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Amending Non-Federal Customer Contracts Overview

Once a Contract is set to Active, most changes have to be made using amendments. The
amendment process is required to update fields on the contract header, add additional contract
lines, adjust contract amounts, update prepaid balance, etc.

This job aid provides basic steps for processing the following amendments:

Contract Header

Contract Terms

Increase/Decrease Prepaid Amount
Increase/Decrease Amount Based Contract

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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Amending the Contract Header

Step | Action

1. Navigate to the Customer Contracts Define Contract General Info page by clicking the
Contracts WorkCenter tile.

Contracts WorkCenter

(:BEIDH

For information about WorkCenters, see the Job Aid titled Overview of the Cardinal Financials
0 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.

General Information

o &
My Work General Information
Billing Exceptions " Find an Existing Value @Add a New Value
Past Due Billing Evenis (S. ~ Search Criteria
— Enter any infoermation you have and click Search. Leave fields blank for a list of all values.
Plans On Hold ( EE 1 )
Invalid Bill Plans 'Z) Recent Searches | Choose from recent searches vl / [ Saved Searches ‘ Choose from saved searches vl /
Revenue Exceptions.
v Business Unit 50100 Q Contract | begins with | | |
Past Due Revenue Events (5)
— Description | begins with v Sold To Customer | begins with w
Plans On Hold (2) | E | | | ‘ E | | 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 ‘
Lo et ET i Contract Classification | - v| | V| Region Code ‘ begins with "| | Qa ‘
Contract Information Inguiry
Contract Administrator | begins with v| | Q‘ Master Contract # ‘ begins with v| | Q‘
Federal Contracts o
#« Show fewer options
Project Costing .
[ Case Sensitive
Billing -
Other Links -
Queries
Contract Queries -
ReportsiProcesses
Contract Reports and Processes
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Step

Action

@

Users can also access the Define Contract General Info page by 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.

'T) Recent Searches | Choose from recent searches V| Vi

Business Unit [ = v| [50100 Q|

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

(@ Add a New Value

[l saved Searches | Choose from saved searches

v| 7

Confract | begins with v| |

Sold To Customer | begins with v| |

Contract Status | begins with v| |

Contract Type | begins with v| |

Region Code | begins with v| |

Master Contract # | begins with V| |

The Business Unit defaults for the user’s agency. Do not change it.

Business Unit | = w

| 50100

al
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Step | Action

3. Enter the Contract number that needs to be amended in the Contract field.

General Information

Find an Existing Value

~ Search Criteria

() Add a New Value

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

D) Recent Searches Choose from recent searches

~ ‘ f [ saved Searches | Choose from saved searches

v| &

Business Unit

50100 Q Contract | begins vith w | | sooooo1es2

Description | begins with V| | Sold To Customer | begins with v| ‘ Q ‘
Customer Name | begins with v| | Contract Status | beging with v| ‘ Q ‘
Processing Status | = v| | v| Contract Type | begins with v| ‘ Qa ‘
Contract Classification | = v| | v| Region Code | begins with v| ‘ Q ‘
Contract Administrator | begins with V| | Q | Master Contract # | begins with V| ‘ Q ‘
- Show fewer options
[ Case Sensitive
Search Clear
General Lines Amendments
Contract Number 0000001992 Sold To Customer  TOWN OF ALTAVISTA
Pending Amendment 0000000001 “Contract Status |ACTWE Q
I View Current I Add to My Contracts I
Description ‘thg Lighting Bridge Replmnt Processing Status  Active
Contract Admin ‘ Q| Amendment Status  Pending
Region Code Q . .
B ‘ | Business Unit  y Dapt of Transportation
Contract Type ‘A Q| Contract Classification  Standard
Currency Code  USD Start Date  05/29/2019
Rate Type CRRNT End Date
Contract Signed \05f29f2019 | Last Update Date/Time  07/07/2026 1:46:42PM
Contract Role | a Last Update User ID 00862331700
Separate Fixed Billing and Revenue:
Revenue Profile ‘ Q | Separate As Incurred Billing and Revenue:
Use Project ChartFields:
> Other Information
> Summary of Amounts (@
Billing Plans Revenue Plans Milestones Renewals Amount Allocation Supplemental Data vl

General Lines | Amendments

GoTo | More

Update/Display
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Step | Action

5. Click the Amend Contract button.

General Lines Amend

ments

Amendment Numbe

Contract Number

0000001982

T 0000000000

Amend Confract

The Amendments tab displays.

Geperal Llnesl Amendments I

e——
Contract Number 0000001992
Pending Amendment 0000000001

[ View Current

2
Sold To Customer  TOWN OF ALTAVISTA
Contract Status  ACTIVE

Amendments
|l==. || Q | | View Al
General Statistics Billing Amended Amounts Revenue Amended Amounts Misc. (-3
Amendment Amendment Type Reason Process Date ’;J.‘t'f‘.ﬁ:';'“e“" Detail Notes
0000000000 06/1972019 Complete Detail Notes
0000000001 M v \ 07/072026 & \ Pending Detail Notes
Billing Plans Revenue Plans Milestones Renewals Amount Allocation Supplemental Data More vl
Go To
Retum to Search Update/Display
General | Lines | Amendments

Use this page to enter initial details to begin an amendment. Users can also view a list of all
amendments made to a contract and navigate to the details of those amendments.

6. Click the Amendment Type dropdown.

Amendments

Contract Header
Retum t Contract Line

Contract Terms
General | Lines | An Prepaid

Transaction Limit

=][e]

General Stalistics Biling Amended Amounts Revenue Amended Amounts
Amendment Amendment Type Reason
0000000000

ge—

f T i
| 0000000001 i | 2l ~
Billing Plans Hilestones Renewals
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Step

Action

Select Contract Header.

Amendments

EIEY

General Statistics EBilling Amended Amounts Revenue Amended Amounts
d t A d t Type Reason

0000000000

50000000001 Contract Header vl

Billing Plans Revenue Plans Milestones Renewals

I Retumn to Search ] I Motify ]

General | Lines | Amendments

Click the Reason dropdown menu.

Amendments

Add Trans. Limit

’ Retum to Search ] ’ Notify ] Amend Contract Dates

Amendments

Amend Header Info
General | Lines Amend Prepaid
Amend Trans ID
Decrease Trans Limit
Increase Trans Limit
Modify Contract Amt
Madify Confract Line
Hew Contract Line
Remove Contract Line

Remove Trans. Limit

EEY
General Statistics Eilling Amended Amounts Revenue Amended Amounts
di t A di t Type Reason
0000000000
%0000000001 § Coniract Header v| §|
Billing Plans Revenue Plans Milesi-_“
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Step | Action
9. Select the Amend Header Info option.
Amendments
EIE
General Statistics EBillimg Amended Amounis Revenue Amended Amounts
t Type Reason
0000000000
Euuuuoooom E Contract Header v | || Amend Header Info v
Billing Plans Revenue Plans Milestones
I Retum to Search ” Motify ]
General Lines Amendments
10. | Click the Save button.
[ Retum to Search ” Motify ]
General Lines Amendments
11. | Click the General tab.
General Lines Amendments
Contract Number 0000001992
Pending Amendment 0000000001
Rev 9/1/2026 Page 8 of 69
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Step | Action

The General tab displays.

General Lines Amendments
Contract Number 0000001992 Sold To Customer  TOWN OF ALTAVISTA
Pending Amendment 0900000001 “Contract Status | ACTIVE Q
I View Current ] Add to My Contracts ]

Description ‘RIZB Lighting Bridge Replmnt ‘ Processing Status  Active

Contract Admin ‘ Q ‘ Amendment Status  Pending
Region Code Q . .
9 ‘ ‘ Business Unit  ya pept of Transportation
Contract Type ‘A Q ‘ Contract Classification  Standard
Currency Code USD Start Date  05/29/2019
Exchange Rate Type CRRNT End Date
Contract Signed 05/29/2019 \ Last Update Date/Time  07/07/2026 1:46:42PM
Contract Role ‘ Q ‘ Last Update User ID 00862331700
Separate Fixed Billing and Revenue:
Revenue Profile ‘ Q ‘ Separate As Incurred Billing and Revenue:
Use Project ChartFields:
> Other Information
> Summary of Amounts (@
Billing Plans Revenue Plans Milestones Renewals Amount Allocation Supplemental Data GoTo ﬁ‘

General Lines | Amendments

12. | For this scenario, the Contract Type will be changed. Click the Contract Type lookup button.

Description ‘ Rt 29 Lighting Bridge Replmnt |

Contract Admin ‘ Q‘
Region Code ‘ Q ‘
Contract Type ‘A Q

Currency Code USD

Exchange Rate Type CRRNT
Contract Signed ‘ 05/29/2019 ‘

Contract Role

o

Revenue Profile ‘ Q ‘

Use Project ChartFields:

Rev 9/1/2026 Page 9 of 69
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Step | Action

The Look Up Contract Type popup window displays.

Look Up Contract Type b8

Help
*SetlD 50100
Contract Type | begins with V| ‘

Search Results

View 100

Contract Type

el o | = “ | ® m |

13. | Select a Contract Type. In this scenario, select “O”.

Look Up Contract Type x

Help
*SetlD 50100

Contract Type | begins with V‘ |

Search Results

View 100

Contract Type

A
F
G
J
L
0]
R

Rev 9/1/2026 Page 10 of 69



’)Cardinal Project Accounting Job Aid
e

PA354 Amending Non-Federal Customer Contracts
(VDOT Only)

Step | Action

The General tab redisplays.

General Lines Amendments
Contract Number 0000001992 Sold To Customer  TOWN OF ALTAVISTA
Pending Amendment 000000001 “Contract Status [ACTIVE Q
[ View Current l Add to My Contracts l

Description |RI29 Lighting Bridge Replmnt ‘ Processing Status  Active

Contract Admin | Q ‘ Amendment Status  Pending
Region Code Q N -
! | ‘ Business Uit ya pept of Transportation
Contract Type |O Q ‘ Contract Classification  Standard
Currency Code USD Start Date  05/29/2019
Exchange Rate Type CRRNT End Date
Contract Signed | 05/29/2019 \ Last Update Date/Time ~ 07/07/2026 1:46:42PM
Contract Role | Q ‘ Last Update User ID 00862331700
Separate Fixed Billing and Revenue:
Revenue Profile | Q ‘ Separate As Incurred Billing and Revenue:
Use Project ChartFields:
> Other Information
> Summary of Amounts &
Billing Plans Revenue Plans Milestones Renewals Amount Allocation Supplemental Data GoTo | More .,|

General | Lines | Amendments

14. Click the Save button.

[ Retum to Search I [ Motify ]

General Lines Amendments

15. Click the Amendments tab.

General Lines Amendments

Contract Number 0000001992
Pending Amendment (0000000001
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Step | Action

The Amendments tab displays.

General Lines Amendments
Y
Contract Number 0000001992 Sold To Customer  TOWN OF ALTAVISTA
Pending Amendment 0000000001 Contract Status  ACTIVE
l View Current
Amendments
‘ i ‘ ‘ Q ‘ | View Al
General Statistics Billing Amended Amounts Revenue Amended Amounts Misc. [[:3
Amendment Amendment Type Reason Process Date g&‘m’“‘e"t Detail Notes
0000000000 06/19/2019 Complete Detail Notes
0000000001 Contract Header ~| | Amend Header Info v| ||o7n7r2026 [#]|  Pending Detail Notes
Billing Plans Revenue Plans Milestones. Renewals Amount Allocation Supplemental Data More v‘
Go To
General | Lines | Amendments

16. | Click the Detail link next to the Pending amendment.

