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Updating a Federal Contract Status Overview

Contract Status provides a visual indicator of where a Contract is in the Contract life cycle and it
designates when a Contract is available for lookup and processing. It is a user-defined value that
controls what processing can occur against the Contract.

The Contract Status defaults to “Pending” when a Contract is created. A different Contract Status
can be selected on the General Information page. When changing the Contract Status, the user
can only move forward. Once the status is set to “ACTIVE”, it cannot be set back to “PENDING” and
once “CLOSED”, it cannot go back to “ACTIVE”. Once a Contract Status is set to “CLOSED”, it can
only be reactivated by submitting a Ticket to the Help Desk.

If the user selects a Contract Status that is mapped to a different Contract Processing Status, the
system performs edit checking to ensure that the Contract is eligible for the new status that was
selected.

Navigation Note: Please note that there may be a Notify button at the bottom of various pages
utilized while completing the processes 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.
8/1/2025 Baseline.
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Federal Contract Statuses

Status

Use

PENDING

Default status when a new contract is created. This status indicates that
the Contract was created and some data was entered. No downstream
processing is allowed for the Contract.

ACTIVE

All data is entered and has passed system data validation. This status
indicates that the Contract has an Active Processing Status. Controlled
data fields are available for entry only through amendment processing.
Downstream processing is allowed for the Contract.

CLOSED

The Contract is no longer available for processing and the data fields
cannot be entered or amended. No downstream processing is allowed for
the Contract.

Contracts in a “CLOSED” status are removed from processing and views,
but the historical Contract data is still available for query. Contracts in a
“CLOSED?” status can only be reactivated by submitting a Ticket to the
Help Desk.

FIRE - CLOSED*

The Federal Project has been closed as the result of a FIRE review
(Financial Integrity Review and Evaluation program). The Processing
Status is Active; therefore, processing can occur against this Contract at a
later date when Project expenditures and billings have been reconciled.

The final Voucher has been paid. The Processing Status is Closed

FV ACCEPTED indicating that the Contract is no longer available for processing. The data
fields cannot be entered or amended.
The final Voucher has been completed for the Contract; however, the

FV COMPLETED Processing Status remains Active. Therefore, processing can occur against
the Contract.

WITHDRAWN® The federal Project has been withdrawn; however, the Processing Status

remains Active. Therefore, processing can occur against the Contract.

* WITHDRAWN and FIRE - CLOSED were created so that the Contract Processing Status can
still be Active. In some cases, these Contracts need to be opened again for use.
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Update Contract Status to “ACTIVE”, “CLOSED”, or “FV COMPLETED”

The steps to update the Contract Status to “ACTIVE”, “CLOSED”, or “FV COMPLETED” are essentially
the same.

Step | Action

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

Contracts WorkCenter

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

2. Use the following navigation path 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.

General Information

(€3 )
My Work General Information

. Find an Existing Value

Billing Exceptions

Past Due Billing Events 387 ~ Search Criteria
Enter any information you have and click Search. Leave fields blank for a list of all values.
Plans On Hold 890
\nvalid Bill Plans @) Recent Searches | Choose from recent searches v &Z 1 Saved Searches | Choose from saved searches v Z
Revenue Exceptions

v Business Unit Contract | begins with ] | |

Past Due Revenue Events 286

Prane G Hold @ Description \ begins with vl ‘ | Sold To Customer \ begins with v‘ | q‘
Links Customer Name ‘ begins with V| ‘ | Contract Status ‘ begins with v‘ | Q ‘
Customer Contracts " Processing Status ‘ = v‘ ‘ v‘ Contract Type ‘ begins with v‘ | Q ‘
Uenne Contrct General lnfo ID Contract Classification [ = v ~] Region Code | begins with v | | a ‘
Contract Informafien Inquiry
Contract Administrator | begins with v | ‘ q‘ Master Contract # | begins with v | c,‘
Federal Contracts

~ Show fewer options
Setup PC Source Types -
[ Case Sensitive

Setup PC Source Groups
s

Setup PC Transaction Identifiers

Setup PC Rate Sets Q
Map Federal Highway Grant e )
W7
Project Costing - 3
e
Define Project General Info f
Define Project Activities
Nothing yet
Billing o Your search results will appear here
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Step

Action

@

Info

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

The General Information Find an Existing Value Search page displays.

General Information

Find an Existing Value

“ Search Criteria

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

0) Recent Searches | Choose from recent searches

Business Unit |:7v‘ ‘50100—

Description | begins with v‘ ‘

Customer Name | begins with v‘ ‘

Processing Status | = v‘ ‘

Contract Classification | = v‘ ‘

Contract Administrator | begins with v‘ ‘

v| /[ saved Searches | Choose from saved searches v|
a Contract | begins with ~| | |
| Sold To Customer | begins with v| | Q|
| Contract Status | begins with | | Q|
v Contract Type | begins with +| | Q|
v Region Code | begins with | | a
al Master Contract# | begins with v| Q|

- Show fewer options

[ Case Sensitive

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 in Job Aids under Learning.
3. Enter “60100” in the Business Unit field.
Business Unit | = v| |5II]1I|][] Q |
4. Enter the applicable Contract Number in the Contract field.
Contract | begins with + ||| 5130042 ||‘
5. Click the Search button.
Search | Clear |
Rev 9/1/2026
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Step | Action

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

General Lines

Contract Number 5130042

Sold To Customer FEDERAL HIGHWAY ADMINISTRATION
*Contract Status ‘PENDWG Q |

Description |STP{:130[]42 |

Contract Admin | Q |
Region Code | Q |
Contract Type |F Q |

Currency Code USD

Exchange Rate Type | CRRNT V|
Contract Signed | 11/21/2025 |
Contract Role | Q |
Revenue Profile | Q |

Use Project ChartFields:

> Other Information

> Summary of Amounts

Billing Plans Revenue Plans Milestones

Add to My Contracts ]

Amount Allocation

Processing Status Pending
Amendment Status

Business Unit i Dept of Transportation

Contract Classification Government
Last Amended
Start Date  11/21/2025
End Date  11/30/2029
Last Update Date/Time 01/08/2026 2:27:15PM
Last Update User ID

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

Supplemental Data

Sold To Customer

*Contract Status | PENDING

aj

GoTo | More "|
[ Return to Search H Notify l Add Update/Display
General | Lines
6. Click the Contract Status Look Up icon.
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Step | Action

The Look Up Contract Status page displays in a pop-up window.

