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Contracts (VDOT Only)

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@vita.virginia.gov) is submitted with fCardinal Project Accounting (PA)oin 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
turned on to send email notifications to specific users within Cardinal.
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Confirm ing 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

/i Cardinal [ Al - seaun 5| Asvanced search

/7 NON-PRODUCTION

Favorites ‘ Main Menu

Personalize Content | Layout % Help

Menu < o~ myCardinal Messages c o~

My Favorites
myCardinal Financials
Data Expansion Tools myCardinal Financials T ov
Employes Self-Service 7] Financials Conversion =] Financials Report Execution (#”] Financials Report Retrieval

Manager Self-Service / I/ [

Supplier Contracts = Expense Attach Conversion [ AP Reports T FIN Report Manager

Customers [) AR Reports ] FIN Process Monitor

[ GL Reports

[ PAReports

Preducts [ PR Reports

Catalog Management [ Financials Query-based Reporis

Customer Contracts ] Financials Links

Order Management | =gl
Pricing Configuration

Begin Date Message

Partners

F= Cardinal Portal

Customer Retums
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 « | 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

3. Enter iv_PA_CUST_CONTRACT_PRODUCTS0in the Search By b egins 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.

"Search By beginswih  [LPA_CUST_CONTRACT PRODUCTS ]
Advanced Search

4, Click the Search button.

*Search By [ Query Name ~|

Advanced Search

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 begine with V_PA_CUST_CONTRACT_PRODUCTS
Advanced Search

Search Results

*Folder View [--All Folders v
Query Personalize | Find | View All | (20| E‘ First (4 10of1 (b Last
PR Runto Runto Runto P Add to
Query Name Description Owner Folder HTML Excel XML Schedule Definitional References Favorites
V_PA CUST_CONTRACT_PRODUCTS Customer Contract Products Public HTML Excel XML  Schedule Lookup References Favorite
5. Click the HTML link to run the query.
Query Personalize | Find | View Al | (2] | LT;‘ First (4 10of1 (b Last
P Runto Runto Runto P Add to

Query Name Description Owner Folder HTML  Excel XML Schedule Definitional References Favorites
V_PA CUST_CONTRACT_PRODUCTS 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 Results |
Row Product D;;gﬂg&n ?;'Il;'g Pé?g:;‘ Disgiobduetion Distribggg;l Code Account Department Fund C%ﬂ?etzr Program Prnl)éect Activity
6. Enter the run criteria for the query.

Note: At a minimum, complete the Business Unit and Product ID fields (use prefix of iDEF%0
for the Product ID). Complete additional parameter fields if available. Otherwise,e nt er 0 ¢
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) | % Q

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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Confirm ing 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 [ Al ~searcn > | Advanced Search
 #~ NON-PRODUCTION
Favorites ‘ Main Menu
Personalize Content | Layout ? Help
Menu T o~ myCardinal Messages T ov

My Favorites
myCardinal Financials
Data Expansion Tools myCardinal Financials T ov

Begin Date Message

Employee Self-Service (=] Financials Conversion (=] Financials Report Execution (7] Financials Report Retrieval
Manager Self-Service C/ C’ C/
Supplier Contracts ] Expense Attach Conversion L AP Reports ] FIN Report Manager
Customers [ AR Reports = FIN Process Monitor
[ 6L Reporls
Pariners [ PAReports
Products 1 PR Reporis
Catalog Management F Financials Query-based Reporls
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.

*
Search By [Query Name v] begins with ( ]

| Search | Advanced Search
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Step

Action

Ent ¥ IPA DISTRBUTION_CODESOIn the Search By b egins 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*thLo E:Qetlo 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 Code s query.
Query Personalize | Find | View All | (2] | E First (4 1of1 (» Last
Query Name Description Owner Folder E*’HMEO E:Q;IU ?:ﬂnl_m Schedule Definitional References ?ad\?otr?les
V_PA_DISTRBUTION_CODES Distribution Codes Public HTML Y Excel XML  Schedule Lookup References Favorite
The Distribution Code s 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. Ot her wi se, enter fA%0 in each of the ren

*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 Code s 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

Rev 10/3/2025 Page 9 of 53
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Creating a Distribution Code

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.

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

Distribution Code

Find an Existing Value

(B_Add a New Valuel

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

@Recem Searches [ Choose from recent searches v & [ Saved Searches [Choose from saved searches vl
*SetlD 50100 Q
Distribution Code | beging with » Q

A Show fewer options

[ 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 .

Click the Add a New Value button.