Amendments

| = ‘ | Q | I View Al

General Statistics Billing Amended Amounts Revenue Amended Amounts Misc. [’

Amendment Amendment Type Reason Process Date .gtr:‘elzlsdment Detail Notes

0000000000 06/18/2019 Complete Detail Notes

0000000001 Contract Header V| | Amend Header Info v‘ ‘07/07!2026 [j | Pending Detail Notes

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

Go To
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Step | Action

The Amendments Details page displays. Confirm the Amendment Components.

Amendment Details

Contract

0000001992

Sold To Customer 0000003107

Amendment Number

0000000001

Amendment Type | Contract Header V| *Process Date ‘07/071'2026 |
Amendment Reason | Amend Header Info v| *Amendment Status ‘ Pending
Total Billing Adjustment |U 0o ‘ Total Revenue Adjustment g gg
Fixed Billing Adjustment |U 00 ‘ Fixed Revenue Adjustment g gg
Fixed Billing Allocation Incomplete Fixed Revenue Allocation  Incomplete
> Additional Amendment Details
Reference ID User Ref #1 |
User Ref #2 |
Amendment Components
| ViewAll
General Statistics >3
Component Amend Ref #1 Label Fieldname Edit Type 0Old Value New Value
1 Contract Header Type Update A o}

Amendment Amount Allocation
Return to General Information

Internal Notes

Return to Search Notify

17. | Click the Amendment Status dropdown menu and select the Ready option.

Amendment Details

Total Billing Adjustment [0.00

Fixed Billing Adjustment [0.00

Contract 0000001992
Sold To Customer 0000003107

Amendment Type | Contract Header vl

Amendment Reason | Amend Header Info |

Fixed Billing Allocation  Incomplete

Amendment Number 0000000001

*Process Date |07/0712026

*Amendment Status | Pending

Cancelled

Total Revenue Adjustment JRgRl]

Fixed Revenue Adjustment

Fixed Revenue Allocation  Incomplete

The Amendment Details page redisplays, and the Process Amendment button is now active.

Amendment Details
Contract
Sold To Customer
Amendment Type
Amendment Reason
Total Billing Adjustment

Fixed Billing Adjustment
Fixed Billing Allocation

0000001992
0000003107
Contract Header

Amend Header Info

0.00
0.00

Incomplete

Amendment Number

Process Date

“Amendment Status

Total Revenue Adjustment
Fixed Revenue Adjustment

Fized Revenue Allocation

0000000001

07/07/2026

Ready

0.00
0.00

Incomplete

| Process Amendment |

Rev 9/1/2026
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Step | Action

18.

Click the Process Amendment button.

Amendment Details

Contract 0000001992

Sold To Customer 0000003107

Amendment Type

Amendment Reason

Total Billing Adjustment  0.00
Fixed Billing Adjustment  0.00

Fixed Billing Allocation  Incomplete

Contract Header

Amend Header Info

Amendment Number 0000000001

Process Date  07/07/2026

*Amendment Status

Total Revenue Adjustment  0.00

Fixed Revenue Adjustment (.00

Fixed Revenue Allocation Incomplete

Ready

Process Amendment I

The Amendment Details page displays and the Amendment Status updates to “Complete”. The
contract header has been successfully updated.

Amendment Details

Contract

Sold To Customer

Amendment Type

Amendment Reason

Total Billing Adjustment
Fixed Billing Adjustment
Fixed Billing Allocation

0000001992
oooooo3107

Contract Header
Amend Header Info

0.00
0.00

Incomplete

Amendment Number

Amendment Completed On

Process Date

0000000001
07/07/2026 2:33PM

07/07/2026

I Amendment Status

Complete I

Total Revenue Adjustment
Fixed Revenue Adjustment

Fixed Revenue Allocation

0.00
0.00

Incomplete

Rev 9/1/2026
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Amending the Contract Terms

Step | Action

1. Navigate to the Customer Contracts Define Contract General Info page by clicking the
Contracts WorkCenter tile.

Contracts WorkCenter

(:BEIDH

For information about WorkCenters, see the Job Aid titled Overview of the Cardinal Financials
0 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.

General Information

o &
My Work General Information
Billing Exceptions " Find an Existing Value @Add a New Value
Past Due Billing Evenis (S. ~ Search Criteria
— Enter any infoermation you have and click Search. Leave fields blank for a list of all values.
Plans On Hold ( EE 1 )
Invalid Bill Plans 'Z) Recent Searches | Choose from recent searches vl / [ Saved Searches ‘ Choose from saved searches vl /
Revenue Exceptions.
v Business Unit 50100 Q Contract | begins with | | |
Past Due Revenue Events (5)
— Description | begins with v Sold To Customer | begins with w
Plans On Hold (2) | E | | | ‘ E | | 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 ‘
Lo et ET i Contract Classification | - v| | V| Region Code ‘ begins with "| | Qa ‘
Contract Information Inguiry
Contract Administrator | begins with v| | Q‘ Master Contract # ‘ begins with v| | Q‘
Federal Contracts o
#« Show fewer options
Project Costing .
[ Case Sensitive
Billing -
Other Links -
Queries
Contract Queries -
ReportsiProcesses
Contract Reports and Processes
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Step | Action

0 Users can also access the Define Contract General Info page by 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| f [ saved Searches | Choose from saved searches V| f
Business Unit E\ |501oo Q | Confract | begins with v| | |
Description | begins with V| | | 5old To Customer | begins with V| | Q |
Customer Name | begins with V| | | Contract Status | begins with V| | Q |
Processing Status | = v| | v| Confract Type | begins with v| | Q |
Contract Classification | = v| | v| Region Code | begins with v| | Q |
Contract Administrator | begins with V| | Q | Master Contract # | begins with V| | Q |

# Show fewer options

[ Case Sensitive

0 The Business Unit defaults for the user’s agency. Do not change it.

Business Unit | = w ISCI'IOO QI

Rev 9/1/2026 Page 16 of 69
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Step | Action
3. Enter the Contract number that needs to be amended in the Contract field.
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.
) Recent Searches | Choose from recent searches v & I Saved Searches | Choose from saved searches v| &
Business Unit ‘ = v‘ |50100 Q| Contract ‘ begins with v||0000002251 I
Description ‘ begins with v‘ | ‘ Sold To Customer ‘ begins with v| | Q |
Customer Name ‘ begins with V‘ | ‘ Contract Status ‘ begins with V| | Q |
Processing Status ‘ = v| | v| Contract Type ‘ begins with v| | Q |
Contract Classification | = vl v| Region Code | begins with | | Q |
Contract Administrator ‘ begins with v‘ | C\| Master Contract # ‘ begins with v| | Q |
~ Show fewer options
[J Case Sensitive
o ey
4. Click the Search button.
The General tab displays.
|] General I Lines Amendments
Contract Number 0000002261 Sold To Customer HRTAC
Amendment Number 0000000000 *Contract Status \u
[ Amend Contract ] Add to My Contracts l
Description |HRTACP—122714 | Processing Status  Active
Contract Admin | a Amendment Status  Complets
Region Code Business Unit VA Dept of Transportation
Contract Type A Contract Classification  Standard
Currency Code  USD Start Date  02/13/2023
Exchange Rate Type CRRNT End Date
Contract Signed  02/13/2023 Last Update DatefTime ~02/26/2024 12:16:18PM
Contract Role Last Update User D DENETTA.COLES
Revenue Profile Separate Fixed Billing and Revenue:
) ) Separate As Incurred Billing and Revenue:
Use Project ChartFields:
> Other Information
> Summary of Amounts @
Billing Plans Revenue Plans Milestones Renewals Supplemental Data GoTo | More “|
General | Lines | Amendments
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Step | Action
General Lines Amendments
Contract Number 0000002261
Amendment Number 900000000
General I Lines I Amendments
Contract Number 0000002261 Sold To Customer  HRTAC
Amendment Number 0000000000 Contract Status  ACTIVE
l Amend Contract
Contract Lines &
®a Vil
General Detail Billing Amount Details Revenue Amount Detalls [
. . - . Hold Billing on Hold Revenue Standalone
Actions Line Product Description Price Type "0 C0at | an Unpaid Coat Bundle Start Date End Date
“Actions 1 PROJE_PRO23_100 Proje - CON-OTH- 81|  Rate Q| |z [F| |
« 5
Billing Plans Revenue Plans Milestones Renewals Supplemental Data More
GoTo
General Lines Amendments
General Lines Amendments
Contract Number 0000002261 Sold To Customer HRTAC
Amendment Number 0000000000 Contract Status  ACTIVE
l Amend Contract
Contract Lines &
‘ [ ‘ ‘ Q ‘ View All
General Billing Ameunt Details Revenue Amount Details 13
- . P . Hold Billing on Hold Revenue Standalone
Actions Line Product Description PriceType | M RO S | e lnpeid Coot A Bundle Start Date End Date
“Actions 1| PROJE_PRO23_100 Proje- CON-OTH-St| | Rate a| (om0 [ |
g 5
Billing Plans Revenue Plans Milestones Renewals Supplemental Data More
GoTo
General Lines Amendments

Rev 9/1/2026
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Step | Action

The Detail tab displays.

General Lines Amendments

Contract Number 0000002261 Sold To Customer  HRTAC
Amendment Number 0000000000 Contract Status ~ ACTIVE

l Amend Contract l

Contract Lines @
=][a] I Vew s

General Det:

Billing Amount Details Revenue Amount Details 3

Actions Line Product Description Price Type

g Plan Revenue Plan | Contract Terms Accounting Internal Notes | Ship to Custor

“vActions 1/ PROJE_PR0O23_100 roje - CON - OTH - St Rate In Progress In Progress Contract Terms Distribution Internal Notes HRTAC

4

Billing Plans Revenue Plans Milestones Renewals Supplemental Data

Return to Search

General | Lines | Amendments

GoTo LMo

Update/Display

7. Click the Contract Terms link.

General Lines Amendments.

Contract Number 0000002261 Sold To Customer HRTAC
Amendment Number 0000000000 Contract Status ~ ACTIVE

l Amend Contract

Contract Lines @
LIEY

View All

General Detail Biling Amount Details  Revenue Amount Details >

Actions Line Product Description Price Type  Billing Plan Revenue Plan  Contract Terms Accounting Internal Notes | Ship to Custor

~Actions 1| PROJE_PRO23_100 Proje - CON - OTH - St Rate In Progress In Progress Distribution Internal Notes HRTAC

Billing Plans Revenue Plans Milestones Renewals Supplemental Data

Return to Search

General | Lines | Amendments

GoTo Momi

UpdatelDisplay
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Step | Action

The Related Projects tab displays.

I Related Projects I Contract Amendmenis
B
Contract Number 0000002261 Sold To Customer HRTAC
Amendment Number 0000000000 Contract Status ~ ACTIVE
Contract Line 1 Price Type  Rate
Product PROJE_PRO23_100
Description  Proje - CON - OTH - Suffolk
Amend Contract ]
PC Business Unit {50100 Q
Billing Limit 2,500,000.00 Transaction Limits Review Limits
Revenue Limit 2500,000.00 Perform Limit Checking
Discount ID Retainage ID
[ Tiered Pricing Tiered Pricing

Associated Rates
B

Effective Date Status Rate Selection Rate Set

1 [o2r13r2023 | [Adve  v| [ Rateset v ||PrOJE_PRO23_100 Q| | Rate Set L+ | =]

Associated Projects & Activities
|®| 1250160 v| >

*Project *Activity Description Description

‘0000122714 Q | |502 Q ‘ HRELI464164 FullIAR)UPC122714 FE/Consir - Constr on PE Job | -+ ‘ | _— |

| 0000122714 a | |e0s Q | | HRELI454I64 FullIAR)UPC122714 Advanced RW Prior 1o Acg [+ [=]

Click the Amend Contract button.