Look Up Contract Status X

Help
SetlD 50100

Contract Status | begins with V| [|

l Clear ” Cancel lBasichukup

Search Results

View 100 1-7of 7 »
Contract Status | Description RIocessing
Status
ACTIVE Active Active
CLOSED Closed Closed

FIRE - CLOSED | Closed For FHWA FIRE | Active

F\V ACCEPTED |FHWA Accepted Closed
FV COMPLETED | Fiscal Completed Active
PENDING Pending Pending

WITHDRAWN Contract Withdrawn Active

7. Select the applicable Contract Status in the Contract Status column by clicking the
corresponding link.
Contract Status | Description 2::;?”"9
ACTIVE Active Active
CLOSED Closed Closed

FIRE - CLOSED | Closed For FHWA FIRE | Active

FVACCEPTED | FHWA Accepted Closed
FV COMPLETED | Fiscal Completed Active
PENDING Pending Pending

WITHDRAWN Contract Withdrawn Active
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Step | Action

The General tab redisplays with updated Contract Status and Processing Status fields.

General Lines Amendments
Contract Number 5130042 Sold To Customer FEDERAL HIGHWAY ADMINISTRATION
Amendment Number  9ogo000000 “Contract Status | ACTIVE Q
[ Amend Contract ] Add to My Contracts ]
Description ‘ STP-5130042 ‘ Processing Smus
Contract Admin ‘ Q ‘ Amendment Status
Region Code Business Unit  yA Dept of Transportation
Contract Type F Contract Classification Government
Currency Code  USD Last Amended
Exchange Rate Type CRRNT Start Date  11/21/2025
Contract Signed  11/21/2025 End Date  11/30/2029
Contract Role Last Update Date/Time 06/22/2026 9:35:42AM

Revenue Profile Last Update User ID

Use Project ChartFields: Separate Fixed Billing and Revenue:

Separate As Incurred Billing and Revenue:

> Other Information

> Summary of Amounts (&

Billing Plans Revenue Plans Milestones Supplemental Data GoTo | More V|

l Return to Search H Motify ] Add Update/Display

General | Lines | Amendments

8. Click the Save button.

Il Return to Search H Motify l

o The following guidelines apply based on the updated Contract Status:

“ACTIVE” or “FV COMPLETED”: After saved, the Amend Contract button and
Amendments tab are now available. Changes can be made to the Contract as needed using
an Amendment.

“CLOSED”: After saved, the Amend Contract button and Amendments tab are not
available and the data fields cannot be modified.
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Update Contract Status to “FIRE — CLOSED” or “WITHDRAWN”

When setting the Contract Status to “FIRE — CLOSED?”, it may be required to lower the Transaction

Limit(s) to the processed amount(s). Therefore, the user will need to process an Amendment for the
Contract.

Step | Action

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

Contracts WorkCenter

CZBDDU

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

2. Use the following navigation path 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.

General Information

e
My Work General Information
Billing Exceptions o Find an Existing Value
Past Due Billing Events « Saarch Criteria
Plans On Hold 550 Enter any infermation you have and click Search. Leave fields blank for a list of all values
Invalid Bill Plans (%) Recent Searches | Choose from recent searches V| V4 [ Saved Searches | Choose from saved searches v‘ &

Revenue Exceptions

< Business Unit [ = v Contract | begins with v
Past Due Revenue Events ‘ | | ‘

e On Hod ® Description | begins with v| ‘ ‘ Sold To Customer [ begins with v| | Q‘
oo Customer Name [ begins with v | ‘ ‘ Contract Status | begins with v | | Q‘
Customer Confracts Processing Status | = v‘ ‘ v‘ Contract Type ‘ begins with vl | Q‘
DenineonhectGenamllinig ‘ Contract Classification | = v‘ ‘ v‘ Region Code ‘ begins with vl | Q‘
Contract Information Inquiry
Contract Administrator | begins with V‘ ‘ Q‘ Master Contract # ‘ begins with vl | Q‘
Federal Contracts "
- Show fewer options

Selup PC Source Types .
O Case Sensitive

Setup PC Source Groups
=

Setup PC Transaction Identifiers

Setup PC Rate Sets B
Map Federal Highway Grant £ \_. ri
[ 3:_-_
Project Costing - L
b
Define Project General Info f

Define Project Activities

Nothing yet

Billing o Your search results will appear here
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Step | Action

0 Users can also access the General Information page using the following navigation path:

NavBar > Menu > Customer Contracts > Create and Amend > Define Contract General
Info

The General Information Find an Existing Value Search page displays.

General Information

Find an Existing Value

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

7) Recent Searches | Choose from recent searches v Z [ Saved Searches | Choose from saved searches v 7
Business Unit |Z‘ ‘ﬁ\ contract | begins with | | |
Deseription | begins with | | | Sold To Customer | begins with ~| | Q|
Customer Name | begins with v| | | Contract Status | begins with | | Q|
Processing Status | - v‘ ‘ v‘ Contract Type ‘ begins with v| \ Cl|
Contract Classification | = v v| Region Code | begins with v/ | a
Contract Administrator | begins with | | Q] Master Contract# | begins with v | Q|

- Show fewer options

[ Case Sensitive

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

3. Enter “50100” in the Business Unit field.

Business Unit |:—v| |5U1'|]U Q ||‘

4. Enter the applicable Contract Number in the Contract field.

Contract | begins with v| ||1][][I1533E'r ”