@ Add a New Valuel

The Distribution Code Add a New Value page displays.

Distribution Code

Add a New Value

;QiFind an Existing Value

*SetlD |50100 Q
*Distribution Code Q

| Add |

Rev 10/3/2025 Page 10 of 53
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Step | Action

The SetlD field defaults to the Agencyd s B u s i raedssisouldiotibe changed.

Add a New Value

0 | “setib[50100 |q |

*Distribution Code Q

Add

3. 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,PROJEPRO810)

Add a New Value

*SetiD (50100 |Q
| “Distribution Code PrROJEPROSY |Q |

Add

4, Click the Add button.

Add
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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 \7:0\
ChartField Values Personalize | Find | (2] E First (4. 10f1 (b Last
“Account Fund Program Department Cost Center Task FIPS Asset Agency Us
g & | Q| | Q| Q| & | Q| Q|
4 >
‘W‘ ‘W‘ ‘j... Add H‘U Update/Display Hjﬁ Include History HT'*/ Correct History

5. Ent er i 01ihhdEffdcove Date field.

Distribution Code Definition

“Effective Date[01/01/1901 [[3i]]

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 selecti Re v e.nu e 0

*Distribution Type|| Revenue v |

0 The Status defaults to Mctivedand 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., /501009, Account,
and Fund. All Deferred Revenue Distribution Codes start with FADVANQ

V_PA_DISTRBUTION_CODES - Distribution Codes

*SetlD 50100 |
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 XMLFile (24 kb)

View All First 1-80 of 80 Last
Distributi Effecti Effecti - Short Dept Cost : e
Row |scn°duelon E?:t:’e S:;;L:;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 iPROJEQ ACOALG AIMG&SECONQ
and IMG&SEMGSonaming 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. Inthese 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
e »
V'EI Save |[Gh Return to Search =] Notify [} Add 5] Update/Display i',_j Include History L_jf Correct History
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Step

Action

11.

Click the Save button.

=]
ol Save

|&h Retumn to Search

= | Notify

Rev 10/3/2025
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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@yvita.virginia.gov) with ACardinal Project Accounting (PA)din 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.

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

Product Definition

Find an Existing Value

:G)_Add a New Va\ue:

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]
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 SetlD 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 » >

| Definition I| Contracts Options

SetlD 50100 Product ID DEF_PROJE29

*Product Use| Contracts Only

Product Kit

*Description

Identify Product Details » > Definition

Long Description

254 characters remaining
Catalog Number

Model Number

Product Brand

*Status | Active

Q Product Category Q
*Physical Nature | Goods v| Where Performed | v
View Product Image VAT Default VAT Service Treatment Setup
\[Flsave ||[at Returnto Search | [Z] Notify | [E} Add || Update/Display
Definition | Contracts Options
0 The Product Use fielddef aults to fiContracts Onl yo. Do
*Product Use| Contracts Only v|
6. Enter the Distribution Code in the Description field.
*Descriptionl Partic Advance-CON-CCT-Bristol |
The PhysicalNature f i el d defaults to AGoodso. Do not

*Physical Nature | Goods

4 |

Click the Save button.

7 Save | =] Notify
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Step | Action

8. Click the Contracts Options tab.

Definition I Contracts Opbions I

The Contracts Options tab displays.

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

! Definition | Contracts Options

SetlD 50100 ProductID DEF PROJE29 Partic Advance-CON-CCT-Bristol
*Price Type | Amount v
*Recognition Method | Apportionment v\
(J Third Party Flag
(JRenewable
Percentage O % of Total Contract Amount
O % of Contract Lines
Templates
Revenue Plan | APPORT_60 | Q
Billing Plan PREPAID Q
Bill Plan Detail Template ID PROJE_CCT |
Renewal Plan Q
|[Z] save ||[at Returnto Search ||[=] Notify | |EL || F Update/Display
S| s L{?“Rt oS h =] Notify [h Add 53 Update/Displ

Definition | Contracts Options

9. Complete the following fields:

a. Price Type: Selecti Amount 0
b. Recognition Method : Select MApportionmento

*Price Type| Amount v|

*Recognition Method| Apportionment v
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Step

Action

10.

Complete the following fields in the Templates section,:

a. Revenue Plan : select MPPORT_600
b. Billing Plan : select PREPAIDO

Templates

Revenue Plan APPORT_60
Billing Plan PREPAID

Bill Plan Detail Template ID

Renewal Plan

Q
Q
Q
Q

11.