Related Projects

Contract Amendments

B

Contract Number

Amendment Number

Contract Line

0000002261 Sold To Customer  HRTAC
0000000000 Contract Status ~ ACTIVE
Price Type Rate

1

Product  PRQJE_PROZ23_100
Description  Proje - CON - OTH - Suffolk
I Amend Contract I
PC Business Unit |50100 Q
Billing Limit 2.500,00000 Transaction Limits Review Limts
Revenue Limit 2.500,000.00 Perform Limit Checking
Discount ID Retainage ID

[ Tiered Pricing Tiered Pricing

Rev 9/1/2026

Page 20 of 69




Project Accounting Job Aid

/,ﬂ) Cardinal

PA354 Amending Non-Federal Customer Contracts

(VDOT Only)

Step | Action

The Contract Amendments page displays. For this scenario, the contract amount is being modified.

Related Projects I Contract Amendments I
R
Contract Number 0000002261 Sold To Customer HRTAC
Pending Amendment 0000000001 Contract Status  ACTIVE
[ View Current
Amendments
| i | Q | | View Al
General Statistics Billing Amended Amounts Revenue Amended Amounts Misc. 1
A Type Reason Process Date .gtr::r:ment Detail Notes
0000000000 02126/2024 Complete Detail Motes
0000000001 | v | ~ | | 07/07/2026 ‘ Pending Detail Notes
Retumn to General Information
[ Return to Search ] I Motify l [ Refresh ] Update/Display Include History l [ Correct History
Related Projects | Contract Amendments
9. Click the Amendment Type dropdown menu.
Related Projects Contract Amendments
&
Contract Number 0000002261 Sold To Customer HRTAC
Pending Amendment 0000000001 Contract Status  ACTIVE
[ View Current
Amendments
EIES | View Al
General Statistics Billing Amended Amounts Revenue Amended Amounts Misc. -3
Amendment .
Amendment Amendment Type Reason Process Date Status Detail Notes
0000000000 02/26/2024 Complete Detail Notes
0000000001 \ ! vll [ v|  [o7w7i2026 [5]] | Pending Detail Notes
Return to General Information
l Return to Search ] l Notify I [ Refresh ] Update/Display Include History ] [ Correct History
Related Projects | Contract Amendments
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Step | Action

10. Select “Contract Terms”.

Related Projects Contract Amendments

0000002261
0000000001

Contract Number
Pending Amendment

l View Current

Amendments
[=][a]
Billing Amended Amounis

General Statistics

Amendment Amendment Type

0000000000

HRTAC
ACTIVE

Sold To Customer

Contract Status

| View Al

Revenue Amended Amounts Misc. [ 3

Reason Process Date grg:.:lsdmem Detail Notes

02/26/2024 Complete Detail MNotes

E Detail § Notes

0000000001

’ Coniract Terms I

E Pending

70712026

Return to General Information

Update/Display Include History l l Correct History

l Return to Search H Notify H Refresh

Related Projects | Contract Amendments

11.

Click the Reason dropdown menu.

Related Projecis Contract Amendments

0000002261
0000000001

Contract Number
Pending Amendment

l View Cument

Amendments
=]

General Statistics

Amendment Amendment Type

0000000000

Billing Amended Amounts

HRTAC
ACTIVE

Sold To Customer
Contract Status

View All

Revenue Amended Amounts Misc. >

Amendment =
Process Date Status Detail Notes

Reason

02/26/2024 Complete Detail MNotes

Notes

Contract Terms

10000000001

71072026 i Detail

| i Pending

Return to General Information

Update/Display Include History I I Correct History

I Return to Search H Notify ” Refresh I

Related Projects | Contract Amendments

12.

For this scenario, select “Modify Contract Amt”.

Amendments

(=[]

General Statistics

Amendment Amendment Type
0000000002 Contract Header
0000000001 Contract Header

0000000000

Billing Amended Amounts

View All

Revenue Amended Amounts Misc. >
Amendment

Status

Reason Process Date Detail Notes

Modify Contract Amt 08/03/2022 Complete Detail Notes

Modify Contract Amt 08/11/2020 Complete Detail Notes

08/22/2019 Complete Detail Notes

Notes

Contract Terms

10000000003

éDeIaM

EFending

070712026

Return to General Information

Update/Display Include History H Correct History

Return to Search H Notify H

ave

Refresh ]

Related Projects | Coniract Amendments
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(VDOT Only)

Step | Action

13. Click the Save button.

[ Return to Search H Motify H Refresh l

14. | Click the Related Projects page.

Related Projects Contract Amendments

View Current

Contract Number 0000002261
Pending Amendment 0000000001

The Related Projects tab redisplays.

] l Delete Activites I

Return to General Information

Amount Allocation

[ Return to Search H Motify H Refresh ]

Related Projects | Contract Amendments

Update/Display

Include History I l Correct History

I Related Projects I Contract Amendments
=]
Contract Number 0000002261 Sold To Customer HRTAC
Pending Amendment 0000000001 Contract Status ACTIVE
Contract Line 1 Price Type  Rate
Product PROJE_PRO23_100
Description  Proje - CON - OTH - Suffolk
PC Business Unit [50100 Q|
Billing Limit 2,500,000.00 Transaction Limits Review Limits
_ Perform Limit Checking I
Revenue Limit 2500,000.00
Discount ID Q ‘ Q ‘
Retainage ID
O Tiered Pricing Tiered Pricing
Associated Rates
EHIE
Effective Date Status Rate Selection Rate Set
1/ ozr13r2023 B [Amwe v | Raesa v| |[PrROJE_PROZ3_100 Q| | Rate set L+ -]
Associated Projects & Activities
F:—':| [1250160 ~| > 3l
*Project *Activity Description Description
0000122714 Q | ‘602 Q | HRELI464164 FulllAR)UPC122714 PE/Constr - Constr on PE Job | + | ‘ _— ‘
[ 1 [ 1 Lo 1] ]
T T T B |
0000122714 Q| [ess Q| |HRELI464154 FUIAR)UPC122714 Env Doc Mgmt and Preparation [+] -]
l Create Project I l Create Activity ] l All Activities I l Summary Activities

Rev 9/1/2026
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(VDOT Only)

Step | Action

15.

Click the Amount Allocation link at the bottom of the page.

O |oooo122714 al [sss

Q ‘ HRELI464164 Full(lAR)UPC122714

i L |

[+]1[=]

Env Doc Mgmt and Preparation

Create Activity

/1 I

[ Create Project

All Activities

Summary Activities

/|

Delete Activites l

Return to General Information

[ Return to Search H Notify H Refresh ]

Related Projects | Contract Amendments

Amount Allocation

Update/Display Include History I [ Correct History

The Amendment Billing Allocation page displays.

Amendment Billing Allocation

Confract 0000002261

Business Unit 50100

Sold To 0000144496 HRTAC

Currency  USD

Contract Billing (&

Total Billing Adjustment

Total Billing After Adjustment

Fixed Billing (&)

Fixed Billing Adjustment

Discount Surcharge

Net Adjustment

Contract Line Pricing (2

Amounts

Detai

RetrieveBilling | .\ b oduct
rice
1 FROJE_PROZ3_100

¥ Select Al Clesr All

Adjustment Line Totals (3

Billing Amount

Discountsi Surcharges

Frepaids
Return to Contract Terms

0.00

2,500,000.00

0.00
Q.00

Amendment 0000000001

Amendment Type  Contract Terms

Amendment Reason  Medify Contract Amt

Unallocated Billing

Unallocated Fixed Billing 0.00

Inclusive Prepaids Adjustment .00

Allocation | Incomplete -

Current Billing Adjustment Billing
Limit Limmit

New Billing Limit imit

2,500,000.00 2.500.000.00

0.00
0.00

Recurring Billing

Billing Limit Total Billing

Limit Check

Recalculate
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Step

Action

16.

Click on the Total Billing Adjustment field. For this scenario, the billing limit is being changed.

Amendment Billing Allocation

Contract
Business Unit
Sold To

Currency

0000002261
50100
0000144496
usD

Contract Biling @

HRTAC

Amendment 0000000001

Amendment Type  Contract Terms

Amendment Reason

Modify Contract Amt

Total Billing Adjustment Unallocated Billing 0.00
Total Billing After Adjustment 2,500.000.00
Fixed Billing (3
Fixed Billing Adjustment 0.00 ixed Biling 000
Discount / Surcharge 0.00 Inclusive Prepaids Adjustment 0.00 w
Net Adjustment 0.00 Allocation | Incomplete hd

17.

Enter the adjustment amount. For this scenario, $125,000.00.

Amendment Billing Allocation

Contract 0000002261
Business Unit 50100 Amendment 0000000001
Sold To 0000144496 HRTAC Amendment Type  Confract Terms
Currency  USD Amendment Reason  Modify Contract Amt

Contract Biling &

Total Billing Adjustment 125000.00)

Unallocated Billing

Total Billing After Adjustment 2,500.000.00
Fixed Billing &
Fixed Billing Adjustment 0.00 Unallocated Fixed Billing 0.00
Discount / Surcharge 0.00 Inclusive Prepaids Adjustment 0.00 w
Net Adjustment 0.00 Allocation | Incomplete v

18.

In the New Billing Limit field enter the total amount which is the Current Billing Limit +
Total Billing Adjustment Amount. For this scenario, $2,625,000.00 ($2,500,000.00

+ $125,000.000 = $2,625,000.00).

Citracl Line Pricing &
EIEY

Amounts Detail

Retrieve Billing
ice

Line Number

1

¥ Select All

Product

PROJE_PRO23_100

Clear All

Current Billing
Limit

2,500,000.00 2,625,000.00

New Billing Limit

Adjustment Billing

Limit Check

Limit Check
Recalculate

Limit
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(VDOT Only)

Step

Action

19.

Click either Recalculate button.

Amendment Billing Allocation
Contract 0000002261
Business Unit 50100
Sold To 0000144496 HRTAC
Cumency USD
Contract Billing &
Total Billing Adjustment 125,000.00
Total Billing After Adjustment 2,500.000.00
Fixed Billing &
Fixed Billing Adjustment 0.00
Discount / Surcharge 0.00
Net Adjustment 0.00
Contract Line Pricing @
=]
Amounts Detail
Retrieve Billing
rice Line Number Product
1 PROJE_PRO23_100
¥ Select Al Clear Al

Amendment
Amendment Type

Amendment Reason

Unallecated Billing

Unallocated Fixed Billing

Inclusive Prepaids Adjustment

0000000001
Contract Terms
Modify Contract Amt

0.00

0.00
0.00

Allocation | Incomplete v

Current Billing - P
Limit New Billing Limit
2,500,000.00 2,625,000.00

Adjustment Billing
Limit

Limit Check

Limit Check
[ Recalculale
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(VDOT Only)

Step | Action

The Amendment Billing Allocation tab displays and the Allocation field changes from “Incomplete” to

“Complete”.

Amendment Billing Allocation

Adjustment

Prepaids

Return to Cortr;

Contract 0000002261
Business Unit 50100
Sold To  D0ODD144406

Cumency  USD

Contract Billing (3

Total Billing Adjustment 125,000.00

Total Billing After Adjustment

Fixed Billing (3

Fixed Billing Adjustment

Discount/ Surcharge

Net Adjustment
Contract Line Pricing &
Amounts Detal
Retrieve Billing B
Price Line Number Product
1 FROJE_PROZ3_100
¥ Select Al Clear All

Line Totals (@

Billing Amount

Discounts/ Surcharges

act Terms

HRTAC

2,525,000.00

0.00
0.00

Amendment 0000000001

Amendment Type

Amendment Reason

Unallocated Billing

Unallocated Fixed Billing

Inclusive Prepaids Adjustment

Contract Terms

Modify Contract Amt

0.00
0.00

Current Billing
Limit

2,500,000.00 2.625.000.00

MNew Eilling Limit

Recurring Billing 0.00

Billing Limit 125,000.00

Adjustment Billing
Limit

125,000.00

Total Eilling

125,000.00

Limit Check

Recalculate

20. Click the Save button.

Prepaids
Return to

Contract Terms

| Return to Search || Motify |

21. Click the Return to Contract Terms link.

Prepaids
I Return to Contract Terms I

| Return to Search || Motify |
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(VDOT Only)

Step

Action

The Related Projects page displays.

