f1 () Last
Percentage Revenue Amount GL Unit Distribution Code Account Fund Program Department Ce
100.00000000 0.00 50100 ADVANADCN1 Q) |24042011 QL 04720 |y Q_ 99999 QL
[ 4
Contract Asset Personalize | Find | View Al | (21| [ First (4 10f1 (p) Last
Percentage Billing Amount Revenue Amount GL Unit Distribution Code Account Fund Program 1
100.00000000 0.00 0.00 50100 AMT_CONCCT Q, (112062 Q (04720 Q, ¢}
4 G [ 4
Return to General Information
|[Elsave || Retunto Search ||=] Notity | Update/Dispiay | [ & Include History | [E5 Correct History |

27.

Click the Correct History button.

Update/Display J,'-TI Include History

E’;‘ Correct History I‘
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28. The Fund and Department fields must match for the Revenue, Contract Liability, and Contract
Asset Lines. Update the Fund and/or the Department values as applicable.
|Ru\'um|i I Personakre | Fina | (2] B3 First 4/ 1af1 p Lam
rantage Ruvanuu Ramcunt L Lnk Data Bsustheon Coscle Acctunt Fund Piogram [STr— c
100 0000000 Q00 Lol :} PRIUELINS L] a1 EIIZI—".'III I" Jr I
Fercomiage Kaviags dmoak GL Ualt Dhviribution Cade Aetcynsd Fund Fregram Departmond Cs)
100, Qo000 ODed B0 a0g) ﬂ_ Salb 01T l"'LI {2 4 ] I_,L ""'\I 150000 l 3
: Contract Asset I Personaiize | Find | View il | 321 ] _,' First 4 1ofi & Lasi
DHIng Amoum Ry s AMZunt G Uni Dbt briosn T ode ACTOUN Fuaasd Program D i Mot
000 0.00 EH100 AMT_CONCET aQ, [nanez alwm | ;1| 15000 L.
29. Scroll to the right as needed for the Revenue, Contract Liability, and Contract Asset Lines and
enter or select the following:
a. PC Business Unit: enter/select the Agency Business Unit
b. Project: enter/select the same Project ID that was used when the Contract Line was
created
c. Activity: enter/select the same Activity that was used when creating the Contract Line
Fevenue Parsonadze | Find | (3] :‘ First 4 Tof1 b Lasi
Terk Fips Aprey figemcy Use 1 HAgencyliss 3 r_:ﬁ“H""-‘““ Project Acaiviry Source Ty
a o a a o ! T 1 ESEr i =1 B | +1
Contract Liabdlity Personalze | Fied | (3] B First (0 1080 (0 Last
Taik RS Assar Rganey Use 1 AquncyUsaz  [EEEES gy Acthiey Sour
a a a a a | TN < T - o
Contract Asset Personaize | Find | Wiew &l .'.‘:| ;-i.l First 4 4of1 ¢ Lasi
Taak FIPs e Hgency Us 1 Agency Uas & E:‘I-:"'""'"-"’ Preject Bty Saurce Type
Q Q a a a o IEETETNN S [T C) FITM— Y
30. | Click the Save button.
IE_" Save I [ch Returnto Search | |[=] Notify
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A Message displays in a pop-up window indicating that the “Contract Asset accounting distribution has
been changed”.

nmﬂu,ﬂll—'.—llmlm Eirct 1 of1

Message
Niate

Contract Asset accounting distribution has been changed. (9850,242)

Cancel

Personalize | Find | 2| ¥ First (4 1 of1

31. Click the OK button.

Cancel

The Accounting Distribution page redisplays.

Favoritesv |  Main Menu~ > Customer Contracts v > CreateandAmend v > General Information > Fixed Amount Acctg Distrib

Accounting Distribution

WHITEHURST PAVING COMPANY, INC.