Click the Bill Plan Detail Template ID Look

Templates

Revenue Plan APPORT_60 |
Billing Plan| PREPAID Q

Bill Plan Detail Template ID|PROJE_CCT |Q

Renewal Plan Q

up icon and select the applicable value.

The selected Template defaults some of the Contract billing information, such as Bill Source, Bill
Identifier, and Bill Cycle Identifier.

12. | Click the Save button.
5 Save | =] Notify
13. | Click the Identify Product Details dropdown button within the navigation path breadcrumbs.

Favarites - Main Menu +

Deafinition Contracts Oplions

Seud 50100

* Products - >

ldentify Product Details + |> Definition

Product 1D AMT_FR

*Price Type[Amount |

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
E Assign List Price

The Attributes by UOM page displays.

Favorites = ‘ Main Menu ~ > Products ~ > Identify Product Details + > Attributes by UOM

Attributes by UOM
SetlD 50100 ProductID DEF_PROJE29 Partic Advance-CON-CCT-Bristol

Standard Unit of Measure

UoMm Find | View All First (4' 10of1 (» Last
O Default “UOM Q Minimum Order Quantity Pricc b LI P [#[=]
1o0f1 (» Last
PricingOption____ v] i i ini i
Maximum Order Quantity Minimum S;"rligg *Currency
Pricing UOM Increment

ffj Save ”_L;\f" Return to Search | |<] Notify |

15. | Click the UOM Look up icon and select the applicable Unit of Measure.

vou#2_14]

16. Click the Save button.

Tl Save |[Gh Retum to Search ||[=] Notify
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Step | Action

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

Favarites = ‘ Main Menu « > Products » > |ldentify Product Details » |> Attributes by UOM
; D Assign List Price
Attributes by UOM _
D 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 O O ] [=]

.:'ff_l Save -I-._J\f“ Return to Search | =] Notify
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Step | Action

19. | Click the Group Type dropdown buttonandse |l ect @A Contract o

*Group Type

Contract

[Convect __]

20. Click the Product Group Look up icon and select the applicable Product Group.
*Group Type *Product Group Descr F;;n;g;y
| 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
0 Product on the Contract.

21. Click the Save button.

‘5l Save |[o" Returnto 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

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

@_Add a New Value

v|/

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

*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

OOPPLLALLHL P

O Include History [0 correct History

|  Search || Clear |

in Job Aids under Learning .

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

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.

Distribution Sets

Add a New Value

*Business Unit 50100 Q
*Distribution Set ID [NEXT Q

Document Type | v

| Add |

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

;'O‘_Flnd an Existing Value

3. 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

*Business Unit (50100 Q
0 *Distribution Set IDfNEXT Q

Document Type |

Add

The Distribution SetID def aul t s . DonotichabgX T 0

4, Click the Document Type dropdown buttonandse | e c t

*Business Unit |50100 Q

*Distribution Set 1D |NEXT Q

Document Type | Contract

Add

fiContracto

5. Click the Add button.

Add
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Step | Action

The Distribution Sets tab displays.

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 Set Description Find | View All First (4 10f1 (b Last
“Effective Date |06/23/2025 |[&] “Status | Active v] (] [=]
Product ID QFE
Product Group Q
Customer Q
Customer Group Q
Region Q
Order Group Q
Inventory Business Unit Q
Distribution Type Q
_-E}Save_ m '_:". Add || 2| Update/Display ::l Include History rj’ Correct History |
Distribution Sets | Distribution Percentages

6. Enteri 0 1/ 0 1 in h® Effdctive Date field.

*Effective Date|01/01/1901 |39 |

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

Product ID|DEF_PROJE29 Q=

8. Confirm that the Status fields displaysii Ac t.i ve 0

*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 ~

! Distribution Sets |l Distribution Percentages |

Unit 50100
Distribution SetID NEXT

Distribution Percentages

Effective Date 01/01/1901

Distribution Sets | Distribution Percentages

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

i i A 1 b
Rfeve_nue_ Personalize | Find | View All | (2] | E’ First 10f1 Revenue Percentage Total
Distribution Last
Sequence *Revenue Code *Percentage 100.00
’ Q 100.00 (#] [=]
[Z] save | [=] Notify | | B || 5] Update/Display || 51 Include History ||[*# Correct Histary
[[E] save ||=] Notify 4 Add || %] Update/Displ 5 Include Hist |2 Correct Hist

GL Business Unit 50100

Document Type Contract

Find | View All First (4" 10of1 (b Last

[+[=]

Status Active

10. | Click the Revenue Code Look up
Code) for the Product created.