Related Projects Coniract Amendments
[
Contract Number 0000002261 Sold To Customer  HRTAC
Amendment Number 0000000000 Contract Status  ACTIVE
Contract Line 1 Price Type  Rate
Product PROJE_PRO23_100
Description  Proje - CON - OTH - Sufiolk
PC Business Unit 50100 Q
ansaction Li Review Limit
Billing Limit 2,500,000.00 Trznsacion Limis e
Revenue Limit 2500,000.00 Perform Limit Checking
Discount ID Retainage ID'
Tiered Pricing Tiered Pricing
Asszociated Rates

Effective Date Status Rate Selection Rate Set

1| 02122022 e2d] | ‘ Active ~ ‘ | Rate Set w | |F'RC)JE_F'R323_1 0o Q | Rate Set E\

Associated Projects & Activities
i 1-250f60 w| > 3l

*Project *Activity Description Description
|D:ICO122714 Q | |6C-2 Q | HRELI464184 Full{IAR)UPC122714 PE/Constr - Constr on PE Job E’
|03C0122?14 Q | |6C6 Q | HRELI4G4104 Full{lAR)UPC122714 Advanced R/W Prior to Acg. E B
|03C012714 Q | |6C-T Q, | HRELI4G64164 Full{lAR)UPC122714 RN Stakeout for Cond. and App E’
|f\'|f‘ﬂ| 714 0 | |RF‘\R (0] | HEE] IARARA ELINABR BT 2071 LConct Sigl; it Brice to Lo .

22.

Click the Contract Amendments tab.

Related Projects

Contract Amendments

Contract Number

Amendment Number

0000002261
0000000000
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Step | Action

The Contract Amendments tab displays.

Related Projects Contract Amendments
Contract Number 0000002261 Sold To Custemer HRTAC
Amendment Number 0000000000 Contract Status  ACTIVE
[ Amend Contract
Amendments
EIIEY
General Statistics Billing Amended Amounts Revenue Amended Amounts Misc. >
Type Reason Process Date
0000000001 Contract Terms Modify Contract Amt 07/07/2026
0000000000 02/26/2024
Return to General Infermation
[ Retumn to Search ] l Notify I l Refresh l
Related Projects | Contract Amendments.

Amendment
Status

Pending

Complete

| Viewal
Detail Notes
Detail Notes
Detail Notes
Update/Display Include History H Correct History

23.
Status of "Pending’.

Click in the Detail link next to the amendment that was just added. It will have an Amendment

Related Projects Contract Amendments

0000002261
0000000000

Contract Number

Amendment Number

[ Amend Contract

Return to General Information

l Retumn to Search H Notify H Refresh l

Contract Amendments.

Related Projects

Sold To Customer

Contract Status

Amendments
EIJEY
General Statistics Billing Amended Amounts Revenue Amended Amounts Misc. >
Type Reason Process Date
0000000001 Contract Terms Modify Contract Amt 07/07/2026
0000000000 02/26/2024

HRTAC
ACTIVE

| Viewal
Amendment o
Status Detail Notes
Pending Detail Notes
Complete Detail Notes

Update/Display Include History ] l Correct History
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Step | Action

The Amendments Details page displays.

Amendment Details

Contract 0000002261
Sold To Customer 0000144496

Amendment Number 0000000001

Amendment Type | Contract Terms ~| “Process Date |07/07/2025

Reason | Modify ContractAmt  + |

*Amendment Status | Pending v

Total Billing Adjustment |125,000.00 | Total Revenue AdiusTeNt 125,000.00

Fixed Billing Adjustment [0.00 \ Fixed Revenue Adjustment g gp

Fixed Billing Allocation  Complete Fixed Revenue Allocation  Complete
> Additional Amendment Details
Reference ID User Ref #1 | |

User Ref #2 | |

Amendment Components

| B | Q | View All
General Statisics B>
Component Amend Ref #1 Label Fieldname Edit Type 0ld Value New Value
1| Amount Allocation Line 1 Billing Limit Update 2500000 2625000
2| Amount Allocation Line 1 Revenue Limit Update 2500000 2625000
‘Amendment Amount Allocation Internal Notes
Return to Contract Terms
=2
24. | Confirm the Amendment Components.
Amendment Components
| HCL| View All
General Statistics >
Component Amend Ref #1 Label Fieldname Edit Type Old Value New Value
1| Amount Allocation Line 1 Billing Limit Update 2500000 2625000
2| Amount Allecation Line 1 Revenue Limit Update 2500000 2625000
Amendment Amount Allocation Internal Notes
Retum to Contract Terms
[ Return to Search I ’ Motify ]

25. | Change the Amendment Status from “Pending” to “Ready”.

Amendment Details

Contract 0000002261
Sold To Customer 0000144496

Amendment Number 0000000001

Amendment Type |CuntractTerm5 V‘ *Process Date \nmmnzs ‘
Amendment Reason | Modify Contract Amt V‘ *Amendment Status

Cancelled

Total Billing Adjustment |125,000.00 | Total Revenue Adjustment | Pending
Fixed Billing Adjustment |0 0o | Fixed Revenue Adjustment

Fixed Billing Allocation ~Complete

Fixed Revenue Allocation Complete
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Step | Action

The Amendments Details page redisplays, and the Process Amendment button is now visible.

Amendment Details
Contract 0000002261 Amendment Number 0000000001
Sold To Customer 0000144496
Amendment Type  Confract Terms Process Date  07/07/2026
Amendment Reason  Modity Contract Amt *Amendment Status | Ready v I l Process Amendment ]I
Total Billing Adjustment ~125,000.00 Total Revenue Adjustment 125,000.00
Fixed Billing Adjustment 0,00 Fixed Revenue Adjustment 0.00
Fixed Billing Allocation Complete Fixed Revenue Allocation Complete
> Additional Amendment Details
Reference ID User Ref #1
User Ref #2
Amendment Components
BR v 1
General Statistics >
Component Amend Ref #1 Label Fieldname Edit Type 0ld Value New Value
1| Amount Allocation Line 1 Biling Limit Update 2500000 2625000
2| Amount Allocation Line 1 Revenue Limit Update 2500000 2625000
Internal Notes
Retum to Contract Terms
et to st
Amendment Details
Contract 0000002261 Amendment Number 0000000001
Sold To Customer 0000144496
Amendment Type Confract Terms Process Date  Q7/07/2026
Amendment Reason  Modify Contract Amt *Amendment Status ‘ Ready V‘ I Process Amendment I

The Amendments Details page redisplays, and the Amendment Status updates to “Complete”. The
Contract Terms have been successfully amended for the contract.

Amendment Details

Contract 0000002261
Sold To Customer 0000144496

Amendment Number 0000000001
Amendment Completed On 07/08/2026 9:04AM

Amendment Type  Contract Terms

Amendment Reason  Modify Contract Amt

Process Date _07/07/2026

Total Billing Adjustment  125,000.00 Total Revenue Adjustment  125,000.00

Fixed Billing Adjustment  0.00 Fixed Revenue Adjustment 0.00
Fixed Billing Allocation ~ Compiete Fixed Revenue Allocation  Complete

> Additional Amendment Details

Reference ID

User Ref #1
User Ref #2
Amendment Components
‘ B || Q | View All
General Statistics [ 3
Component Amend Ref#1 Label Fieldname EditType Old value New Value
1/ Amount Allocation Line 1 Billing Limit Update 2500000 2625000
2 Amount Allocation Line 1 Revenue Limit Update 2500000 2625000

Intemal Notes
Retum to Contract Terms

Rev 9/1/2026 Page 31 of 69



/;) Cardinal

Project Accounting Job Aid
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Increasing/Decreasing the Prepaid Amount

(VDOT Only)

Step

Action

1.

Navigate to the Customer Contracts Define Contract General Info page by clicking the
Contracts WorkCenter tile.

(:BEIDH

Contracts WorkCenter

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.

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.

General Information

e
My Work

Billing Exceptions .
Past Due Billing Events @)
Plans On Hold (€D

Invalid Eill Plans
Revenue Exceptions .
Past Due Revenue Events @:u
Plans On Hold @

Links

Customer Contracts

Define Contract General Info

Contract Information Inguiry
Federal Contracts
Project Costing
Billing
Other Links
Queries

Contract Queries

Reports/Processes

Contract Reports and Processes

General Information

Find an Existing Value

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

(@ Add a New Value

) Recent Searches | Choose from recent searches v| & Il Saved Searches | Choose from saved searches v Z
Description [ begins with v | | | Sold To Customer [ begins with | | a]

Customer Name | begins with | | | Contract Status [ begins with | | a]

Processing Status | = vl | v Contract Type | begins with v| | a|

Contract Classification | Z v| | v| Region Code ‘ begins with v| | Q‘

Contract Administrator | begins with v | | Q] Master Contract# | begins with | | Q]

#« Show fewer options

[ Case Sensitive
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PA354 Amending Non-Federal Customer Contracts
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Step | Action

0 Users can also access the Define Contract General Info page by 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| f [ saved Searches | Choose from saved searches V| f
Business Unit E\ |501oo Q | Confract | begins with v| | |
Description | begins with V| | | 5old To Customer | begins with V| | Q |
Customer Name | begins with V| | | Contract Status | begins with V| | Q |
Processing Status | = v| | v| Confract Type | begins with v| | Q |
Contract Classification | = v| | v| Region Code | begins with v| | Q |
Contract Administrator | begins with V| | Q | Master Contract # | begins with V| | Q |

# Show fewer options

[ Case Sensitive

0 The Business Unit defaults for the user’s agency. Do not change it.

Business Unit | = w ISCI'IOO QI
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Step

Action

Enter the Contract number that needs to be amended in the Contract field.

Amendment Details

Find an Existing Value

v 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|/>

Business Unit | = |

50100

Amendment Number | begins with Vl |

Customer Name | begins with V| |

Amendment Status | =

v

a Contract | begins with | f 00ooon2120 af
| Sold To Customer | begins with v | | Q|
| Contract Status | begins with v | | a|
v Contract Administrator [ begins with | | Q|

~ Show fewer opfions

O Case Sensitive

==

Clear

” [-] Save Search

[ Saved Searches | Choose from saved searches

Click the Search button.

The General tab displays.

I General I Lines

Amendments

Contract Number 0000002120

Amendment Number  g000000000

[ Amend Contract

I

Contract Admin ‘
Region Code
Contract Type
Currency Code
Exchange Rate Type
Contract Signed
Contract Role
Revenue Profile
Use Project ChartFields:

> Other Information

> Summary of Amounts &

Billing Plans Revenue Plans

General Lines | Amendments

Description ‘COAL Severance P-120149 ‘

al
A
uso
CRRNT
08/02/2021
Milestones Renewals

Sold To Customer

COUNTY BUCHANAN

*Contract Status ‘ACTIVE Q

Add to My Contracis l

Processing Status

Amendment Status
Business Unit
Contract Classification
Start Date

End Date

Last Update Date/Time
Last Update User ID

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

Supplemental Data

Active

Complete

VA Dept of Transportation
Standard

08/02/2021

091242021 12:23:45PM
SHELLY.PRYOR

GoTo | More

Update/Display
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Step | Action

5. Click the Go To dropdown button.

Sold To Customer COUNTY BUCHANAN
*Contract Status |ACTIVE a|

Add o My Contracts ]
Attachments

Processing Status  Active Billing Cptions
Amendment Status Complete Conversations
Business Unit vADept of Transportation| 'Mea! NOIES
Contract Classification  Standard More
Start Date  08/02/2021 Payment Terms
Last Update Date/Time ~ 09/24/2021 12:23:45PM  Price Adjustments
Last Update User ID  SHELLYPRYCR Progress Payments
Separate Fixed Billing and Revenue: Revenue Forecast
Separate As Incurred Billing and Revenue: sales Orger
Service Orders
Sold To Address
Support Teams

View Forecast

Supplemental Data GoTo I More 'I

Update/Display

6. Select “Prepaids” from the list.

Sold To Customer COUNTY BUCHANAN
*Contract Status |ACTIVE Q

Add o My Contracts ]
Attachments

Processing Status  Active Billing Cptions
Amendment Status Complete Conversations

N . Internal Notes
Business Unit VA Dept of Transportation

Contract Classification  Standard More
Start Date  08/02/2021 Payment Terms
End Date Prepaids
Last Update Date/Time  09/24/2021 12:23:45PM  Price Adjustments
Last Update User ID  SHELLYPRYCR Progress Payments
Separate Fixed Billing and Revenue: Revenue Forecast

Separate As Incurred Billing and Revenue:
Sales Order

Service Orders
Sold To Address
Support Teams

View Forecast

Supplemertal Data g, 7

Update/Display
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The Prepaids tab displays.