5. Click the Search button.

N
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Step

Action

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

General

Lines Amendments

Contract Number 0005338

Amendment Number ggo0000013

Sold To Customer

FEDERAL HIGHWAY ADMINISTRATION

“Contract Status [ACTIVE Q

{ Amend Contract

|

Description | NHPP-000S338*SEEINTERNALNOTE |

Add to My Contracts. l

Processing Status  Active
Contract Admin | Q ‘ Amendment Status  Complete
Region Code Business Unit VA Dept of Transportation
Contract Type F Contract Classification Gevernment
Currency Code  USD Last Amended 09/22/2025
Exchange Rate Type CRRNT Start Date  01/30/2017
End Date  08/31/2029

Contract Signed  01/30/2017
Contract Role
Revenue Profile

Use Project ChartFields:

Last Update Date/Time
Last Update User ID

Separate Fixed Billing and Revenue:

09/17/2025 2:48:18PM

Separate As Incurred Billing and Revenue:

> Other Information

> Summary of Amounts &

Billing Plans Revenue Plans Milestones Supplemental Data

GoTo | More v‘

l Return to Search H Notify l Add

General | Lines | Amendments

@

6. Place the Billing Plan on Hold.

@

Update/Display

Verify that any Amendments for the Contract are processed (i.e., Amendment Status is
Complete).

To access the Hold checkbox option, use this path: General Information > Bill Plans > Bill
link (e.g., B101).

*Plan Status | In Progress V| v Actions
Hold
Hold Details
Put On Hold Date 06/24/2026
Hold User
Hold Reason | Stop bils for line Q|

Once the Billing Plan is placed on hold, new billable amount (BIL) Lines will not be created
until the hold has been removed.

For more information on putting a billing or revenue plan on hold, see the Job Aid titled
PA354 Creating and Managing Non-Federal Rate-Based Contracts (VDOT Only), located
on the Cardinal website in Job Aids under Learning.
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Step | Action

7. Click the Lines tab.

General Lines Amendments

The Lines Tab displays.

General Linss Amendmants
B
Goniract Numbar 0005338 20ld To Cuctomar  FEDERAL HIGHWAY ACAMNISTRATION

Amendmant Numbar  ODOCCOCO13 Contraed Hetus ACTVE

Amend Confract
Caontract Lings 51

0w | viewa
Ganeral Datal Billing Amcunt Datails Riwenun Amcunt Dataik )
Hold ENlling on | Hold Amvenus tiandaions

Antiong Line Product Decoription Frios Typa Unpelacost | on Unpaid Cogt o Faa Type Bundla start Dats End Dats ataty

' Actions T | FEDERAL Federal Aid & Stimulus Rate Nane E o1302MT 08312028 & i
' Actions 8 | FEDERAL Federal Aid & Stimulus Rate Mane E oi/snenT 08312029 A
w Actions o | FEDERAL Foderal A & Stimules | |Rate Mano l:l CUBLZIT 083172029 a
w Actions 10 | FEDERAL Foderal Aic & Stimulus | |Rate Mang l:l CUBLZIT 08312029 -
 Actions 11 | FEDERAL Federal Aid & Stimulus Rate Mane l:l o1EemT 08312029 A
 Actinng 12 | FEDERAL Federal A & Stimulus Rate MNang l:l o130emT 08312029 A
 Actinns 13 | FEDERAL Federal A & Stimulus Rate MNang l:l o1302mT 08312029 A
 Actinng 14 | FEDERAL Federal A & Stimulus Rate MNang l:l o130emT 08312029 A
FEDERAL Federal A & Stimulus Rate MNang l:l o1302mT 08312029 A
 Actinns 16 | FEDERAL Fedaral Aid & Stmulus Rate MNang l:l 01302017 083212029 A
' Actions 1T | FEDERAL Federal Aid & Stimulus Rate Mane l:l oi3nRmT 083212029 A
' Actions 18 | FEDERAL Federal Aid & Stimulus Rate Mane l:l oisnemT 08212025 A
' Actions 13 | FEDERAL Federal Aid & Stimulus Rate Mane E oi3nR0T 08212025 A
' Actions 20 | FEDERAL Federal Aid & Stimulus Rate Mane E oisnemT 08212025 A

w Aclions

w

WRNLALAAL

v
¥ Aclians 21| FEDERAL Fadaral Wid & Stimulus | |Rate Fiano o | lazinmnns AR &
Siling Plzns e Misstanes Suppiemental Data - [
8aTa

Update/Disgiay

[ = N

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

Contract Lines ®

Q)

General Billing Amount Details Revenue Amount Details 1>
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Step | Action

The Detail tab displays.

General Detail Billing Amount Details Revenue Amount Details >
Actions Line Product Description Price Type Billing Plan Revenue Plan Contract Terms Accounting Internal Notes
| | —— | | | | |
v Actions ‘ 7 ‘ FEDERAL |Federa| Aid & Stimulus ‘ Rate Ready Ready Contract Terms ‘ Distribution Internal Notes
v Actions ‘ 8 FEDERAL Rate In Progress In Progress Contract Terms Distribution Internal Notes
v Actions ‘ 9 ‘ FEDERAL |Federa| Aid & Stimulus ‘ Rate Ready Ready Contract Terms ‘ Distribution Internal Notes
9. Click the Contract Terms link in the applicable row.
Price Type Billing Plan Revenue Plan Centract Terms Accounting
Rate Ready Ready Contract Terms Distribution
The Contract Terms page displays with the Contract Amounts tab displayed by default.
Contract Amounts Related Projects Contract Amendments
%
Contract Number 0005338 Sold To Customer FEDERAL HIGHWAY ADMINISTRATION
Amendment Number 0000000013 Contract Status ACTIVE
ContractLine 4 7 » Price Type Rate
Product FEDERAL Fee Type None
Description  Federal Aid & Stimulus
Amend Contract
Limit Details
T&M
Awarded 0.00
Funded 0.00
Revenue 0.00 — -
Transaction Limits Review Limits Perform Limit Checking
Period of Performance
StartDate  01/30/2017 End Date  08/21/2029 Control Limits and Billing
Return to General Information
[ Return to Search l I Notify l l Refresh ] Update/Display Include History l [ Correct History
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Step | Action

10. Click the Related Projects tab.

Contract Amounts Related Projects Contract Amgndments
|

The Related Projects tab displays.