*Revenue Code

PROJEPROO1 Q

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

: - (@ Add a New Valug
Find an Existing Value g
Search Criteria
Enter any information you have and click Search. Leave figlds blank for a list of all values.

®Recent Searches [ Choose from recent searches V4 [] Saved Searches [Choose from saved searches

g

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

5p5p P B 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 .

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

‘-Cl_Find an Existing Valug
Add a New Value s>

*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 IC)\ ‘

4, Click the Add button.

Add

The General In formation 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]
[ Save |[=] Notify | [, Add |[2] Update/Display |

General | Lines
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Step | Action

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

Other Information
Summary of Amounts (7
e
Billing Plans Revenue Plans Milestones Renewals Supplemental Data Go To | More V‘
|[F)save ||[ah Return to Search ||[=] Notify | [E% Add_|(# Update/Display
General | Lines | Amendments

5. 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 Confracts ~ > Create and Amend~ >  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

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

Exchange Rate Type| CRRNT ~ | Last Update Date/Time
I Contract Signed | 06/25/2025 E] I Last Update User ID
Contract Role aQ

Revenue Profile
Use Project ChartFields:

Other Information

[ Template Contract Parent Contract Q
[ master Contract Master Contract L
[ Legal Review Complete Legal Entity| STATE Q I
D 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

6. Click the Save button.

o 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 -

General Lines

Contract Number 0000002350

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

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

Add Coniract Lines

Add Default Kit

Contract Lines (2

Personalize | Find | View All | &1 | [ First (4) 10f1 (b Last

|[Elsave ||=] Notity |

General “ Detail || Billing Amount Details ” Revenue Amount Details ” Contract Liability |

- = 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 |

|EL Add || A Update/Display

General | Lines

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.

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

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

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 iDEFa

10. | Click the Price Type dropdown button and selecti Amo unt 0
Price Type| Amount o |
11. | Click the Search button.
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Step | Action

The search results display in the Search Results section.

Favortes~ | MainMenu~ > Customer Confracts~ > Croate and Amend~ > General Information
General Information
Add Contract Lines
Search (2
Product Group | DEF_CONGCT @ Oeroduct kits
Product ORenewable
Product Description
Price Type[Amaunt______ ]
Physical Nature
(S eorch S|
Search Results (7.
General || Templates
Product Description Price Type  poveical Product Kit “Fee Type Start Date:
O 1 DEF_PROJE29 Partic Advance-CON-CCT-Bristol Amount  Goods N None
O 2 DEF_PROJE30 Partic Advance-CON-CCT-Salem Amount  Goods N None
[ 3 DEF_PROJE3! Partic Advance-CON-CCT-Lynchbg Amount  Goods N None
(O 4 DEF_PROJER Partic Advance-CON-CCT-Richmnd Amount  Goods N Neone
[ 5 DEF_PROJE3} Partic Advance-CON-CCT-Suflolk Amount  Goods N None
[ © DEF_PROJE34 Partic Advance-CON-CCT-Fredbrg Amount  Goods N None
) 7 DEF_PROJE3S Partic Advance-CON-CCT-Culpepr Amount  Goods N None
[ & DEF_PROJE3G Partic Advance-CON-CCT-Stauntn Amount  Goods N None
[ 9 DEF_PROJE3T Partic Advance-CON-CCT-NOVA Amount  Goods N None
[ 10 DEF_PROJEST Partic Adv-CON-1st Cty-Bristol Amount  Goods N None
[ 1 DEF_PROJESS Partic Adv-CON-1st Cty-Salem Amount  Goods N None
([ 12 DEF_PROJESY Partic Adv-CON-1st Cty-Lynchbg Amount  Goods N None

i g s S s g v S s R s S 3 S s g s

Personalze | Find | viewall | G| [§  First (0 1250128 () Last
Ena Date Renewable RenewalAction  Quantity uom
G N 1.0000] Q -
B 1.0000] Q
Gy N 1.0000] <%
N 1.0000] Q
Gy N 1.0000] o}
N 1.0000] Q
Gy N 1.0000] Q
3N 1.0000] Q
N 1.0000] Q
e 1.0000] Q
G N 1.0000] Q
Gy N 1.0000] <%

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

Goods

Goods

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{:ﬁ;a' Product Kit *Fee Type
[J 11 DEF_PROJEGS Partic Adv-CON-1st Cty-Salem Amount Goods N MNone
(O 12 DEF_PROJEGY Partic Adv-CON-1st Cty-Lynchbg Amount Goods N None
[J 13 DEF_PROJETO Partic Adv-CON-1st Cty-Richmnd Amount Goods N None
14 DEF_PROJET1 Partic Adv-CON-1st Cty-Hampton Amount Goods: N None

Start Date End Date
Gl &l
[ i
I 0612512025 @I 5

The End Date field is left blank.

changed.