Contract 0000002232 Line Num 1 Description Partic Adv-CON-1st Cty-Hampton
Billing Amount 0.00 Revenue Amount 0.00 Unit 50100 Currency USD
Accounting Distributions Find | View All First (4) 10f1 (» Last
. " P =
“Effective Date 050972024 |5 Define Distributions By [+ =]
@ Percent | Calculate Amounts
O Amount
Revenue Personalize | Find | (2 | [E3 First (4 10f1 (b Last
Task FIPS Asset Agency Use 1 Agency Use 2 E(rinBusiness Project Activity Source Ty|
e Q la Q [ Q Q (50100 |Q [0000100624 |Q [716 Q
‘ >
Contract Liability Personalize | Find | 2 | [ First (4' 10of1 () Last
T PC Business ’ =
ask FIPS Asset Agency Use 1 Agency Use 2 it Project Activity Sourc(
Q Q Q Q Q Q [50100 | [o000100624 | [716 o
‘ »
Contract Asset Personalize | Find | View All | & | £ First (4 10of1 (» Last
Task FIPS Asset Agency Use 1 Agency Use 2 FC Business® |profact Activity Source Typ
Q Q Q Q Q Q [50100 | [0000100624 | [716 Q
‘ »
Return to General Information
[Elsave |[[@ Retumn to Search || Notify [ 2] Update/Display || & Include History
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checkbox option checked).

Personalize | Find | 1 &

First i4) 10of1 (b Last

Fund Affiliate Stat Valid

Q Q

Fund Affiliate Stat Valid

Q Q

Fund Affiliate Stat

Q Q Q

+ [ ]
Personalize | Find | (71] E First (1) 10f1 Last

+ »
Personalize | Find | View Al | (0] [ First (4) 10f1 Last

———

+] (=]

+] [=]

Valid

32 Scroll to the right as needed and verify that all of the distributions display as “Valid” (Valid

33. Click the Return to General Information link.

Return to General Information I

[5] save

[zh Return to Search

=] Motify

The Lines tab redisplays

Favorites ~ | Main Menu ~ > Customer Confracis ~ >

General Lines

Contract Number 0000002350

Create and Amend » >  General Information

Sold To Customer WHITEHURST PAVING COMPANY, INC.
Contract Status PENDING

[ Add Contract Lines

i Add Default Kit

Contract Lines (2

Personalize | Find | View All | (0| [

First (4} 10f1 (p) Last

|Flsave ||E RetumtoSearch |[[=] Motity |

General | Lines

General ” Detail H Billing Amount Details ” Revenue Amount Details ” Contract Liability |
Actions Line Product Description Price Type Standalone Sale Bundle Start Date End Date *Status Supplemental Data
- Actions 1 DEF_PROJET1 iPachdv-CDN-mlCI Amount O \ :Q |06/25/2025 [ | IE] |Acl.i\re v\ Supplemental Data
4 [ ]
Billing Flans Revenue Plans Milestones Renewals Amount Allocation Supplemental Data GoTo |More v
|[F save ||Gt Returnto Search ||[=] Motify | |Es Add | Update/Display
General | Lines
34. | Click the Amount Allocation link.
Billing Plans Revenue Plans Milestones Renewals Supplemental Data Go To |More v |

B Update/Display
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The Billing Allocation tab displays.

Favorites ~ | Main Menu ~ > Customer Contracts v > Create andAmend ~ > General Information >  Amount Allocation

Billing Allocation

Contract 0000002350 Sold To Customer 0000000015 WHITEHURST PAVING COMPANY, INC.

Business Unit 50100 Currency USD Contract Admin

Contract Billing (7

Total Billing

Unallocated Billing 0.00
Fixed Billing (7
Fixed Billing 120,000.00 Unallocated Fixed Billing 120,000.00
Billing Discounts/Surcharges 0.00 Inclusive Prepaids 0.00
Net Fixed Billing 120,000.00 Allocation
[ Recacuste |

Contract Line Pricing (7 Personalize | Find | 2| [ First (4 10f1 (b Last

Bi"mgep";ce Line Product Bundle Price Type Quantity  Extended Price  Billing Amount  Billing Discounts/Surcharges  Net Billing Simulate Billing Pricing  Actions
(] 1 DEF_PROJET1 Amount 1.0000 0.00 0.00 0.00 0.00 Simulate Billing Pricing ~ Actions
Select All [0 Clear Al [ Recalculate |
Line Totals (7
Billing Amount 0.00 Recurring Billing 0.00
Discounts/Surcharges 0.00 Billing Limit 0.00 Total Billing 0.00
Prepaids

Return fo General Information

[Flsave ||[&h Returnto Search [=] Notify

35. | Enter the applicable amount in the Total Billing field.

Contract Billing (2

Total Billing]| 120,000.00 |

36. | Enter the applicable amount in the Fixed Billing field if it does not auto-populate.

Note: This is the fixed billing amount entered on the General Information page.

Fixed Billing (7

Fixed Billing| 120,000.00])

37. | Enter the fixed billing amount in the Billing Amount field in the Contract Line Pricing section.