Prepaids

Audit History Amendments
=
Contract Number 0000002120 = Sold To Customer  COUNTY BUCHANAN
Amendment Number 0000000000 Contract Status ~ ACTIVE
Contract Prepaid Totals
Purchased Amount 170,000.00
Remaining Amount 77.915.51
Committed Amount 0.00
Amend Contract
Prepaids for this Contract
®[a]
General Utilization Initial Eilling Contract Liability Distribution ;3
Actions Status Hold Purchased Amount Remaining A t Ci itted A it Expiration Date Depleted Date
v Actions 1|| Ready hd = 170,000.00 77.915.51 0.00 | 09/23/2022
4 >
Go To: Billing Plans
Return to General Information
Save I Refurn to Search ] I Notify I Previous tab Next tab Add Update/Display
Audit History | Amendments

Click the Amend Contract button.

Prepaids Audit History Amendments

Contract Number 0000002120
Amendment Number 0000000000

Contract Prepaid Totals

Purchased Amount 170,000.00

Remaining Amount 7791551

Committed Amount 0.00
I Amend Contract I
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Step | Action
Prepaids Audit History I Amendments I
Contract Number 0000002120 Sold To Customer COUNTY BUCHANAN
Pending Amendment 0000000001 Contract Status  ACTIVE
[ View Cument
Amendments
‘ B || a ‘ | View Al
General Statistics Billing Amended Amounts Revenue Amended Amounts Misc. 3
Amendment Amendment Type Reason Process Date ég':_l": ment Detail Notes
0000000000 09/24/2021 Complete Detail Notes
0000000001 vl | v| |0?f08f2026 | Pending Detail Notes
Return to General Information
Return to Search ] l Notify I [ Previous tab ] Next tab Update/Display
Prepaids | Audit History | Amendments
8 Click the Amendment Type dropdown and select “Prepaid”
Amendments
|'=||Q| | View Al
General ‘Statistics Billing Amended Amounts Revenue Amended Amounts Misc. I
o Amendment .
mendment Amendment Type Reason Process Date Status Detail Notes
0000000000 09/24/2021 Complete Detail Notes
| 0000000001 l vl il v| lomwazoze {Pending | Detai {Notes |
Return to General Inforr
Contract Header
Returnt nontract Line ious tab Next tab
Prepaids | Audit Histogaegiact Terms
Prepai
Transaction Limit
H “ XL
9. Click the Reason dropdown and select “Amend Prepaid”.
Amendments
| View Al
Statistics Billing Amended Amounts Revenue Amended Amounts Misc. [ 3
Amendment Amendment Type Reason Process Date 2:2:;':"”"( Detail Notes
0000000000 0972472021 Complete Detail Notes
10000000001 | Prepaid 07/08/2026 ending i Detail iNotes
Retum te General Information
Add Trans. Limit
l Return to Search I l Notify l l Previous Amend Contract Dates
Prepaids | Audit History | Amendments Amend Header Info
Amend Trans ID
Decrease Trans Limit
Increase Trans Limit
Modify Contract Amt
Modify Contract Line
Newr Contract Line
Remove Contract Line
Remove Trans. Limit
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10. Click the Save button.

Returmn to General Information

l Return to Search l l

MNotify H Previous tab MNext tab

Prepaids | Audit History |

Amendments

11. | Click the Prepaids tab.

I Prepaids I Audit History Amendments
B
Contract Number 0000002120 Sold To Customer  COUNTY BUCHANAN
Pending Amendment 0000000001 Contract Status  ACTIVE
[ View Current
Amendments
‘E |Q‘ | View Al
General Statistics Billing Amended Amounts Revenue Amended Amounts Misc 3
Amendment Amendment Type Reason Process Date 2";:]": ment Detail Notes
0000000000 09/24/2024 Complete Detail Motes
0000000001 [ Prepaid v| [ AmendPrepaia v| [omoaz0s  [|  Pending Detail Notes
Return to General Information
l Return to Search I l Notify l l Previous tab ] Next tab Add Update/Display
Audit History Amendments
=
Contract Number 0000002120 = Sold To Customer  COUNTY BUCHANAN
Pending Amendment 0000000001 Contract Status  ACTIVE
Contract Prepaid Totals
Purchased Amount 170,000.00
Remaining Amount 7791551
Committed Amount 0.00
View Current
Prepaids for this Contract
[=][2]
General Utilization Initial Billing Contract Liability Distribution [
Actions Status Hold P Amount R Amount C Amount | E Date Depleted Date
wActions 1|| Ready v D 170,000.00 7791551 0.00 | 09/23/2022
4 [
GoTo: Billing Plans
Retumn to General Information
m Return to Search Previous tab Next tab Add Update/Display
Prepaids Audit History | Amendments
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12. | Update the amount in the Purchased Amount field. The amount can be increased or decreased.

For this example, increase the Purchased Amount from $170,000 to $200,000. If the amount is
to be decreased, enter the amount in the Purchased Amount field.

Prepaids for this Contract
B| Q|

General Utilization Initial Billing Contract Liability Disfribution [ :3

Remai C Amount | Expiration Date Depleted Date

Actions Status Hold Purchased Amount

v Actions 1| Ready hd O 170,000.00 7791551 0.00| 0972372022

13. Click the Save button.

Prepaids for this Contract
E3EY
General  Utiizaton  [nifialBiling  Contract Liabilty Distribution  [I>
Actions Hold Purchased Amount = Remaining Amount | C itted Amount | Expiration Date Depleted Date
“ Agtions v m) 200,000.00 77.91551 0.00 | 09/23/2022 [+][[=]
4 »
Go To Billing Plans
Return to General Information
I Retfurn to Search ] ’ Notify ] Previous tab Next tab Add Update/Display

14. Click the Amendments tab.

Prepaids Audit History

Contract Number 0000002120
Pending Amendment 0000000001

Contract Prepaid Totals

Purchased Amount 1

Remaining Amount

Committad Annosint
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The Amendments page displays.

Prepaids Audit History I Amendments I

Contract Number 0000002120
Pending Amendment 0000000001

[ View Curmrent

Amendments

Sold To Customer  COUNTY BUCHANAN
Contract Status ~ ACTIVE

|?| |H| | View Al
General Statistics Billing Amended Amounis Revenue Amended Amounts Misc. [ 3
Amendment .
Amendment Amendment Type Reason Process Date Status Detail Notes
0000000000 09/2412021 Complete Detail Notes
0000000001 | Prepaid V‘ | Amend Prepaid v| ‘07!0812026 ‘ Pending Detail Motes
Retumn to General Information
[ Return to Search ] l Motify I [ Previous tab ] Next tab Add Update/Display
Prepaids | Audit History | Amendmenis
15. | Click the Detail link next to the Pending amendment.
Amendments
=[] | viewal
General Statistics Billing Amended Amounts Revenue Amended Amounts Misc. [
A + A d + Amendment A
A Type Reason Process Date Status Detail Notes
0000000000 0972412021 Complete Detail Notes
0000000001 Prepaid ~| || Amend Prepaid v| ||omowzozs  [F]] | Pending Detail Notes
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The Amendment Details page displays.

Amendment Details

Contract 0000002120

Sold To Customer 0000003001
Amendment Type ‘ Prepaid Vl

Amendment Reason | Amend Prepaid ~|

Total Billing Adjustment [0.00 |
Fixed Billing Adjustment |0.00

Fixed Billing Allocation  Incomplete

> Additional Amendment Details

Reference ID

Amendment Compeonents

Amendment Amount Allocation
Return to Prepaid Balances

[%][a]
General Statistics [13
Component Amend Ref #1
1 Prepaids Prepaid Seq 1 Purchased

Label Fieldname

Internal Notes

Amendment Number 0000000001
“Process Date |07/08/2026 [=]|

*Amendment Status | Pending v/

Total Revenue Adjustment g og

Fixed Revenue Adjustment g gp

Fixed Revenue Allocation Incomplete

UserRef#1 | |
UserRef#2 | |
| View Al
Edit Type Old Value New Value
Update 170000 200000

16. | Click the dropdown button for the Amendment Status field.

Amendment Details

Contract 0000002120
Sold To Customer 0000003001
Amendment Type | Prepaid V|

Amendment Reason | Amend Prepaid

]

Amendment Number 0000000001

*Process Date |07/08/2026 [F]

*Amendment Status

17. | Select the “Ready” option.

M |

*Amendment Status ‘ Pending
Cancelled
Total Revenue Adjustment _Pending
Fived Bovennus Adinetmeant Ready
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The Amendment Details page redisplays and the Process Amendment button is active.

Amendment Details

Contract 0000002120 Amendment Number 0000000001
Sold To Customer 0000003001

Amendment Type  Prepaid Process Date  07/08/2026

Amendment Reason  Amend Prepaid *Amendment Status | Ready v I Process Amendment I

Total Billing Adjustment  0.00

Total Revenue Adjustment  0.00

Fixed Billing Adjustment  0.00 Fixed Revenue Adjustment  0.00

Fixed Billing Allocation  Incomplete Fixed Revenue Allocation Incomplete

> Additional Amendment Details

Reference ID User Ref#1
User Ref#2

Amendment Components

B | E‘ View All
General Statistics I
Component Amend Ref #1 Label Fieldname Edit Type Old Value New Value
1| Prepaids Prepaid Seq 1 Purchased Update 170000 200000

Internal Notes

Retumto Search | | Nty

18. Click the Process Amendment button.

Process Amendment

The Amendment Details page redisplays. The Amendment Status changes to “Complete” and the
amendment for Prepaid status has been successfully updated.

Amendment Details

Contract 0000002120 Amendment Number 0000000001
Sold To Customer 0000003001 Amendment Completed On 07/08/2026 5:39PM

Amendment Type Prepaid

Process Date
Amendment Reason  Amend Prepaid I Amendment Status  Complete i

Total Billing Adjustment  0.00

Total Revenue Adjustment .00

Fixed Billing Adjustment  0.00 Fixed Revenue Adjustment  0.00

Fixed Billing Allocation  Incomplete Fixed Revenue Allocation Incomplete

> Additional Amendment Details

Reference ID User Ref #1

User Ref #2

Amendment Components

El E‘ View Al
General Statistics >
Component Amend Ref #1 Label Fieldname Edit Type Old Value New Value
1| Prepaids Prepaid Seq 1 Purchased Update 170000 200000

Internal Notes

Retumn to Search Notify
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After the prepaid amendment is complete, the additional Billing for the Prepaid will be processed
during the nightly batch.