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

14.

Search Results

Click the Templates tab in the Search Results section.
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Step | Action

The Templates tab displays.

Favorites ~ | Main Menu ~ » Customer Coniractz ~ > Create and Amend ~ >

General Information
Add Contract Lines
Search (7

Product Group DEF_CONCCT Q. Jproduct Kits

Product [ Renewable
Product Description
price Type

v]

Physical Nature|

| Search |

Search Results (7 Personalize | Find | View All | 321 &

General Information

First (4) 1-250f28 (}| Last

Renewal Plan

L 0 L2 0 £ 0 0
L L L L L L L

General Templates
Product Revenue Plan Billing Plan Billing Plan Detail
[ 11 DEF_PROJESS APPORT_60 C, |PREPAID Q |PROJE_CCT
[ 12 DEF_PROJEGY APPORT_&0 Q1 |PREPAID Q |PROJE_CCT
[ 13 DEF_PROJETO APPORT_G0 Q |PREPAID Q, |PROJE_CCT
14 DEF_PROJET1 APPORT_&0 1 |PREPAID Q |PROJE_CCT
[ 1% DEF_PROJETZ APPORT_G0 . |PREPAID Q. |PROJE_CCT
[J 16 DEF_PROJET3 APPORT_60 C, |PREPAID Q |PROJE_CCT
[ 17 DEF_PROJET4 APPORT_&0 i |PREPAID Q |PROJE_CCT
15. | Click the Revenue Plan Look up icon for the selected Product.
Search Results (7 Personalize | Find | View All | (] [E3
General Templates
Product Revenue Plan Billing Plan Billing Plan Detail Renewal Plan
[ 11 DEF_PROJESS APPORT_60 Q |PREPAID C, |PROJE_CCT a
[ 12 DEF_PROJEEY APPORT_60 Q |PREPAID Q, |PROJE_CCT &}
[ 13 DEF_PROJETD APPORT_60 Q |PREPAID C, |PROJE_CCT a
14 DEF_PROJET1 APPORT_60 E:’REF‘AID Q, |PROJE_CCT (&}

First (4) 1-250f28 '} Last

5 B B B
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Step

Action

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

Cancel

Search Results
View 100
Revenue Plan

Template
50100 APPORT_12

150100 APPORT_24
| 50100 APPORT_36
| 50100 APPORT_4
| 50100 APPORT_48
| 50100 APPORT_60
| 50100 MILESTONE
| 50100 RATE

50100 APPORT_120
50100 APPORT_120

Look Up Revenue Plan

Help

First (4) 1-10of10 (k) Last

Plan
Method
Apportion Apportionment - 12
Apportion Apporfionment - 120
Apportion Apportionment -180
Apportion Apportionment - 24
Apportion Apportionment - 36
Apportion Apporfionment - 4
Apportion Apportionment - 48
Apportion Apportionment - 60
Milestone Amount Based - Milestone
As Incurr As Incurred - Rate Based

Description

16.

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

Revenue Plan Plan

Template Method
50100 APFORT_12 Apportion Apportionment - 12
[E0700 AFPORT_120 Apportion Apportionment - 120
50100 APPORT_180 Apportion Apportionment -180

4 ooooT i & 4

SetlD Description

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 A dd Contract Lin es page redisplays.
General Informatio

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

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 fil line(s) have been added to the contracta

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.

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

Genperal Lines

Contract Number 0000002350

Sold To Customer WHITEHURST PAVING COMPANY, INC._

Contract Status PENDING

Add Confract Lines I Add Default Kit

Personalize | Find | View All | 21| 5

Contract Lines (7
General ‘l Detail || Billing Amount Details || Revenue Amount Details || Contract Liability ‘

Start Date End Date *Status

Standalone Sale Bundle

First (4 1of1 (}) Last

Supplemental Data

Actions Line Product Description Price Type
+ Actions 1 DEF_PROJET1 Partic Adv-CON-1s1 €| Amount O q [oems025 |5 &l Supplemental Data
4 EEEEEEEEEEE— >
Billing Plans Revenue Plans Milestones Renewals Amount Allocation Supplemental Data GoTo |Mcre ~ |
|Ek Add || & Update/Display

|[F)save ||[=] Notify |

General | Lines
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Step | Action

19. Click the Save button.

o Save | =] Notify

0 based on the Product.