Contract Amounts Related Projects Contract Amendments
JES)
Contract Number 0005338 Sold To Customer FEDERAL HIGHWAY ADMINISTRATION
Amendment Number 0000000013 Contract Status  ACTIVE

Contract Line 10 Price Type  Rate

Product FEDERAL Fee Type None

Description  Federal Aid & Stimulus
Amend Contract l
PC Business Unit |50100 Q
Transaction Limits Review Limits

Associated Rates

Rate Selection ‘ Rate Set ‘ ‘

Effective Date Status

1|mmm17 | [ Active v| |[Rate set v| |FED_Y[]01_1EI[] Q|

Associated Projects & Activities

*Project "Activity Description Description
O |[ooootog7e7 Q] |[eo000 Q| |9999-962519, N501 Ordinary Maintenance-Service E
o} ‘0000109757 Q ‘ ‘50101 Q | 9999962 519, N501 Debris Removal - Storm E
o |[ooootog767 Q] | [s0106 Q| |9999-962.519, Ns01 Bulb Replacement E

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

Update/Display | Include History H Correct History ||
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Step | Action
The Contract Terms page redisplays.
Contract Amounts Related Projects Contract Amendments
I-:Elgl
Contract Number 0005338 Sold To Customer FEDERAL HIGHWAY ADMINISTRATION
Amendment Number 0000000013 Contract Status  ACTIVE
Contract Line 1 b Price Type Rate
Product FEDERAL Fee Type None
Description  Federal Aid & Stimulus
Amend Contract
Limit Details
T&M
Awarded 0.00
Funded 0.00
Revenue 0.00
Transaction Limits Review Limits Perform Limit Checking
Period of Performance
Start Date  01/30/2017 End Date 08/31/2029 Control Limits and Billing
Return to General Information
[ Return to Search l [ Natify l [ Refresh l Update/Display ] l Include History Correct History
Caontract Amounts | Related Projects | Contract Amendments
12. Click the Related Projects tab.
Contract Amounts | Related Projects I Contract Amendments
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Step | Action

The Related Projects tab displays.

Contract Amounts Related Projects Caontract Amendments
)
Contract Number 0005338 Sold To Customer FEDERAL HIGHWAY ADMINISTRATION
Amendment Number 0000000013 Contract Status  ACTIVE
Contract Line 10 Price Type  Rate

Product FEDERAL FeeType None

Description  Federal Aid & Stimulus

Amend Contract ]

PC Business Unit 50100 Q

Transaction Limits Review Limits

Associated Rates

Rate Selection ‘ Rate Set ‘

Effective Date Status

1“01/30;2017 | “Acﬁve v “RateSet v “FED)’UOLWO Q|

Associated Projects & Activities
12500198 | >
*Project *Activity Description Description ‘ ‘
o} “0000109757 Q| “50000 Q| ‘9999-952-51& NEO1 Ordinary Maintenance-Service ‘ ‘E
o “0000109767 0.| “smm Q| ‘9999-952-519: N501 Debris Removal - Storm ‘ ‘E
0 |nnun109757 0.| “50105 Q| ‘999979527519: N501 Bulb Replacement ‘ ‘B
13. In the Associated Rates section, update the Status field to “Inactive”.
Associated Rates
]
Effective Date Status Rate Selection Rate Set
1 ‘uusmznw | nactive | {[ Rate Set vl ‘FED_Y[]M_TU[J Q
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Step | Action
14. Click the Rate Selection dropdown button and remove the selection by clicking the blank row

in the dropdown menu.

Rate Selection

v||

The Rate Selection field returns to “Rate Set” and the Rate Set field is now blank.

Associated Rates

(=[] T © \

Effective Date Status Rate Selection Rate Set

1 [o1302017 [H| | macive  v| | RatesSet vl Q|| Rate Set B

15. Scroll to the bottom of the page and click the Save button.

Return to General Information

‘ Return to Search H Motify H Reafresh ‘

16. Click the Return to General Information link.

Return to General Information

‘ Return to Search H M otify H Refresh |
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Step | Action

The General Information page redisplays with the Lines tab displayed.

General Lines Amendments
B
Contract Number 0005338 Sold Te Customer  FEDERAL HIGHWAY ADMINISTRATION
Amendment Number 0000000013 Contract Status ~ ACTIVE
l Amend Contract
Contract Lines @
@ 1-20 0f 20 | ViewAll
General Detail Biling Amount Details Revenue Amount Details [
Actions Line Product Description Price Type ”S::’mﬁiia“ggs"t" o’;"ﬁ‘:\p“;‘:fgg‘;t 5‘“';‘;?;““9 Fee Type Bundle Start Date End Date st
a|
v Actions 1| FEDERAL Federal Aid & Stimulus | | Rate None E 0113012017 08/31/2029
vicins |3 FEDERAL [FedolNe8 Simus ] Fite | | | Nona [ ajlommn  msems |
“Actions ‘ 4‘FEDERAL ‘ Federal Aid & Stimulus ‘Rale ‘ ‘ ‘ None “ﬁ |0113u/2017 ‘us;wzuzsa |
vhcions | 6 FEDRRAL [FedoalAds Simie] Rte | | | Nona [ a)jomaw wems |
v Actions 6| FEDERAL Federal Aid & Stimulus | | Rate None E 0113012017 08/31/2029
1 ~Actions 7} FEDERAL Federal Aid & Stimulus Rate None E 013072017 08/31/2029
| v Actions 8| FEDERAL Federal Aid & Stimulus Rate None I:| 01/30/2017 08/31/2029
General Lines Amendments
General Lines Amendments
Contract Number 000S338 Sold To Customer FEDERAL HIGHWAY ADMINISTRATION
Amendment Number 0000000013 “Contract Status ‘ACTLVE Q |
l Amend Contract l Add te My Contracts l
Description | NHPP-000$336*SEEINTERNALNOTE | Processing Status  Active
Contract Admin | Q ‘ Amendment Status  Complete
Region Code Business Unit A Dept of Transportation
Contract Type F Contract Classification Govemment
Currency Code  USD Last Amended  09/22/2025
Exchange Rate Type CRRNT Start Date  01/3012017
Contract Signed 013012017 End Date  08/31/2029
Contract Role Last Update Date/Time 09/17/2025 2:48:18PM
Revenue Profile Last Update User ID
. . . Separate Fixed Billing and Revenue:
Use Project ChartFields: Separate As Incurred Billing and Revenue:
> Other Information
> Summary of Amounts (&
Billing Plans Revenue Plans Milestones Supplemental Data GoTo | Mere -
m Retumn to Search Update/Display
General | Lines | Amendmenis
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Step | Action