Users must place the Contract Line Bill Plan on hold so the additional Prepaid can be finalized
and processed. If this step is missed, it is possible that the system will create a Bill when
expenditures are posted to the Project instead of drawing down the Prepaids.

Refer to the Placing a Contract Line Bill on Hold in the job aid titled PA354 Creating and
Managing Non-Federal Rate-Based Prepaid Contracts located on the Cardinal website in Job
Aids under Learning for more information on how to set the Billing Plan on Hold.
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1.

Navigate to the Customer Contracts Define Contract General Info page by clicking the
Contracts WorkCenter tile.

(:BEIDH

Contracts WorkCenter

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.

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.

rch in Menu

General Information

e
My Work

Billing Exceptions .
Past Due Billing Events @)
Plans On Hold (€D

Invalid Eill Plans
Revenue Exceptions .
Past Due Revenue Events @:u
Plans On Hold @

Links

Customer Contracts

Define Contract General Info

Contract Information Inguiry
Federal Contracts
Project Costing
Billing
Other Links
Queries

Contract Queries

Reports/Processes

Contract Reports and Processes

General Information

Find an Existing Value

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

“5) Recent Searches | Choose from recent searches v| V4
Business Unit | = | [0 a]
Description | begins with v | | |
Customer Name [ begins with v | |
Processing Status | = vl | v|
Contract Classification | = vl v|
Contract Administrator | begins with | | q|

#« Show fewer options

[ Case Sensitive

(@ Add a New Value

[ saved Searches ‘ Choose from saved searches

v| &

Contract | begins with v | |
Sold Ta Customer | begins with v | | a|
Contract Status | pegins with v | | Q|
Contract Type | begins with | | a|
Region Code | begins with v | | Q|
Master Contract# | begins with | | q|
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0 Users can also access the Define Contract General Info page by 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| f [ saved Searches | Choose from saved searches V| f
Business Unit E\ |501oo Q | Confract | begins with v| | |
Description | begins with V| | | 5old To Customer | begins with V| | Q |
Customer Name | begins with V| | | Contract Status | begins with V| | Q |
Processing Status | = v| | v| Confract Type | begins with v| | Q |
Contract Classification | = v| | v| Region Code | begins with v| | Q |
Contract Administrator | begins with V| | Q | Master Contract # | begins with V| | Q |

# Show fewer options

[ Case Sensitive

0 The Business Unit defaults for the user’s agency. Do not change it.

Business Unit | = w ISCI'IOO QI
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3. Enter the Contract number that needs to be amended in the Contract field.

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

) Recent Searches | Ghoose from recent searches o Z [ Saved Searches | Choose from saved searches v Z
Business Unit \E\ Er Contract | pegins with v/ | 0000002391 1
Description | begins with ~| | | Sold To Customer | begins with v/ | Q|
Customer Name ‘ begins with v‘ | ‘ Contract Status ‘ begins with v‘ | Q‘
Procsssing Status | = v vl Contract Type | begins with v/ | Q|
Contract Classification ‘ - v‘ | .,| Region Code ‘ begins with v‘ | Q‘
Contract Administrator ‘ begins with v‘ | Q‘ Master Contract # ‘ begins with v‘ | Q‘

~ Show fewer options

[0 Case Sensitive

4. Click the Search button.

The General tab displays.

General Lines Amendments
Contract Number 0000002391 Sold To Customer  JAMES CITY COUNTY
Amendment Number 0000000000 “Contract Status |ACTIVE Q
I Amend Contract Add to My Contracts l
Description | Rte 80 Widening & Complete St | Processing Status  Active
Contract Admin ‘ Q ‘ Amendment Status  Complete
Region Code Business Unit VA Dept of Transportation
Contract Type A Contract Classification Standard
Currency Code  USD Start Date  01/24/2025
Exchange Rate Type  CRRNT End Date
Contract Signed  01/24/2025 Last Update Date/Time  11/17/2025 1:28:59PM
Contract Role Last Update User ID 00862331700
Revenue Profile Separate Fixed Billing and Revenue:
. . Separate As Incurred Billing and Revenue:
Use Project ChartFields:
> Other Information
> Summary of Amounts &

Billing Plans. Revenue Plans Milestones Renewals Supplemental Data GoTo | More v‘
Return to Search Update/Display
General | Lines | Amendments
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Click the Lines tab.

General Lines

Amendments

Contract Number

0000002391
Amendment Number 900000000
The Lines tab displays.
-
General Lines ‘Amendments
Contract Number 0000002391 Sold To Customer  JAMES CITY COUNTY
Amendment Number 0000000000 Contract Status ~ ACTIVE
[ Amend Contract
Contract Lines &
(=][a] I Viewan
General Detail Billing Amount Details Revenue Amount Details Contract Liability [
Actions Line Product Description Price Type 5"’"5‘;7&"3“3 Bundle Start Date End Date Status Supplemental
“Ations 1 AMT_PROJE33 Partic-CON-CCT-Si| | Amount Q \ \mmrzozs \ | | Active Supplemental
.
Billing Plans Revenue Plans Milestanes Renewals Supplemental Data [ More v
GoTo —~ @@ ]
General Lines Amendments
6. Click the Amend Contract button.
General Lines Amendments
Contract Number 0000002391

Amendment Number 0000000000

Amend Contract
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The Amendments tab displays.

General Lines Amendments
@
Contract Number 0000002391 Sold To Customer  JAMES CITY COUNTY
Pending Amendment 0000000001 Contract Status ~ ACTIVE
I View Current
Amendments
‘ i ‘ ‘ Q | | View All
General Statistics. Billing Amended Amounts Revenue Amended Amounts Misc. [[:3
Amendment Amendment Type Reason Process Date g't:::'sdme"t Detail Notes
0000000000 11/17/2025 Complete Detail Notes
0000000001 vl v| | |o7i09r2026 [#]| | Pending Detail Notes
Billing Plans Revenue Plans Milestones Renewals Amount Allocation Supplemental Data More v
GoTo
Return to Search Update/Display
General | Lines | Amendments
H “ H ”
7. Click the Amendment Type dropdown, select “Contract Line”.
Amendments
‘ B ‘ ‘ Q | | View All
General Statistics Billing Amended Amounts Revenue Amended Amounts Misc >
Amendment Amendment Type Reason Process Date ggtel:'sdme"t Detail Notes
0000000000 1117/2025 Complate Detail Notes
{ 0000000001 I "I | v| i|o7siz026 ‘ i Pending { Detail | Notes
Billing Plans lilestones Renewals Amount Allocation Supplemental Data More v
GoTo
Retun t Contract Terms
Prepaid
General | Lines | Ar o
Transaction Limit
H 1] B H ”
8. Click the Reason dropdown, select “Modify Contract Line”.
Amendments
|E‘1HQ‘ | View Al
General Statistics Billing Amended Amounts Revenue Amended Amounts Misc. S
Amendment Amendment Type Reason Process Date Amendment | peail Notes
0000000000 11712025 Complete Detail Notes
{ 0000000001 i| Contract Line ~ [4]| |Pending { Detail i Notes |
Billing Plans Revenue Plans [ vwem—— Amount Allocation Supplemental Data More -
Go To
Amend Contract Dates
Amend Prepaid
General | Lines | Amendments
Amend Trans 1D
Decrease Trans Limit
Increase Trans Limit
Madify Contract Am
Madify Contract Line
New Contract Line
Remove Contract Line
Remove Trans. Limit
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Click the Save button.

Save

Return to Search H Notify l

General Lines |

Amendments

10.

Click the Amount Allocation link.

- e

Amendments
‘ B ‘ Q | | View Al
General Statistics. Billing Amended Amounts Revenue Amended Amounts Misc. 1>
A d A d Type Reason Process Date Amandmant Detail Notes
Status
0000000000 11772025 Complete Detail Notes
10000000001 {| Contract Line v| H v| |07109f2026 E] | { Pending + Detail { Notes |
Billing Plans Revenue Plans Milestones Renewals | Amount Allocation I Supplemental Data More v
Go To
Amendment Billing Allocation
Contract  0DOO00Z381
Business Unit 50100 Amendment 0000000001
SoldTo 000131128 JAMES CITY COUNTY Amendment Type  Contraet Line
Currency  USD Amendment Reason  Modity Coniract Line
Contract Billing (D
Total Billing Adjustment 0.00 Unallocated Billing 002
Total Billing After Adjustment 1545,943.00
Fixed Billing (3
Fixed Billing Adjustment Lo Unallocated Fixed Billing 000
Discount / Surcharge 000 Inclusive Prepaids Adjustment 000
Net Adjustment 0.00 Allocation _\rmmpene v
Contract Line Pricing ()
Amounts Datal
” ‘Current - . -~
Retrieve Line e MewBilling  Adjustment  Adjust Billing AdjustRevenue | Reverse Discount/Surcharge NewNet | R
Billing Price | Number Product AE"::.':: Amount | Billing Amount | Reftroactively Retroactively Amounts jjustment Billing | Simulate Billing Pricing
1 AMT_PROJEZ3 1548,843.00 0.00|  1.545.843.00 Simulate Biling Pricing
Adjustment Line Totals @
Billing Amount 0.00 Recurring Billing 0.00
DiscountsiSurcharges 0.00 Billing Limit 0.00 Total Billing 0.00
Prapaids
Return to General Information
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If decreasing the contract amount, the decrease amount cannot be less than the amount that has
already been billed.

If it is necessary to decrease the contract amount to an amount less than the amount that has
already billed, it is recommended to submit a Help Desk ticket (vccc@yvita.virginia.gov) with
Cardinal Project Accounting (PA) in the subject line. The Cardinal Post Production Support (PPS)
PA team will ensure the transaction is processed correctly.

Any time the contract amount for an amount-based contract line is modified, allocate the
adjustment amount across the amount-based contract lines using the Amendment Billing
Allocation tab.

11.

In the Contract Billing section, enter the total adjustment amount (positive or negative) in the
Total Billing Adjustment field. To increase the contract amount, add a positive number and to
decrease the contract amount, enter a negative number. For this scenario, the amount will be
increased by $100,000.

Contract Billing &®

Total Billing Adjustment | 100,000.00 Unallocated Billing 0.00

Total Billing After Adjustment 1,546 ,943.00

12.

In the Fixed Billing section, enter the total adjustment amount (positive or negative) in the Fixed
Billing Adjustment field.

Fixed Billing ®

Fixed Billing Adjustment | 100,000.00

0.00
0.00

Unallocated Fixed Billing

Discount / Surcharge 0.00 Inclusive Prepaids Adjustment

Allocation | Incomplete v|

Net Adjustment 0.00

13.

Update the New Billing Amount to reflect the amended total billing for the line (total amount of
the adjustment + Current Billing Amount). For this scenario, 1,546,943 + 100,000 = 1,646,943.

Contract Line Pricing @
[=][a]

Amounts Detail

Current

Retrieve Line
i 5 Product Billing
Billing Price  Number Amount

New Billing
Amount

Reverse

Adjustment Adjust Billing
i Amounts

Billing Amount Retroactively

Adjust Revenue

Discount Surcharge New Net
Retroactively Adjustm

ent Billing Simulate Billing Pricing

= h { AMT_PROJE33 i 15469430

1,646,943.00

000{  1,546,943.00f Simulate Biling Pricing

¥ select All Clear All

Recalculate
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14.

both unchecked.