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

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

20.
Contract Lines (7
General Billing Amount Details Revenue Amount Details Contract Liability [F=5)
The Contract Lines Detail tab displays.
Personalize | Find | View Al | (2| 5 First (4' 10f1 (» Last

Contract Lines (7
General “ Detail II Billing Amount Details ” Revenue Amount Details " Contract Liability |

Actions Line Product Description Price Type Billing Plan Revenue Plan Contract Terms Accounting Internal Notes
Internal Notes

Contract Terms Distribution

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

Ship to Customer Nan

WHITEHURST PAVII
COMPANY, INC.
[

v]

Amount Allocation Supplemental Data Go To \ More

Revenue Plans Milestones Renewals
[ Add |

‘ 2| Update/Display

Billing Plans

‘E}Save H;{]Nutﬁy |

|General | Lines

link within the Contract Terms field.

21. | Click the Contract Terms
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 Cantract 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

Customer Contracts » > Create and Amend » >

m]‘w

Sold To Customer WHITEHURST PAVING COMPANY, INC

Contract Number 0000002350
Contract Status PENDING

Amendment Number
Contract Line 1 Price Type Amount

Product DEF_PROJET71
Description Partic Adv-CON-1st Cty-Hampton

Q.

PC Business Unit
Associated Projects & Activities Personalize | (2 First (4 10of1 (» Last
“Project *Activity Source Type Category Subcategory

o Q Q Q Q Q =
| Create Project \ | Create Activity

Return to General Information

Amount Allocation
'-E]Save |__f‘ Return to Search ‘5] Notify ”{j Refresh | =] Update/Display ::1 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
Enter the applicable Activity in the Activity field

PC Business Unif§ 50100 Q
Personalize | @ First (4 10f1 (» Last

C.

Associated Projects & Activities
*Project *Activity Source Type  Category Subcategory Description Description
O |0000100624 QI 716 QI Q Q Q, 0017-036-579, P101 Road Plans =l
Create Project | | Create Activity
Return to General Information
Amount Allocation

&) Update/Display [ Include History | [[Z7 Comect History |

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

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.

5l save ||[2h Returnto Search ||[=] Notify | =% Refresh

24, Click the Return to General Information link.

Create Project Create Activity

Return to General Information I

The Lines tab redisplays.

Favorites v ‘ Main Menu - > Customer Contracts v » Create and Amend v > General Information

General || Lines

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 [ | [o8r2sr2025 i | |5 [Acive  v] s Data
4 EEEEEEEEEEEEEEEE——— »
Billing Plans Revenue Plans Milestones Renewals Amount Allocation Supplemental Data Go To ‘ More hd ‘

|_'1:':1]Save HD\“ Return to Search H‘il Notify ‘ % Add ‘ 7] Update/Display

General | Lines

25. Click the Detail tab within the Contract Lines section.

Contract Lines (7

General Billing Amount Details Revenue Amount Details Contract Liability [F=5)

The Detail tab displays.

Contract Lines (? Personalize | Find | View All | (21| [5 First (4 10of1 (b Last

| General ” Detail H 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 WHITEHURST PAvi)
COMPANY, INC.
4 O >
Billing Plans Revenue Plans Milestones Renewals Amount Allocation Supplemental Data Go To | IMore hd ‘

|[E)save ||[ah Retumnto Search ||[Z] Notify | B Add |[ B Updatemisplay

|General | Lines
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26. | Click the Distribution link in the Accounting field.
Accounting
Distribution
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
“etective Date 062520259 e e ey Ble
@ percent | Calculate Amounts |
O Amount
Revenue Personalize | Find | (2 | @ First (4) 10f1 (p) Last
Percentage Revenue Amount GL Unit Distribution Code Account Fund Program Department
0.00 [50100 |, [PrROJEUCIDS |z, [40042018 | 04720 @ | /@ [15000 =}
4 C— [ 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 |G 24042011 e 04720 | | | 99999 e [
4 CE— [ 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 |, [112082 | [o4720 @ | o |
4 C—— [ 4
Return to General Information
|[Flsave ||E" RetumtosSearch |[=] Notify | Update/Display || & Include History || Correct History |
27. | Click the Correct History button.
= = [=E E P -
72| Update/Display _=| Include History ~# Correct History
Rev 10/3/2025