18. Update the Contract Status field to “FIRE — CLOSED” or “WITHDRAWN” as appropriate.

Sold To Customer FEDERAL HIGHWAY ADMINISTRATION

*Contract Status | WITHDRAWN Q

19. Click the Save button.

l Return to Search H M otify l
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Update Contract Status to “FV ACCEPTED”

When processing a modification which indicates the final voucher has been paid, the Contract Status
needs to be changed to “FV ACCEPTED”.

Step | Action

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

Contracts WorkCenter

g[luﬂ

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

2. Use the following navigation path 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.

General Information

[ex

My Work General Information

. Find an Existing Value

Billing Exceptions

Past Due Billing Events 287 ~ Search Criteria
Enter any information you have and click Search. Leave fields blank for a list of all values.
Plans On Hold 890
\ovalid Bill Flans ) Recent Searches | Choose from recent searches v| & T saved Searches | Choose from saved searches vl # ‘

Revenue Exceptions

v Business Unit | = Contract | begins with v
Past Due Revenue Events ‘ ‘ | |

Prane O Hold @ Description | begins with v\ | ‘ Sold To Customer \ begins with v‘ | Q ‘
Links Customer Name | begins with V‘ | ‘ Contract Status ‘ begins with v‘ | Q ‘
Customer Contracts - Processing Status | = v‘ | vl Contract Type ‘ begins with v‘ | Q ‘
DefneConiractiGenexal Iy ID Contract Classification | = v | ~] Region Code | begins wih | | a ‘
Contract Infermafion Inquiry
Contract Administrator | begins with v | q| Master Contract # | begins with | | c,‘
Federal Contracts o~
-~ Show fewer options

Setup PC Source Types .
O Case Sensitive

Setup PC Source Groups

Setup PC Transaction Identifiers

Setup PC Rate Sets

Map Federal Highway Grant

Project Costing

Define Project General Info

Define Project Activities

Nothing yet
o Your search results will appear here

Billing
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Step | Action

Info

Users can also access the General Information page using the following navigation path:

NavBar > Menu > Customer Contracts > Create and Amend > Define Contract General

The General Information Find an Existing Value Search page displays.

General Information

Find an Existing Value

“ Search Criteria

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

v Z

0) Recent Searches | Choose from recent searches

Business Unit |:7v‘ ‘ﬁ‘

Description | begins with v‘ ‘ |

Customer Name | begins with v‘ ‘ |

Processing Status | v‘ ‘ v‘

Contract Classification | = v‘ ‘ v‘

Contract Administrator | begins with v‘ ‘ Q‘

- Show fewer options

[ Case Sensitive

[ saved Searches | Choose from saved searches v 7
Contract | begins with v/ | |
Sold To Customer | begins with v| | Q|
Contract Status | begins with | | Q|
Contract Type | begins with +| | Q|
Region Code | begins with | | a
Master Contract# | begins with v | a

website in Job Aids under Learning.

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

3. Enter “50100” in the Business Unit field.
Business Unit |: v| |5II]1II]EI Q
4. Enter the applicable Contract Number in the Contract field.
Contract ‘ begins with v| 0005345
5. Click the Search button.
-
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Step

Action

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

General Lines Amendments

Contract Number 0005345

Amendment Number 000000005

Sold To Customer  FEDERAL HIGHWAY ADMINISTRATION
“Contract Status |ACTIVE Q

i Amend Contract

Description ‘NHPP-UOUSMS

Add to My Contracts. ]

Processing Status  Active
Contract Admin ‘ Q ‘ Amendment Status  Complete
Region Code Business Unit v Dept of Transportation
Contract Type F Contract Classification ~ Government
Currency Code  USD LastAmended  06/07/2024
Exchange Rate Type CRRNT Start Date  03/28/2017
End Date  06/30/2026

Contract Signed  03/28/2017

Last Update Date/Time  06/07/2024 11:48:10AM
Last Update User ID
Separate Fixed Billing and Revenue:
Separate As Incurred Billing and Revenue:

Contract Role

Revenue Profile
Use Project ChartFields:

> Other Information

> Summary of Amounts &

Billing Plans. Revenue Plans Milestones Supplemental Data

GoTo | More v‘

Return to Search Add

General | Lines | Amendments

6. Click the Billing Plans link.

Update/Display

Verify that any Amendments for the Contract are processed (i.e., Amendment Status is
Complete).

Billing Plans Revenue Plans Milestonas
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The Assign Billing Plan page displays.

Assign Billing Plan

Contract 0005345 NHPP-000S345
Sold To Customer  FEDERAL HIGHWAY ADMINISTRATION

Contract Lines to be Assigned / Unassigned

1-1of i~ | View All
‘ Product ‘ Line Description ‘ Billing Amount | Price Type Fee Type | Plan ‘ Plan Description Billing Method Status
FEDERAL Eoderl A Rate None B101 As Incurred - Rate Based As Incurred In Progress
imulus
W SelectAll [0 ClearAll

Bill Plan to Assign / Unassign

Billing Plan |NEXT Q Billing Plan Template E
Billing Method ‘ V| Bill Plan Detail Template ID E

Description ‘ ‘

m Assign selected Lines/Sequences to Billing Plan Unassign selected Lines/Sequences from Billing

Plan

Return to General Information

Return to Search

7. Click the link for the Bill Plan that needs to be updated within the Plan column.

Price Type Fee Type |Plan Plan Description Billing Method Status

Rate None B101 As Incurred - Rate Based As Incumred In Progress

The Billing Plan General tab displays.