Contract Line Pricing (7

Refrieve f - o . o
Billing Price Line Product Bundle Price Type Quantity Extended Price Billing Amount

[ 1 DEF_PROJET1 Amount 1.0000 0.00 120,000.00
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38. Click the Recalculate button.
Note: It does not matter which Recalculate button is clicked.

I Recalculate I

This process updates the Allocation field from “Incomplete” to “Complete” and updates the Net
Billing, Billing Amount, and Total Billing fields with the applicable amount.

» Amount Allocation

Favorites ~ | Main Menu ~ » Customer Contracls ~ > Create andAmend~ >  General Information

Billing Allocation

Sold To Customer 0000000015 WHITEHURST PAVING COMPANY, INC.

Contract 0000002350

Business Unit 50100 Currency USD Contract Admin

Contract Billing (7
Total Billing 120,000.00 Unallocated Billing 000

“w Fixed Billing (2
Fixed Billing 120,000.00 Unallocated Fixed Billing 0.00
Billing DiscountsiSurcharges 0.00 Inclusive Prepaids 0.00
Net Fixed Billing 120,000.00 IAIIor.ation Complete ~ I
Recalculate

Personalize | Find [ 21| &l First (¢ 10of1 ) Last

Contract Line Pricing (7
Eiﬁf“‘!;‘ep‘fm Line Product Bundle Price Type Quantity ~ Extended Price  Billing Amount Billing Discounts/Surcharges || Net Billing Jsimulate Billing Pricing  Actions
O 1 DEF_PROJET1 Amount 1.0000 0.00 120,000.00; 0.00 j§ 120,000.00fSimulate Billing Pricing ~ Actions
Select All [ Clear Al Recalculate
Line Totals (7
I Billing Amount 120,000.00 I Recurring Billing 0.00
0.00 Billing Limit 0.00 I Total Billing 120,000.00 I

charges.

Prepaids
Return to General Information

[E)save |[Gh Return to Search | [= Notily |

39. Click the Save button.

Iﬁ_" Save I [2* Return to Search =] Notify

40. Click the Return to General Information link.

Return to General Information I

[5]Save ||[ch Returnto Search ||[=] Notify
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The Lines tab redisplays.

Favorites | Main Menu ~ » Customer Confracts ~ > Create andAmend~ > General Information

General || Lines

Contract Number 0000002350

Sold To Customer WHITEHURST PAVING COMPANY, INC.
Contract Status PENDING

[ Add Conract Lines I Add Default Kit

Personalize | Find | View all| (1| [ First

Contract Lines (7
General || Detal | Biling Amount Details || Revenue Amount Details || Contract Liability |

Actions Line Product Description Price Type Standalone Sale Bundle Start Date End Date *Status

 Actions 1 DEF_PROJET1 Partic Adv-CON-1st C| Amount O
4 O ——

1

Supplemental Data

Q (06252025 |5 = Supplemental Data

10f1 (b Last

»

v]

Amount Allocation Supplemental Data Go To |More

Billing Plans Revenue Plans Milestones Renewals

|[Elsave ||[gh Retunto Search ||[=] Motify |

General | Lines

Bk Add | Update/Display

41. | Click the Billing Plans link.

ng Plans I Revenue Plans

[§]5ave ||[Eh ReturntoSearch ||[=] Notify

General | Lings

The Assign Billing Plan page displays.

Favorites ~ | Main Menu ~ > Customer Contracts ~ > CreateandAmend~ > General Information > Assign Billing Plan

Assign Billing Plan

Contract 0000002350 Local - Prepaid Amount Based
Sold To Customer WHITEHURST PAVING COMPANY, INC.

Contract Lines to be Assigned / Unassigned Personalize | | View All | (1] [

Line Product Line Description Billing Amount Price Type Plan Plan Description Billing Method
mit] DEF_PROJET1 E:';;Q:"’CON'”‘ Cy- 120,000.00 Amount B101  Prepaid - Immediate Immediate
Select All [0 Clear Al
Bill Plan to Assign / Unassign
Billing Plan | NEXT Q Billing Plan Template Q
b Bill Plan Detail Template ID Q

Billing Method |

Description

L Assign selected Lines/Sequences to Billing Plan w Unassign selected Lines/Sequences from Billing Plan

Return to General Information

|Et Returnto Search | |[=] Notify |

First

4 1of1 (k) Last

Status

Pending
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42. | Click the B101 link in the Plan field.
Price Type Plan Plan Description
Amount Prepaid - Immediate

The Billing Plan General tab displays.