Verify that the Adjust Billing Retroactively and Adjust Revenue Retroactively checkboxes are

Contract Line Pricing &

[5][a]
Amounts Dt
Cumrent . - )
Retrieve  Line e NewBilling | Adjustment | AdjustBiling | AdjustRevenue | Reverse Discount/Surcharge New Net | o ' .
Billing Price  Number Product Am.']’:l‘} Amount | Billing Amount ||  Retroactively Retroactively Amounts Adjustment Billing | Simulate Billing Pricing
O i { AMT_PROJE33 1,546,943.00} 1,646,943.00|} 000§  1,546,943.00 Simulate Biling Pricing
¥ Select Al Clear All Recalculate
Contract Billing ®
Total Billing 100,000.00 Unallocated Billing 0.00
Total Billing After Adjustment 1546,943.00
Fixed Billing @
Fixed Billing 100,000.00 Unallocated Fixed Billing 0.00
Discount/ Surcharge 0.00 Inclusive Prepaids Adjustment 0.00 Recalculate
Net Adjustment 0.00 Allogation | Incomplete hd
Contract Line Pricing &
EIE
Amounts Detail
= Current . ’ _
Retrieve  Line e NewBilling | Adjustment | AdjustBiling | AdjustRevenue | Reverse Discount/Surcharge NewNet | e price
Billing Price  Number Product A.?.'l.‘.','!ﬂ Amount | Billing Amount | Retroactively Retroactively Amounts Adjustment Billing | Simulate Billing Pricing
D 11 { AMT_PROJE33 1,546,943.00¢ 1,645,043.00|} 000}  1,546,943.00 Simulate Billing Pricing
¥ Select All Clear All I Recalculate I
Prepaids
Return to General Information
Save l Return to Search l l Motify ]
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The Amendment Billing Allocation page redisplays. The Allocation status updates to “Complete”.

I Amendment Billing Allocation I

Contract
Business Unit
Sold To

Contract Billing ()

Fixed Billing (O

Contract Line Pricing (D

Amounts Detai
Retrieve. Line
Billing Price | Number
1

¥ Selectal

Adjustment Line Totals &

Prapaids

Retum

Total Billing

Total Billing After Adjustment

Fixed Billin

Discount / Surcharge

Billing Amount

Discounts/Surcharges

0000002381
50100

0000131138 JAMES CITY COUNTY
usD
g Adjustment 100,000.00

1,648,043.00

g Adjustment 100,000.00

.00

Inclusive Prepaids Adjustment

Allscation | Complete ~

Amendment 0000000001

Amendment Type  Canirast Line

Amendment Reason

Unallocated Billing

Fixed Billing

Modify Contract Line

0.00

0.00

Net Adjustment 100,000.00
Current -
= New Billing
EEoduct Billing Amount | Billing Amount
Amount

1,548,243.00 1,648,043.00|

AMT_PROJEZ3

Clear All

100.000.00 Recurring Billing

000 Billing Limit

neral Information
Retum to Search Mty

Adjustment

100.000.00

Adjust Billing
Retroactively

Recalculate

Adjust Revenue Reverse Discount/Surcharge New Net
Retroactively Amounts Adjustment Billing
0.00
ecalculate
000
000 Total Billing 100,000.00

Simulate Billing Pricing

1.646.842.00 Simulste Eilling Pricing

17.
unchecked.

The Adjust Billing Retroactively and Adjust Revenue Retroactively checkboxes should be

Contract Line Pricing &

Amounts Detai
Retrieve Line
Billing Price | Numbser

1

# Select Al

Current
Billing
Amount

1,548,043.00 1,545,043.00

Frr New Billing

AMT_PROJESZ

Clear All

Amount | Billing Amount

Adjustment

100,000,

Adijust Billing Adjust Revenue Reverse
Retroactively Retroactively Amounts

Discount/Surcharge
Adjustment

0.00

New Net

Biling | Simulate Billing Pricing

1,646,843 00 Simulate Billing Pricing

If they were defaulted to checked, uncheck them and click the Save button.

Contract Line Pricing &

Amounts Detsi
Retrieve Line
Billing Price | Number
1
¥ Selectal

Current
Billing
Amount

1,546,043.00 1,645.842.00

New Billing
Amount

Product
AMT_FROJEZZ

Clear All

Adjustment
Billing Amount

100,000.00

Reverse
Amounts

Adjust Revenue
Retroactively

Adjust Billing
Retroactively

Discount/Surcharge
Adjustment

0.00

New Net

Billing | Simulate Billing Prizing

1,646.843.00| Simulate Billing Pricing

@

If amending the contract to reduce the amount below what has been billed, the Adjust Billing
Retroactively and Adjust Revenue Retroactively checkboxes must be checked.
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18. Click the Return to General Information link.

Prepaids

I Return to General Information I

l Return to Search ” MNotify ]

The General tab displays.

General Lines Amendments
Contract Number 0000002391 Sold To Customer  JAMES CITY COUNTY
Amendment Number 9000000000 *Contract Status |ACTIVE Q
l Amend Coniract I Add to My Contracis ]

Description ‘Rte 60 Widening & Complete St | Processing Status  Active

Contract Admin ‘ Q | Amendment Status  Pending
Region Code Business Unit  va Dept of Transportation
Contract Type A Contract Classification Standard
Currency Code USD Start Date  01/24/2025
Exchange Rate Type CRRNT End Date

Contract Signed  01/24/2025 Last Update Date/Time 07/09/2026 2:20:38PM
Contract Role Last Update User ID 00862331700

Revenue Profile Separate Fixed Billing and Revenue:

Separate As Incurred Billing and Revenue:
Use Project ChartFields:

> Other Information
> Summary of Amounts (%

Billing Plans Revenue Plans Milestones Renewals Supplemental Data GoTo | Maore v‘

Return to Search Notify Add Update/Display

General | Lines | Amendments

19. Click the Amendments tab.

Gonorsl L

Contract Number 0000002391

Amendment Number  o00000000
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The Amendments tab displays.

Sold To Customer

General Lines Amendments
)
Contract Number 0000002391
Amendment Number 0000000000
[ Amend Contract
Amendments
=lla
General Statistics Billing Amended Amounts Revenue Amended Amounts
Amendment Amendment Type Reason
0000000001 Contract Line Modify Contract Line
0000000000
Billing Plans Revenue Plans Milestones Renewals

Return to Search Notify

General | Lines | Amendments

Contract Status

Misc. B

Process Date

07/09/2026

1111712025

JAMES CITY COUNTY

ACTIVE
Amendment .
Status Detail
Pending Detail
Complete Detail

Supplemental Data

View All

Notes

Notes

Notes

More ~
GoTo —

Add Update/Display

20.

Click the Detail link next to contract line amendment that was just added. The Amendment Status
should be “Pending”.

Amendments
EIEY
General Statistics Billing Amended Amounts Revenue Amended Amounts
A Type Reason
0000000001 Contract Line Modify Contract Line
0000000000
Billing Plans Revenue Plans Milestones Renew

Misc. =
Process Date Amendment | petail Notes
07/09/2026 I Pending Detail I Notes
111712025 Complete Detail Motes
Supplemental Data More
Go To
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The Amendment Details page displays.

Amendment Details

Contract 0000002391

Sold To Customer 0000131138
Amendment Type | Contract Line ~|

Reason | Modify Contract Line |

Total Billing Adjustment [100,000.00 |
Fixed Billing Adjustment [100,000.00 |
Fixed Billing Allocation  Complete

> Additional Amendment Details

Amendment Number 0000000001
“Process Date [07/092026 [

status | Pending v

Total Revenue Adjustment  4pp 0p0.00

Fixed Revenue Adjustment  1p0,000.00

Fixed Revenue Allocation Complete

Amendment Type | Contract Line

Amendment Reason
Total Billing Adjustment |100,000.00 |
Fixed Billing Adjustment |100,000.00 |
Fixed Billing Allocation Complete

| Modify Contract Line

Reference ID User Ref #1 | |
User Rer #2 | |
Amendment Components
i) CL| View All
General Statistics 1>
Component Amend Ref #1 Label Fieldname Edit Type Old Value New Value
1 Amount Allocation Line 1 Billing Amount Update 1546943 1646943
2| Amount Allocation Line 1 Revenue Amount Update 1546943 1646943
Amendment Amount Allocation Internal Notes
Return to General Information
21. | Confirm Amendment Components.
Amendment Components
| 7 || Q | View All
General Statistics >
Component Amend Ref #1 Label Fieldname Edit Type Old Value New Value
1 Amount Allocation Line 1 Billing Amount Update 1546943 1646943
2| Amount Allocation Ling 1 Revenue Amount Update 1546943 1646943
Amendment Amount Allocation Internal Notes
Retumn to General Information
[ Return to Search l [ Notify ]
H [ el H
22. | Click the Amendment Status dropdown, select the “Ready” option.
Amendment Details
Contract 0000002391 Amendment Number 0000000001
Sold To Customer 0000131138

v| *Process Date |07/09/2026 [5]|
v| *Amendment Status
Cancelled
Total Revenue Adjustment = Pending

Fixed Revenue Adjustment

Fixed Revenue Allocation Complete
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Step | Action
The Process Amendments page displays, and the Process Amendment button is now active.
Amendment Details
Contract 0000002391 Amendment Number 0000000001
Sold To Customer 0000131138
Amendment Type Confract Line Process Date  (07/09/2026
Amendment Reason  Modify Contract Line *Amendment Status | Ready v I Process Amendment I
Total Billing Adjustment  100,000.00 Total Revenue Adjustment  100,000.00
Fixed Billing Adjustment  100,000.00 Fixed Revenue Adjustment  100,000.00
Fixed Billing Allocation Complete Fixed Revenue Allocation Complete
> Additional Amendment Details
Reference 1D User Ref #1
User Ref #2
Amendment Components
‘ ‘ | Q | View Al
General Statistics [
Component Amend Ref #1 Label Fieldname Edit Type Old Value New Value
1| Amount Allocation Line 1 Billing Amount Update 1546943 1646943
2 Amount Allocation Line 1 Revenue Amount Update 1546943 1646943
Internal Notes
Retumn to General Information
23. | Click the Process Amendment button.
Amendment Details
Contract 0000002391 Amendment Number 0000000001
Sold To Customer 0000131138
Amendment Type Contract Line Process Date  07/09/2026
Amendment Reason  Modify Contract Line “Amendment Status | Ready h I Process Amendment I
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The Amendment Details page displays and the Amendment Status updates to “Complete”. The
amended amount has been successfully processed.

Amendment Details

Contract 0000002391

Sold To Customer 0000131138

Amendment Type Confract Line

Amendment Reason  Modify Contract Line

Total Billing Adjustment
Fixed Billing Adjustment

100,000.00
100,000.00

Fixed Billing Allocation Complete

> Additional Amendment Details

Reference ID

Amendment Number 0000000001

Amendment Completed On

Process Date  (7/09/2026

IAmendment Status Complete I

Total Revenue Adjustment  100,000.00
Fixed Revenue Adjustment  100,000.00

Fixed Revenue Allocation Complete

07/09/2026 3:03PM

User Ref #1
User Ref #2
Amendment Components
| i | ‘ a | View All
General Statistics [ 3
Component Amend Ref #1 Label Fieldname Edit Type 0Old Value New Value
1| Amount Allecation Line 1 Billing Amount Update 1546943 1646943
2| Amount Allocation Line 1 Revenue Amount Update 1546943 1646943
Intemnal Noies
Return to General Information
24. | Click the Return to General Information link.
I Retumn to General Informationl
l Return to Search l l Motify ]
The Amendments tab displays and the Contract Amount is updated and complete.
General Lines Amendments
[
Contract Number 0000002321 Sold To Customer  JAMES CITY COUNTY
Amendment Number 0000000001 Contract Status  ACTIVE

| Amend Contract

Amendments

\E\ Wisw All

General Statistics Biling Amended Amounts. Bevenue Amended Amounts. Misc. 112
Amendment .
Type Reason Process Date Status Detail Notes

0000000001 Contract Line Modify Contract Line 0TI0Z2026 Baail MNotes

0000000000 1111772025 Complate Detail Maotes
Billing Plans Revenue Flans Milestones Renewals Supplemental Data

Go To
General | Lines | Amendments
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25. Click the Lines tab.