Billing Plan General Events History
Contract 0008345 Bl Unit 50100
Sold To Customer 0000055002 FEDERAL HIGHWAY ADMINISTRATION Bill To gpogoss002 FEDERAL HIGHWAY ADMINISTRATION
Billing Plan B101 ) As Incurred - Rate Based Currency USD
Description |As Incurred - Rate Based *Billing Status ~ Actions
Billing Method | As Incurred - OHold

Customer Information Tolerance Options

BiUni (50100 VA Dept of Tansponaton Minimm Bil Ancuni
Bill To Customer | 0000055002 Q FEDERAL HIGHWAY ADMINISTRATION OFinal Bill

Addr Num

Bill To Contact

D

Billing Options

[JPre Approved

Bill Type |FED Q
Bill Source |FED Q Direct Invoice
Summarization Template ID |VDOT_FHWA Q

Purchase Order

VDOT FHWA

Billing Header Note Internal Notes Preview Summarization Template
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8. Click the Billing Status dropdown button and select the “Completed” list item.
*Billing Status ‘ Completed ™
9. Scroll to the bottom of the page and click the Save button.

Return to Assign Billing Plan

‘ Return to Search H MNotify |

10. Click the Return to Assign Billing Plan link.

Return to Assign Billing Plan

‘ Return to Search || Matify ‘

The Assign Billing Plan page displays.

Assign Billing Plan

Contract 0005345 NHPP-0008345
Sold To Customer  FEDERAL HIGHWAY ADMINISTRATION

Contract Lines to be Assigned / Unassigned

1-10f1 v | ViewAll

‘ Line Product Line Description Billing Amount | Price Type Fee Type | Plan Plan Description Billing Method Status
(m] 1 FEDERAL gzzﬁ;ﬁlsmd & Rate None B101 As Incurred - Rate Based As Incurred Completed
@ SelectAll [ ClearAll
Bill Plan to Assign ! Unassign
Billing Plan |NEXT Q Billing Plan Template E
Billing Method | ~| BillPlan Detail Templared Q]
Description | ‘
m Assign selected Lines/Sequences to Billing Plan Unassign selected Lines/Sequences from Billing
Plan
Return to General Infermation
Return to Search

o If multiple lines are on the Contract, then each line needs to be updated to a “Completed”
status.

11. Click the Return to General Information link.

| Return to General Informatiunl
Return to Search Notify
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The General Information General tab redisplays.

General Lines Amendments
Contract Number 0005345 Sold To Customer FEDERAL HIGHWAY ADMINISTRATION
Amendment Number  ggpo000005 *Contract Status ‘ACTIVE Q
[ Amend Contract ] Add to My Contracts ]

Description |NHPP-[][]I]S345 | Processing Status  Active

Contract Admin | Q | Amendment Status  Complete
Region Code Business Unit A Dept of Transportation
Contract Type F Contract Classification Govemment
Currency Code  USD Last Amended  06/07/2024

CRRNT Start Date  03/26/2017
End Date  06/30/2026
Last Update Date/Time 06/07/2024 11:48:10AM
Last Update User ID

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

Exchange Rate Type
Contract Signed  03/28/2017
Contract Role

Revenue Profile
Use Project ChartFields:

> Other Information

> Summary of Amounts (&

Billing Plans Revenue Plans Milestones Supplemental Data GoTo | More v|
ml Return to Search H Notify ] Add Update/Display
General | Lines Amendments

12. Place the Revenue Plan on Hold.

To access the Hold checkbox option, use this path: General Information > Revenue Plans
o > Plan link (e.g., R101).

*Plan Status | In Progress V| ~ Actions

B Hold
Hold Details

Put On Hold Date 06/24/2026

Hold User
Hold Reason | Stop bills for ine Q|

For more information on putting a billing or revenue plan on hold, see the Job Aid titled
PA354 Creating and Managing Non-Federal Rate-Based Contracts (VDOT Only),
located on the Cardinal website in Job Aids under Learning.

13. Click the Lines tab.

General Lines Amendments

Rev 9/1/2026 Page 25 of 35



/fy Cardinal

Project Accounting Job Aid

PA353 Updating a Federal Contract Status (VDOT Only)

Step | Action

The Lines tab displays.

General Lines Amendments
[}
Contract Number 0005345 Sold To Customer  FEDERAL HIGHWAY ADMINISTRATION
Amendment Number 0000000005 Contract Status ~ ACTIVE
[ Amend Contract
Contract Lines @
@ 1-1oi 1 v | view Al
General Detail Eilling Amount Details Revenue Amount Details '3
, - o o Hold Billing on Hold Revenue Standalone
Actions Line Product Description Price Type Unpaid Cost on Unpaid Cost e Fee Type Bundle Start Date End Date Sta|
vicns | Ve [relngasis] R | | None [ af|oeeon |moews s
[ >
Billing Plans Revenue Plans Milestones Supplemental Data More v
GoTo
m Return to Search Add Update/Display
General | Lines | Amendments

14.

Click the Detail tab within the Contract Lines section.

General

Detail

Billing Amount Details Revenue Amount Details [

The Detail tab displays.

Contract Lines @

(=](a]

General Detail Billing Amount Details Revenue Amount Details >
Actions Line Product Description Price Type Billing Plan Revenue Plan Contract Terms
v Actions ‘ 1| FEDERAL Federal Aid & Stimulus Rate Completed Completed Contract Terms

15.

Confirm that the Billing Plan and Revenue Plan are in “Completed” status.

Billing Plan

Revenue Plan

Completed

Completed

16.

