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Reducing Advance Construction on a Federal Contract Overview 
Federal Contracts are created in Cardinal based on the data contained in the Federal Aid Project 
Agreement received from the Federal Highway Administration (FHWA). Modifications of these original 
agreements are normal and will often include reductions to Advance Construction Funds. 

 

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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Revision History 

Revision Date Summary of Changes 

9/1/2026  Updated to reflect the Cardinal system upgrades.  

11/19/2024 Baseline. 
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Sample FHWA Federal Aid Project Modification

 
This is an example of a Federal Highway Administration (FHWA) Federal Project Modification, showing 
that Advance Construction Funds should be reduced to zero. 
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Entering Contract General Information 

Step Action 

1. Navigate to the General Information page by clicking the Contracts WorkCenter tile. 

 

 

For information about WorkCenters, see the Job Aid titled Overview of the Cardinal 
Financials WorkCenters located on the Cardinal website in Job Aids under Learning. 

2. Use the following navigation in the WorkCenter: Links > Customer Contracts > Define 
Contract General Info 
Note: WorkCenter sections, folders, and pages may vary based on the user’s Security roles. 

 

 

Users can also access the General Information page using the following navigation path: 
NavBar > Menu > Customer Contracts > Create and Amend > Define Contract General 
Info 
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Step Action 

The General Information Find an Existing Value Search page displays. 

 

3. Enter the federal project/contract number in the Contract field. 

 

4. Click the Search button. 
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Step Action 

The General Information page displays. 

 

5. Click the Amend Contract button. 

 

The Amendments tab displays. 
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Step Action 

6. Click the Amendment Type dropdown button and select “Transaction Limit”. 

 

7. Click the Reason dropdown button and select “Decrease Trans Limit”. 

 

8. Click the Save button. 

 

9. Click the General tab. 
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Step Action 

The General tab displays. 

 

10. Click the Expand section Other Information icon (>). 

 

The Other Information section displays. 

 

11. Update the Proposal ID field with the applicable amount. 
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Step Action 

12. Click the Save button. 

 

13. Click the Lines tab. 

 

The Lines tab displays. 

 

14. Click the Detail tab in the Contract Lines section. 

 

The Detail tab displays. 
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Step Action 

15. Click the Contract Terms link. 

 

The Contract Amounts page displays. 

 

16. Click the Review Limits link. 
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Step Action 

The Review Limits Search page displays. 

 

17. Click the Search button. 

 

The Limits section displays. 

 

18. Examine the limits for the transaction limits associated with the contract. 

 

 

If the Advance Construction Transaction Identifier (0AW0) has a Processed Amount greater 
than zero, then this amount must be released before the advanced construction amount can be 
released. To do this, continue to complete Steps 19-25. If the Processed Amount is already at 
zero, proceed to Step 26. 
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Step Action 

19. Click the Return to Contract Terms link. 

 

The Contract Amounts page displays. 

 

20. Click the Correct History button at the bottom of the page. 

 

21. Click the Related Projects tab. 
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Step Action 

The Related Projects tab displays. 

 

22. In the Associated Rates section, delete the selection from the Rate Set field. 

 

23. Click the Save button. 
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Step Action 

 

Be sure to put the Contract Billing Plan on hold, in order to make sure no billing takes place 
while removing the 0AW0 Transaction Identifier. For instructions on how to put the Contract 
Billing Plan on hold, see the Job Aid titled PA353 Hints for Federal Contract Customer 
Maintenance (VDOT Only) located on the Cardinal website in Job Aids under Learning. 
A batch process will run overnight and remove the processed amount, since the Rate Set has 
been removed. 

24. The next day, return to the Review Limits page by following this path: 
Cardinal home screen > Contracts WorkCenter tile > Links > Customer Contracts > Define 
Contract General Info > Search by the Contract ID > Lines tab > Detail tab > Contract 
Terms link > Related Projects tab > Review Limits link 

The Review Limits page displays. 

 

25. Verify that by removing the rate set the processed amount on the ADC rate set (see Step 22) 
was released. The Processed Amount should be zero. 

 

 

The ADC Transaction Identifier will be available for reducing. 



 
Project Accounting Job Aid 

PA353 Reducing Advance Construction on a Federal 
Contract (VDOT Only) 

 

Rev 9/1/2026  Page 15 of 21 

 

  

Step Action 

26. Click the Return to Contract Terms link. 

 

The Contract Amounts page displays. 

 

27. Click the Transaction Limits link. 
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Step Action 

The Transaction Limits page displays. 

 

 

If the processed amount does not reduce to zero, there is a split AC row that must be cleared 
by entering a ticket to the helpdesk. Before entering the ticket, a non-AC rate set should be 
entered on the Contract Terms page. 

28. Click the Amend Contract button. 

 

A message displays in a pop-up window, notifying the user that the previously created Amendment is 
available to edit. 

 

2927. Click the OK button. 
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Step Action 

30. Remove the Limit Amount and the Use Sequence for the Advanced Construction Transaction 
Identifier (0AW0). 

 

31. Click the Save button if the limit amount is being set to 0. 

 

 

If the Advanced Construction amount is not being lowered to zero, then lower the Limit 
Amount to the given amount and leave the Use Sequence number on the transaction 
identifier. 

32. Click the Return to Contract Terms link. 
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Step Action 

The Contract Amounts page displays. 

 

33. If the limit amount was lowered to zero on the Transaction Limits tab, click the Correct History 
button. 

 

34. Click the Related Projects tab. 
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Step Action 

The Related Projects tab displays. 

 

35. Update the Rate Set field in the Associated Rates section to the rate set of the previous 
sequence. 

 

 

If the limit is not being lowered to zero, the advance construction rate set should be replaced on 
the Contract Terms page. 

36. Click the Save button. 

 

37. Click the Contract Amendments tab at the top of the page. 
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Step Action 

The Contract Amendments tab displays. 

 

38. Click the Detail link for the Amendment that was added. 

 

The Amendment Details page displays. 
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Step Action 

39. Click the Amendment Status dropdown button and select "Ready". 

 

The Process Amendment button displays. 

 

40. Click the Process Amendment button. 

 

The Amendment Status changes to "Complete". 

 

 

Remember to take the Contract Billing Plan off Hold. 
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