Favorites = ‘ Main Menu = > Cusiomer Confracis » > Create andAmend » > General Information > Assign Billing Plan > Define Billing Plan
Billing Plan General || History
Contract 0000002350 Bl Unit 50100
Sold To Customer 0000000015 WHITEHURST PAVING COMPANY, INC. Bill To 0000000015 WHITEHURST FAVING COMPANY, INC
Billing Plan B101 Prepaid - Immediate Currency USD
Description |Prepaid - Immediats *Billing Status[Pending  ~|
Billing Method  Immediate ~ Ready at Activation
Customer Information Amount Detail
Bl Unit 50100 Q VA Dept of Transportation Billing Amount 120,000.00
*Bill To Customer |0000000015 i
Q WHITEHURST PAVING COMPANY, INC. Total Amount 120.000.00
Addr Num 1]a =
Total Billing Histo 0.00
Bill To Contact Q, ¢ i
Billing Options
Bill Type |CCT Q. Pre Approved
Bill Source [PROJE Q, O pirect Invoice
Summarization Template ID|VDOT_OTHER Q VDOT COther
Biling Header Note Internal Notes Preview Summarization Template
Billing Default Overrides
Invoice Form |[LANDSCAPE | Oy
Cycle ID |[MONTHLY &} View Customer Defaults
Bill By ID|PC_OTHER  |Q Non-Federal Project
Payment Method | ~ |
Payment Terms Q,
Billing Inquiry Q
Billing Specialist Q
Return to Assign Billing Plan
[§lsave | |[gh Returnto Search | |[=] Notify [Ey Add Update/Display
Billing Plan General | History

No changes are required on this page. However, the user should confirm that the information in

the Billing Options and Bill Default Overrides sections is accurate.

43. | Click the Return to Assign Billing Plan link.

Return to Assign Billing Plan |

[5] Ssave ||[ct Return to Search =] Notify

Billing Plan General | History
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The Assign Billing Plan page redisplays.

General || Defail || Biling Amount Details || Revenue Amount Details || Contract Liability

Actions

|[F]save |[Er Returnto Search ||[=] Notity |

General | Line

Favorites | Main Menu ~ > Customer Contracts » > CreateandAmend~ > General Information » Assign Billing Plan
Assign Billing Plan
Contract 0000002350 Local - Prepaid Amount Based
Sold To Customer WHITEHURST PAVING COMPANY, INC.
Contract Lines to be Assigned / Unassigned Personalize | | view All| (1] B First (1) 10f1 () Last
Line Product Line Description Billing Amount Price Type Plan Plan Description Billing Method Status
o DEF_PROJET1 E:’r‘ﬂ‘;{zf“"CON'm Cly- 120,000.00 Amount B101  Prepaid - Immediate Immediate Pending
Select All O clearal
Bill Plan to Assign / Unassign
Billing Plan |NEXT Q Billing Plan Template Q
Billing Melhod‘ hal Bill Plan Detail Template ID Q
Description
Assign Assign selected Li to Billing Plan Unassign Unassign selected Lines/Sequences from Billing Plan
Return to General Information
|E" Returnto Search | |=] Motify |
44. | Click the Return to General Information link.
I Return to General Information I
[@h Return to Search | |[=] Motify
The Lines tab redisplays.
Favorites ~ ‘ Main Menu = > Customer Confracis ~ > Create and Amend ~ >  General Information
General || Lines |
Contract Number 0000002350 . Sold To Customer WHITEHURST PAVING COMPANY, INC.
Contract Status PENDING
Add Conlract Lines i Add Default Kit
Contract Lines (2 Personalize | Find | View All | (1| [52 First (4) 10f1 (») Last

Line Product Description Price Type Standzlone Sale Bundle Start Date End Date *Status Supplemental Data
~ Actions 1 DEF_PROJET1 Partic Adv-CON-1st C| Amount O o (06252025 |15 5 Supplemental Data
4 EEEEEEEE— [
Billing Plans Revenue Plans Milestones Renewals Amount Allocation Supplemental Data GoTo |Mcre v \

By add || up

45. Click the Revenue Plans link.

Billing Plans

[§]save ||[cr Return to Search [=] Motify

General | Lines
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The Assign Revenue Plan page displays.