Click the Contract Terms link in the applicable row (Line).

Contract Terms

Contract Terms

Rev 9/1/2026
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Step | Action
The Contract Terms page displays.
Contract Amounts Related Projects Contract Amendments
B
Contract Number 0005345 Sold To Customer FEDERAL HIGHWAY ADMINISTRATION
Amendment Number 0000000005 Contract Status  ACTIVE
Contract Line 10 Price Type Rate
Product FEDERAL Fee Type None
Description  Federal Aid & Stimulus
Amend Contract
Limit Details
T&M
Awarded 0.00
Funded 0.00
Revenue 0.00
Transaction Limits Review Limits Perform Limit Checking
Period of Performance
Start Date  03/28/2017 End Date  06/30/2026 Control Limits and Billing
Return to General Information
m l Return to Search l l Motify l l Refresh l Update/Display Include History l l Caorrect History
Contract Amounts | Related Projects | Contract Amendments
17. Click the Related Projects tab.
Contract Amounts Related Projects Contract Amendments
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The Related Projects tab displays.

Contract Amounts Related Projects Contract Amendments

Contract Number 0005345 Sold To Customer  FEDERAL HIGHWAY ADMIMISTRATION
Amendment Number 0000000005 Contract Status  ACTIVE
Contract Line 1k Price Type  Rale
Product FEDERAL FeeType None
Description  Federal Aid & Stimulus
Amend Contract l
PC Business Unit |50100 Q
Transaction Limits Review Limits

IAssociated Rates

=)

[Effective Date Status Rate Selection Rate Set

|0323f2017 | [amwe  v| |[Raese ~| ‘FED_ZdSD_SU Q| |Rate set E\

IAssociated Projects & Activities

“Project *Activity Description Description
s} |unon110527 Q| ‘502 0,‘ 0095-965-739,P101R201,C501B657 PE/Constr - Constr on PE Job E\
O | [uooot10527 a| |[e0s Q| |0095969-739,P101R201,C5018557 Prel Eng. Environmetal E\
o | [uooot10527 a |[s0s Q| |0095-969-739,P101R201,C5018857 Advanced RIW Prior to Acg E\
O | [oooot10527 a| |[eor Q| 0095960730, P101R201,C501B557 RV Stakeout for Cond_ and App B
O | [uooot10527 a |[es Q| |0095-969-739,P101R201,C5018857 Const. Stakeout Prior to Award E

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

Update/Display Include History || Cormect History I
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Step | Action

The Contract Amounts tab displays.

Contract Amounts Related Projects Contract Amendments

B
Contract Number 0005345 Sold To Customer FEDERAL HIGHWAY ADMIMISTRATION

Amendment Number 0000000005 Contract Status  ACTIVE

Price Type Rate
Fee Type MNone

Contract Line 1k
Product FEDERAL
Description  Federal Aid & Stimulus

Amend Contract

Limit Details
T&M
Awarded 0.00
Funded 0.00
Revenue 0.00 — -
Transaction Limits Review Limits Perform Limit Checking
Period of Performance
Start Date  03/28/2017 End Date 06/30/2026 Control Limits and Billing

Return to General Information

l Return to Search H Motify H Refresh ] Update/Display H Include History Correct History

Coniract Amounts | Related Projects | Contract Amendments

19. Click the Related Projects tab.

Contract Amounts l Related Projects I Contract Amendments
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The Related Projects tab displays.

Contract Amounts Related Projects Contract Amendments
5]
Contract Number 0005245 Sold To Customer  FEDERAL HIGHWAY ADMINISTRATION
Amendment Number 0000000005 Contract Status ~ ACTIVE
Contract Line 1k Price Type  Rate

Product FEDERAL FeeType Nene

Description  Federal Aid & Stimulus

Amend Contract ]

PC Business Unit |50100 Q

Associated Rates

Rate Selection ‘ Rate Set

Transaction Limits Review Limits

Effective Date Status

-
alis)

Rate Set ‘

1“03;2312017 i ‘\Acﬁve ~ “Ratesal ] ‘|FED72430780 a|

Associated Projects & Activities

1-250i31 ~ 2l

*Project *Activity Description ‘ Description ‘ ‘

“"0“0”0527 a| “502 Q] ‘009&969—?39.F101R201.C5018657 ‘PE{CunstrfCunstr on PE Job ‘i‘ﬁ”

“"0"0”0527 Q| “605 Q‘ ‘0095—969-?39,P101R201‘05018657 Prel Eng. Environmetal ‘i‘g”
20. Click the Status dropdown button within the Associated Rates section and select the

“Inactive” list item.

Associated Rates

(5][q]

Effective Date Status Rate Selection Rate Set

21. Click the Rate Selection dropdown button and remove the selection (click the blank row in
the dropdown menu).

Rate Selection
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The Rate Selection field returns to “Rate Set” and the Rate Set field is now blank.

Associated Rates

Effective Date Status Rate Selection Rate Set

1) [ow302017 [2| |[mnacive  v| |[Rateset vl Q| |Rate set E

22. Click the Save button.

Return to General Information

|| Return to Search H Matify || Refresh |

23. Click the Select radio button next to the Project and Activity combination that is associated
with the Contract.

Associated Projects & Activities
*Project “Activity Description Description
I ® IE|0000110527 a E‘snz a EOOQE—QGQ-?SQ,NMRZOLCSMBGE? EPE{Cunslr-Cunslrun PE Job E\
O | [oooot10527 a] |[eos Q| 0095-963.739,P101R201,05018557 Prel Eng. Environmetal E\
o [ooootinszr a] |[s0s Q| 0095-950.739,P101R201,C5018357 Advanced RAW Prior to Acg. E‘
24. Scroll down and click the Delete Activities button.

Delete Activites
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The Delete Summary Activity page displays in a pop-up window.