Page 39 of 53




Project Accounting Job Aid

/’j Cardinal

PA354 Creating Non-Federal Amount -Based Prepaid

Contracts (VDOT Only)

Step | Action
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.
|Rwunu- I Personakre | Fina | (2] B3 First 4/ 1af1 p Lam
mintage Rieranu Amcunt L Unh st Butlan Cods Aextcunt Fund Pragram Blegastmand =
100 0000000 Q00 Lol :} PRIUELINS ] =00E EIIZI—";I:I I“ 0 L
Personakze | Fina | (3] [ Eirgt 4 1af1 b Lazt
Farcoriage Haviags dmoant GL Ualt Chtribution Code Aeccynd Funad Program Departmend Cg
':I:I I:I:{l:l:-:[l:- ODed B0 a0g) ﬂ_ Salb 01T l"'LI {2 4 ] I_'] ;""\I 150000 I'\-IL
: Contract Asset I Personaiize | Find | View il | 321 ] '_,' First 4 1ofi & Lasi
Ming Amoum v rdiss AMount GLUnl Dibstribuion Code ACooun Fuated Frogram it s ot i
0 0.00 EOI00 ALIT_CONCCT q, [wnaoex alwxn | ql 15000 | 1
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
Revenpe Parsonadze | Find = | :‘ First 4 Teof1 r Lasi
Terk Fipg Apreq Agency Uze 1 Agency s 2 r_:ﬁ“H""-"'“" Project Activity Source Ty
a o a a o alsoion Jo fecooesas o s | +1
Contract Liabdlity Personalze | Fied | (3] B First (0 1080 (0 Last
Tak FRS Asiar Agancy Uss 1 AquncyUsaz  [EEEES gy Activiey Sesrer
a a a a a | TN < T - o
Contract Asset Personaize | Find | Viewal | (2] B First 4 qof1 b Last
Taak FIPs e Hgency Us 1 Agency Uas & :j"-l'l'""'"“ Preject Bty Saurce Type
a a a a a o ICTIER C [T C\ Frru—
30. Click the Save button.
Iﬁ"_ Save I [ch Returnto Search | |[=] Notify
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A Message displays in a pop-up window indicating that the flContract Asset accounting distribution has
been changeda

nm,lr'almlm i 1ﬂf1

Message
Niate

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

(0] 4 Cancel

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

31. Click the OK button.

Cancel

The Accounting Distribution  page redisplays.

Favorites v \ Main Menu v > Customer Contracts v > Create andAmend v > General Information

> Fixed Amount Acctg Distrib

Accounting Distribution

WHITEHURST PAVING COMPANY, INC.
Description Partic Adv-CON-1st Cty-Hampton

Contract 0000002232 Line Num 1
Billing Amount 0.00 Revenue Amount 0.00 Unit 50100 Currency USD
Accounting Distributions Find | View All First (4) 10of1 (b Last
. i Py 1=
“Effective Date [05/09/2024 | 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

Task FIPS Asset Agency Use 1 Agency Use 2 ﬁﬁf“s“‘ess Project Activity Sourc(
la, Q Q Q Q Q [50100 | [0000100624 |@ [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 la Q Q Q [60100 | [0000100624 |Q [716 Q
‘ »
Return to General Information
@ save |[@" Retum to Search |[[=] Notify [ ] Update/Display || & Include History | [ Correct History
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32. checkbox option checked).

Personalize | Find | (01 & First (4) 10f1 (b Last

Fund Affiliate Stat Valid
Q Q ays
+ [ ]
Personalize | Find | (71] E First (1) 10f1 Last

Fund Affiliate Stat Valid
«Q Q =]
+ »
Personalize | Find | View Al | (0] [ First (4) 10f1 Last

Fund Affiliate Stat Valid
Q Q Q

1 [ ]

Scroll to the right as needed and verify that all of the distributions display as fivalido Valid

33.

Click the Return to General Information  link.

Return to General Information I

[5] save

[5F Return to Search | |[=] Notify

The Lines tab redisplays

Favorites « | Main Menu

General Lines

Contract Number 0000002350

> Cusiomer Coniracis ~ > Create andAmend ~ > General Information

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

[ Add Contract Lines i Add Default Kit

Contract Lines (2

| General || Detail || Biling Amount Details || Revenue Amount Details || Contract Liabilty | [F=h

Actions Line Product

Personalize | Find | View All | (0| [

First (4} 10f1 (p) Last

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

General | Lines

Description Price Type Standalone Sale Bundle Start Date End Date *Status Supplemental Data
~ Actions 1 DEF_PROJET1 Amount O I | [o6r25i2025 |5 | |5 [Active v ]| Supplemental Data
4 [ ]
Billing Plans Revenue Plans Milestones Renewals Amount Allocation Supplemental Data GoTo \More ~ |
|[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 Add | Update/Display

Rev 10/3/2025
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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 | Incomplete v
| Recalculate |
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 to General Information
Save ||[Gh Returnto Search [=] Notify

35.