General Information

> Assign Revenue Plan

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

Assign Revenue Plan

Contract 0000002350 Local - Prepaid Amount Based

Sold To Customer WHITEHURST PAVING COMPANY, INC

Contract Lines to be Assigned / Unassigned

Revenue Amount Price Type

Line  Product Description
o 1 DEF_PROJET1 52:“:@‘:‘{’00“"“ Cly- 120,000.00 Amount
#iselectan O clear an
Revenue Plan Assign/Unassign
Revenue Plan [NEXT Q

v]

Revenue Method |

Description
| Unassign

|ﬂ‘ Assign selected contract lines fo Revenue Plan

Return to General Information

[=] Motify

Personalize | Find | View All | (21| [ First (4} 1of1 (») Last

Revenue Method Status

Plan Plan Description

Apportionment Pending

R101 Apportionment - 12

Revenue Plan Template

Unassign selected confract lines from Revenue Plan

[ah Return to Search

46. Click the R101 link in the Plan field.

Price Type Plan Plan Description

Amount R101 | Apportionment - 13
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The Revenue Plan page displays.

Fanvarites - Isin Bdenu - +  Cuslomes Conlrscts ~ ¢ CresteasndAmend -~ ¢ Genesal Informetion. » Assign Reveros Plan ¢ Define Ravenue Plan

Rewanue Plan

Revenue Plan

contract ooonooeEso Buziness Unit =0100 Cumency Ush
S0l Te Customer (Oa0000015 WHITEHURST PAWING OOMPARY, HC. GL Buslnses Unit 53100
Revenus Plan R1N GL Cumancy Ush
Deeeription [Appartionment - 12 | “Plan Status [Pendig
Recogritian Mathod Apparticerment Feady at Activation
Defing Events By Amount Dstall
® Parcant Totzl Amount 120,000.00
 Ameunt
ntermal Hetes Fisemalning Percant 0.00000000
Remalning Amount .00

Apportionment Parameters

Start Dats 5252025 | End Dats [l Humiber of Parlods
scedusin[ V]
Parcantage
Ewent Datall Persoraiize | Find | ViewAll | LV] B Firsl (40 1-120712 (& Lot
Event =Event 3fatuc  Aocounting Dais Farcant Amounit From Dade T Dty
812025 W] Evert Hole 2.1353733 10,00000 (07122025 | [oememes |m B
2 I0EE [7] Event Mot 83355535 1000000 [0BZE0ZE  |m [BiEE w0 E =
3 102025 W] Evert Moz 2.3353733 1000000 (22025 | omEees | (=
4 [ [7] Ewent Hoie 833533333 1000000 10120025 |m [tneas @ E =
5 12002035 [ Ewert Nole A.33337333] 10000000 [111232005 | [12r1102025 m EE=
& CFEZ0ZE [7] Event Motz 83355535 1000000 (22208 | [fniem |m E =
(L2/3R2026 W] Evert Moz 2.3353733 1000000 [M7220%6 | [ezmzes |m (=
& 03312026 [7 Ewent Hoie 833533333 10.00000 (02122026 |6 [0y |m (B E
[T [ Ewert Hole A.333533333] 10000000 03122026 | [oarmizoss m EE=
[ W] Event Moz [ 1000000 [(ATEE0EE | [EAiEmE W E =
1 [0830/2026 W] Evert Moz 8.1353733 1000000 [057E20% | e |m  |E] =
12 073112026 [ | Event Mot 230333337 10,000.00 [0812i2026 | [omieees  Jm B E
Return in Assign Resenue Plan
T Save | |2 Relum o Search = Matify } Add ] UpdatesThisple

The Recognition Method field defaults to “Apportionment” for the Contract. The Event Detail

section prepopulates based on the Revenue Plan selected when the Contract Line was added.
0 No changes are required on this page. However, the user should confirm that the number of
Events is as expected in the Event Detail section. If the number of Events is not as expected,
the user should review the selected Revenue Plan for accuracy.
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Step | Action

47. | Click the Return to Assign Revenue Plan link.

I Return to Assign Revenue F’Ianl

‘5| Save ||[ah Return to Search =] Notify

The Assign Revenue Plan page redisplays.

Favorites v ‘ Main Menu + > Customer Contracts»+ > CreateandAmend~ > General Information » Assign Revenue Plan

Assign Revenue Plan

Contract 0000002350 Local - Prepaid Amount Based
Sold To Customer WHITEHURST PAVING COMPANY, INC.