Delete Summary Activity for 0000110527 b4
Help
Project Activities
E\ > 0| View1oo |
Select  |WBSID Activity Name Activity Activity Type | Erocessing Start Date End Date
[m) 1| ~ Preliminary Engineering Phase -9101 9101 Inactive 0172312017 10/31/2019 ‘:
o 11 ¥ PE Participating ‘ 9161 9101 Inactive 0172312017 | 1013172019 ‘
111 PE/Constr - Constr on PE Job ‘ 602 9101 Inactive 0172312017 ‘ 1013172019 ‘
112 Advanced RAW Prior to Acqg, ‘ 606 9101 Inactive 017232017 | 10/3172019 ‘
113 R/ Stakeout for Cond. and App ‘ 607 9101 Inactive 017232017 ‘ 10/31/2019 ‘
114 Const. Stakeout Prior to Award ‘ 608 9101 Inactive 0172312017 | 10/31/2019 ‘
118 PE. Educational Courses ‘ 609 9101 Inactive 0172312017 | 1013172019 ‘
118 Preliminary Surveys ‘ 611 9101 Inactive 017232017 | 10/31/2019 ‘
117 Preliminary Studies ‘ 612 9101 Inactive 017232017 | 10/3172019 ‘
118 Location Surveys ‘ 613 9101 Inactive 017232017 | 10/31/2019 ‘
119 Soil Surveys ‘ 614 9101 Inactive 017232017 | 10/31/2019 ‘
1.1.10 Foundation Investigations ‘ 615 9101 Inactive 017232017 | 1013172019 ‘
1111 Road Plans 616 8101 Inactive 017232017 10/31/2019 ‘
1112 Structure Plans ‘ 617 9101 Inactive 017232017 | 10/31/2019 ‘
1.1.13 Sign And Signal Plans ‘ 618 9101 Inactive 017232017 ‘ 10/31/2019 ‘ =
C= ]
25. Click the Select checkbox option next to the phase of the participating activities that is to be

deleted.

1| * Preliminary Engineering Phase

26. Click the OK button.

‘l Cancel || FRefresh
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The Related Projects tab redisplays.

Contract Amounts Related Projects Contract Amendments
=)
Contract Number 0005345 Sold To Customer  FEDERAL HIGHWAY ADMIMISTRATION
Amendment Number 0000000005 Contract Status  ACTIVE

Contract Line 1k Price Type Rate

Product  FEDERAL
Description  Federal Aid & Stimulus

Fee Type MNone

Amend Contract l

PC Business Unit |50100 Q

Associated Rates
=[] e

Effective Date Status Rate Selection Rate Set

1) [0arszo7 ] |[macive  v| |[Rate et ¥ ] Q| | Rate set E\

Associated Projects & Activities

Transaction Limits Review Limits

*Project *Activity Descripfion Description
0 |DUDUI10527 Q | |SD5 Q | 0095-969-739,F101R201,C501B657 Frel Eng. Environmetal E
[ Create Project ] l Create Activity I [ All Activities ] l Summary Activities ] [ Delete Activites ]

Return to General Information

ml Return to Search ” Motify H Refresh I l Update/Display ” Include History ] Correct History

Confract Amounts | Related Projects | Contract Amendments

27. If there are activities still associated to the Contract, click the Remove Row (=) icon next to
each of the activities.

Associated Projects & Activities

*Project *Activity Description Description

o] ‘0000110527 Q ‘ ‘505 Q| 0095-969-739,P101R201,C501B557 Prel Eng. Environmetal .

A Delete Confirmation message displays in a pop-up window confirming that the delete will occur
when the transaction is saved.

Delete current/selectad rows from this page? The delete will occur when the transaction is saved.

e
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28. Click the OK button to close the message.

The Associated Projects & Activities section redisplays with the deleted row no longer displayed.

Associated Projects & Activities

| 1-10f1 » ‘

*Project *Activity

o | al | a HIE

29. Click the Save button.

| | Return to Sesarch | | Motify | | Refresh |
30. Click the Return to General Information link.

Return to General Information

| Return to Search || Motify || Refresh |

The General Information page redisplays with the Lines tab displayed.

General Lines Amendments
B
Contract Number 0005345 Sold To Customer  FEDERAL HIGHWAY ADMINISTRATION
Amendment Number 0000000005 Contract Status ~ ACTIVE
l Amend Contract

Contract Lines @

@ 1-Tof 1w | View Al
General Detail Billing Amount Details Revenue Amount Details >
= , = - Hold Billing on Hold Revenue Standalone
Actions Line Product Description Price Type Unpaid Cost on Unpaid Cost Sale Fee Type Bundle Start Date End Date Slﬂ‘
vacons | treoew ([Femgsomie] Rae | | | None [ o] oear e
[ |
Billing Plans Revenue Plans Milestones Supplemental Data More v
GoTo
m Return to Search Add Update/Display

General | Lines | Amendments

31. Click the General tab.

General Lines Amendments
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The General tab displays.

General Lines Amendments

Contract Number 0003345

Amendment Number 0000000005

Sold To Customer

FEDERAL HIGHWAY ADMINISTRATION

*Contract Status |ACTIVE Q

Contract Role

i Amend Contract Add to My Contracts ]
Description [NHPP-000S345 | Processing Status  Active
Contract Admin | Q | Amendment Status Complete

Region Code Business Unit  ya Dept of Transportation

Contract Type F Contract Classification Government

Currency Code USD Last Amended  08/07/2024

Exchange Rate Type CRRNT Start Date  03/28/2017

Contract Signed  03/28/2017 End Date 08/20/2026

Last Update Date/Time  06/07/2024 11:42:10AM

Last Update User ID

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

Revenue Profile
Use Project ChartFields:

> Other Information

> Summary of Amounts (&

Billing Plans Revenue Plans Milestones Supplemental Dala

GoTo | More V|

l Return to Search ” Notify ] Add

General | Lines | Amendments

Update/Display

32. Update the Contract Status field to “FV ACCEPTED”".

Sold To Customer FEDERAL HIGHWAY ADMINISTRATION

FV ACCEPTED Q

*Contract Status

33. Click the Save button.

| Return to Search || Motify |
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