Enter the applicable amount in the Total Billing field.

Contract Billing (2

Total Billing]| 120,000.00 |

36.

Fixed Billing (7

120,000.00]]

Fixed Billing|

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.

37.

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

Contract Line Pricing (7

Refrieve f . =
Billing Price  LIN® Product Bundle Price Type Quantity
[l 1 DEF_PROJET1 Amount 1.0000

Extended Price Billing Amount

0.00 120,000.00

Rev 10/3/2025

Page 43 of 53




.

Ve

%/ Cardinal

Project Accounting Job Aid

PA354 Creating Non-Federal Amount -Based Prepaid

Contracts (VDOT Only)

Step

Action

38.

Click the Recalculate button.

Note: It does not matter which Recalculate button is clicked.

I Recalculate I

This process updates the Allocation f i el d

from

Billing , Billing Amount , and Total Billing fields with the applicable amount.

fi | nc o napd updatesdhe Ned

Favorites ~ | Main Menu ~ » Customer Confracls » > 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 120,000.00 Unallocated Billing 0.00
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 I Allocation | Complete ~ I
Recalculate
Contract Line Pricing (7 Personalize | Find | 2| [
Eiﬁfn‘!;‘ep‘fm Line Product Bundle Price Type Quantity ~ Extended Price  Billing Amount Billing Discounts/Surcharges || Net Billing fsimulate Billing Pricing
(] 1 DEF_PROJET1 Amount 1.0000 0.00 120,000.00; 0.00 j§ 120,000.00fSimulate Billing Pricing
Select All [ Clear Al Recalculate
Line Totals (7
I Billing Amount 120,000.00 I Recurring Billing 0.00
charges 0.00 Billing Limit 0.00 I Total Billing 120,000.00 I
Prepaids
Return to General Information
|[Flsave ||[ch ReturntoSearch || Notify |

First (4) 10f1 () Last

Actions

~ Actions

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.

General Information

Favorites | Main Menu ~ >  Customer Confracts »

General || Lines

Contract Number 0000002350

Create and Amend ~ >

Sold To Customer WHITEHURST PAVI
Contract Status PENDING

[ Add Contract Lines

Add Default Kit

Contract Lines (7

General || Detal || Biling Amount Details || Revenue Amount Details

Actions Line Product Description
~ Actions 1 DEF_PROJET1 Partic Adv-CON-1st C
Billing Plans Revenue Plans Milestones

|[Flsave ||lch Returnto Search || Mofify |

General | Lines

|| contract Liabilry |

Price Type Standalone Sale Bundle Start Date End Date *Status
Amount [m] Q (06252025 |5 = Supplemental Data

L] [ 4
Renewals Amount Allocation Supplemental Data Go To |More v

NG COMPANY, INC.

Personalize | Find | View All | & | [

First (4 10of1 (b Last

Supplemental Data

EL Add Update/Display
5 Ada |

41. | Click the Billing Plans link.

Revenue Plans

Billing Flans I

[§]save ||[Gr Return to Search

=] Mofify

General | Lings

The Assign Billing Plan

page displays.

» Assign Billing Plan

Favorites ~ | Main Menu - » Customer Confracts ~ >

Assign Billing Plan

Contract 0000002350

Contract Lines to be Assigned / Unassigned

Create and Amend ~ >

General Information

Local - Prepaid Ameunt Based

Sold To Customer WHITEHURST PAVING COMPANY, INC.

Assign selected Lines/Sequences to Billing Plan

Return to General Information

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

Unassign Unassign selected Lines/Sequences from Billing Plan

Plan Description

Prepaid - Imnmediate

Personalize | | View All | (1] [ First (4) 10f1 (k) Last
Billing Method Status
Immediate Pending

|Eh Returnto Search || =] Notify |
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42.

Click the B101 link in the Plan field.

Price Type Plan Plan Description

Amount B101 Prepaid - Immediate

The Billing Plan General tab displays.

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.

Rev 10/3/2025

Page 46 of 53






