Hampton
YselectAll L Clear Al
Revenue Plan Assign/Unassign

Revenue Plan NEXT Q Revenue Plan Template

Revenue Method ‘

Description

[ Assign | Assign selected contract lines to Revenue Plan [ Unassign Unassign selected contract lines from Revenue Plan

Return to General Information

[GP Return to Search | |[=] Notify |

Contract Lines to be Assigned / Unassigned Personalize | Find | View All | (2| [53 First (4 10of1 (b Last
Line Product Description Revenue Amount Price Type  Plan  Plan Description Revenue Method Status
=] 1 DEF_PROJET1 Partic Adv-CON-1st Cly- 120,000.00 Amount | [RT01  Apportionment - 12 Apportionment Pending

48. Click the Return to General Information link.

Return to General Information

|a* Return to Search =] Motify
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The General tab redisplays.

Favorites v ‘ Main Menu v > Customer Contracts v > Create and Amend v >  General Information
General Lines
Contract Number 0000002350 Sold To Custemer WHITEHURST PAVING COMPANY, INC
*Contract Status | PENDING Q
[ Add to My Contracts |
Description |Local - Prepaid Amount Based Processing Status Pending
Contract Admin Q Amendment Status
Region Code Q Business Unit VA Dept of Transportation
Contract Type |O Q Contract Classification Standard
Curreney Code USD Last Amended
Rate Type [CRRNT v] Start Date 06/25/2025
Contract Signed |06/25/2025 9 End Date
Contract Role a Last Update Date/Time 06/25/2025 4:39:59PM
Revenue Profile Q Last Update User ID
Separate Fixed Billing and Revenue:
Use Project ChartFields: Separate As Incurred Billing and Revenue:
Other Information
Summary of Amounts (7
Billing Plans Revenue Plans Milestones Renewals Amount Allocation Supplemental Data Go To
[§) Save ||[2h Returnto Search ||[=] Nofify =4 Add Update/Disr
General | Lines
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This section of the Job Aid begins on the Customer Contract General Information page. For
information and navigation to get to this step, refer to the Creating a Non-Federal Amount-Based

Prepaid Contract section of this Job Aid.

Step | Action

The Customer Contract General Information page displays with the General tab displayed by default.

Favarites v | Main Menu +

General Lines

Contract Number 0000002350

Description |Local - Prepaid Amount Based
Contract Admin

Region Code

s pop

Contract Type O

Currency Code USD
Exchange Rate Type [CRRNT v|

Contract Signed 06/25/2025 LSIJ
Contract Role Q
Revenue Profile Q

Use Project ChartFields:

Other Information
Summary of Amounts (7

Billing Plans Revenue Plans Milestones.

5l save | [ Return to Search

=] Notify

General | Lines

Renewals

> Customer Contracts v >  Create and Amend v >  General Information

Sold To Customer WHITEHURST PAVING COMPANY, INC

“Contract Status |PENDING Q

Add to My Contracts

Processing Status Pending
Amendment Status
Business Unit VA Dept of Transportation

Contract Classification Standard
Last Amended

Start Date 06/25/2025
End Date
Last Update Date/Time 06/25/2025 4:39:59PM

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

Amount Allocation Supplemental Data Go To \ More

v

[} Add

7] Update/Display

1. Click the Contract Status Look up icon and select “ACTIVE”.

*Contract Status FPENDING

Sold To Custoemer WHITEHURST PAVING COMPANY, INC.
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Step | Action

The General Information page refreshes with “ACTIVE” displayed in the Contract Status field.

Favorites « | Main Menu + » Customer Contracts ¥ > Create and Amend » » General Information
General Lines || Amendments
Contract Number 00000022350 Sold To Customer WHITEHURST PAVING COMPANY, INC.
Amendment Number 0000000000 “Contract Status ACTIVE Q
Amend Contract Add to My Contracts
Description | Local - Prepaid Amount Based Processing Status Active
Contract Admin Q Amendment Status
Region Coede Business Unit VA Dept of Transportation
Contract Type O Contract Classification Standard
Last Amended

Currency Cede USD

Exchange Rate Type CRRNT Start Date 06/25/2025

Contract Signed (5/25/2025 End Date

Last Update Date/Time 06/26/2025 8:52:43AM

2. Click the Save button.

5| Save | |ch Returnto Search | |[Z] Notify

The initial prepaid amount can be changed after it is processed by creating and processing an

amendment. One example of this is when a prepaid amount is reduced to the unused prepaid
0 balance. For more information pertaining to creating and processing an amendment, refer to the
Job Aid titled PA354_Amending Non-Federal Customer Contracts. This Job Aid is located on
the Cardinal Website in Job Aids under Learning.
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