General Amendments

Contract Number 0000002391
Amendment Number 0000000001

The Lines tab displays.

Geperal Lines Amendments

Contract Number 0000002391 Sold To Customer  JAMES CITY COUNTY
Amendment Number 0000000001 Contract Status  ACTIVE

[ Amend Contract

Contract Lines &

| View Al

General Detail Billing Amount Details Revenue Amount Datails Contract Liability I

3

Standalone
Sale

Actions Line Product Description Price Type Bundle Start Date End Date Status Supplementa

v Actions 1| AMT_PROJE3 Partic- CON - CCT-St| | Amount Q| [otz4z025 B || El|  Acive Supplemental

h »

Billing Plans Revenue Plans Milestones Renewals Supplemental Data ‘ More

Go To

General | Lines | Amendments

Update/Display

26. | Click the Detail tab under the Contract Lines section of the page.

Contract Lines &
ENEY View Al
‘General Billing Amount Details Revenue Amount Details Contract Liability [ 3
Actions Line Product Description Price Type Elansgil‘laone Bundle Start Date End Date Status Supplementa
v Actions 1| AMT_PROJE33 |Partic- coN-cCT-51| | Amount Q| [o1z4z025 " | E  Acve Supplemental
] »

The Detail tab displays.

Contract Lines &

=la]
General Detail Billing Amount Details Revenue Amount Details ‘Contract Liability 3
Actions Line Product Description Price Type  Billing Plan Revenue Plan Contract Terms Accounting Internal Notes Ship to Customer Name
wActions 1| AMT_PROJE33 Partic - CON - CCT - St Amount Action Required Action Required Contract Terms Distribution Internal Notes JAMES CITY COUNTY
] »
Billing Plans Revenue Plans Milestones Renewals Supplemental Data More

GoTo

m Return to Search - Update/Display

General | Lines | Amendments
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27.

Click the Ready or Action Required link under the Billing Plan column.

Contract Lines &

m Return to Search

General | Lines | Amendments

EIIEY
General Detail Billing Amount Details Revenue Amount Details Contract Liabilty
Actions Line Product Description Price Type || Billing Plan
Vv Actions 1| AMT_PROJE33 Partic - CON- CCT- St Amount Action Required
Billing Plans Revenue Plans Milestones Renewals

| view an

Revenue Plan Contract Terms ‘Accounting Internal Notes  Ship to Customer Name
Action Required Contract Terms Distribution Internal Notes JAMES CITY COUNTY
»
Supplemental Data v
oo M2 ]
Add Update/Display

The Billing Plan General tab displays.

Billing Plan General Events History

Contract 0000002391
Sold To Customer 0000131138 JAMES CITY COUNTY

Eilling Plan Bi01 Amount Based - Milestone:

Description | Amount Based - Milestone

Billing Method

Customer Information
Bi Uit | 50100 A Dept of Transpertation
#Bill To Customer | 0000131138

I

JAMES CITY COUNTY

Addr Num

Bill To Contact

Billing Options

Bill Type |C Pre Approved

n !
g

Bill Source |FROJE Direct Invoice

Summarization Template ID | VDOT_OTHER
_\VDOT Other

Billing Header Nate 2 Freview SUmmarzaton Template
Billing Default Overrides

Invoice Form |LANDSCAPE Q

i
E
z
§
B
o

Cycle ID | MONTHLY Q .
View Customer Defaults

Bill By ID |[FC_OTHER Q
IMan-Federal Project

Payment Method

BII

Payment Terms

Billing Inquiry | Ql

U

Billing Specialist

Return to General Information

Bl Unit 50100
Bill To pgog131138 JAMES CITY COUNTY
Currency USD
Hold
Amount Detail
Billing Amount 1,843,842.00
Total Amount 1,845,842.00
Total Billing History 1.543.842.00
Events Billed To Date 1.545,842.00
Add Update/Display

regardless of the status that displays.

Sometimes the Billing Plan status will be “Ready” and sometimes it will be “Action Required” as
this is a system issue. The Billing Plan and Revenue Plan should always be reviewed
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28. Click the Events tab.

Billing Plan General History

Contract 0000002391
Sold To Customer 0000131138

Billing Plan B101

The Events tab displays.

Billing Plan General Events History
Contract 0000002391 Bl Unit 50100
Sold To Customer 0000134138 JAMES CITY COUNTY Bill o pogp131138 JAMES CITY COUNTY
Billing Plan B101 Amount Based - Milestone Curmrency  USD
Define Events Amount Detail
O Percent
" Total Amount 1,646,943 00
® Amount
Remaining Amount 100,000.00
Add Milestone
Event Detail
(][]
Event Actions Event Type *Event Status Event Date Amount
1 ~ Actions Date Completed 11312025 Event Note 154694300 [+ | [ =]
2 “ Actions [ Date v| | Pending v| [1213025 ]| | Eventhote .00/ ‘ +. | | — ‘
Retum to General Information
Return to Search Notify Add Update/Display
Billing Plan General | Events | History

29. | Inthe Define Events section, verify the Amount radio button is selected. If not, select the

Amount radio button.

Define Events

O Percent

Add Milestone
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30. | In the Event Detail section of the page, update events and the Amount field for the amount of
the contract adjustment.

Event Detail

[=][]

Event Actions Event Type *Event Status Event Date Amount

1 ~ Actions Date Completed 11/13/2025 Event Note 1.546,943.00 ‘T| |?|
2 : “ Actions : Date | :| Pending v| Humazuza =) ;E\fem Note : | 100000.00'5 ‘T| :|j| :

Be sure the Event number is the same when the Revenue Plan page is updated.

31. | Update the Event Date to the needed bill date, and then set the Event Status to “Ready”.

Event Detail
1=/
Event Actions Event Type *Event Status Event Date Amount
1 v Actions Date Completad 111312025 Event Note 15469400 |+ | |~
l2 { vacions  {[Date v| |[Fencing | B[1z1azos [E| Jeventmoe | 10000000]§ |+ | §[ — |1
Pending
Return o General Information
Ready
Return to Search Notify Add Update/Display
Billing Plan General | Events | History

32. Click the Save button.

Returmn to General Information

l Return to Search ” MNotify ]

Billing Plan General | Ewvents | History

Rev 9/1/2026 Page 61 of 69



/;)Cardinal Project Accounting Job Aid
d

PA354 Amending Non-Federal Customer Contracts

(VDOT Only)
Step | Action
The Events tab displays and the Total Amount and Remaining Amount fields update.
Billing Plan General Events History
Contract 0000002391 Bl Unit 50100
Sold To Customer 0000131138 JAMES CITY COUNTY Bill To  ppop131138 JAMES CITY COUNTY
Billing Plan B101 Amount Based - Milestone Currency USD
Define Events Amount Detail
, Percent Total Amount 1,646,943.00
@ Amount
Remaining Amount 0.00
Add Milestone

Event Detail

[5][a]

Event Actions Event Type *Event Status Event Date Amount

1 v Adtions Date Completed 1111342025 Event Note 1,546.943.00 |Z‘ ‘Z|
2 v Actions [ pate v| |[Pending v| [1213025  [H]]  Eventnote 10000000 |Z‘ ‘E|

Return to General Information

Return to Search Notify Add Update/Display

Billing Plan General | Events | History

If the adjustment should be made to existing events that do not have an event status of complete,
0 do not add a new event. Change the event status for the event that needs to be updated from
“‘Ready” to “Pending”. This will open the amount field so the amount can be edited. Once
updated, change the event status back to “Ready” and click the Save button.

33. | Click the Billing Plan General tab.

| Biling Plan General | Events History

Contract 0000002391
Sold To Customer 0000131138
Billing Plan B101
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The Billing Plan General page displays.

Billing Plan General Events History
Contract 0000002301 El Unit 50100
Sold To Customer 0000131138 JAMES CITY COUNTY Bill Te gpogiatias JAMES CITY COUNTY
Billing Plan B101 Amount Based - Milestone Currency USD
Description | Amount Based - Miestone *Billing Status “Actions
Billing Method Held
Customer Information Amount Detail
- (50100 . n
Bl Unit | 350100 A Dept of Transportation Billing Amount 1,648,043.00
4 Total Amount 1,648,842.00
Bill To Customer |0000121138 Q JAMES CITY COUNTY S 54304300
otal Billing History 3
Events Billed To Date 1.549.843.00

34. Click the Save button.

Return to General Information

| Return to Search

[ ]

35. | After completing all updates, click the Reviewed button next to the Billing Status section.

El Unit 50100

Bill Te pooo13113s JAMES CITY COUNTY
Currency USD

Hold
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The Billing Plan General tab displays and the Billing Status field updates to “Ready” or “In Progress”.

Billing Plan General Everts Histary

Contract 0000002321

Sold To Customer 0000131138 JAMES CITY COUNTY

Billing Plan B101 Amount Based - Milestone
Description | Amount Based - Milestone
Billing Method

Customer Information

Bl Unit A Dept of Transportation

0000121138

!

*Bill To Customer JAMES CITY COUNTY
Addr Num

Bill To Contact

Billing Options

Bill Type |CCT Pre Approved

il

Bill Source |PROJE Q Direct Invoice

!

Summarization Template ID | VDOT_OTHER

__WDOT Cther
Eiling Header Nate Intemnal Notes Preview Summarzaton Templats

Billing Default Overrides

Invoice Form |LANDSCAPE Q,

Cycle ID | MONTHLY aQ

View Customer Defaults

Bill By ID |[PC_OTHER Q

Mon-Federal Praject
Payment Mathod | v

Payment Terms

B

Billing Inquiry ‘ Q|

Billing Specialist

D

Return to General Information

El Unit 50100
Bill To ppoo131138 JAMES CITY COUNTY
Currency USD
Hold
Amount Detail
Billing Amount 1.848.842.00
Total Amount 1,846.042.00
Total Billing History 1.546.043.00
Events Billed To Date 1.546.043.00
Add Update/Display

36. | Click the Return to General Information link at the bottom of the page.
I Return to General Information I
Save | Return to Search | Motify |
37. | Click the Detail tab.
Contract Lines @
General gnlingAmeumDe\ails Rewenue Amount Details Contract Liability '3
Actions. Line Product Description Price Type s‘“‘:f;“"“ Bundle Start Date. End Date Status Supplementa
~ Actions 1| AMT_PROJESZ Ameunt Q‘ |m,24,-2025 |E[| | E‘ Active Supplemental
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The Details tab displays.

Contract Lines @

General Detail Silling Amaunt Details Revenue Amount Details Contract Lisbilty |
Actions Line Product Description Price Type | Billing Plan Revenue Plan | Contract Terms Accounting Internal Notes | Ship to Customer Nams
“Actions 1| AMT_PROJE32 Partic - CON- CCT -5t Amount In Progress Action Required Contract Terms Distribution ntermnal Motes JAMES CITY COUNTY
« »

38. | Click Action Required link under the Revenue Plan column.

Contract Lines @

General Detail Billing Amount Details Revenue Amount Details Contract Lishilty I
Actions. Line Product Description Price Type | Billing Plan Revenue Plan || Contract Terms Accounting Internal Notes | Ship to Customer Name
v Acfions 1| AMT_FROJEZZ Partic- CON-CCT-5i | Amount In Progress Action Required ] Contract Terms Distribution ntenal Notes | JAMES CITY COUNTY
4

The Revenue Plan tab displays.

Revenue Plan
Revenue Plan
Contract 0000002381 Business Unit 50100 Currency USD
Sold To Customer 0000131138 JAMES CITY COUNTY GL Business Unit 50100
Revenue Plan RA01 GL Currency USD
Descripti [Amount Based - Milestone *Plan Status - Astions
Recognition Method  Milestone Hold
Define Events By Amount Detail
Percent
_ Total Amount 1.648.843.00
® Amount .
Intemnal Motes Preview Revenue Remaining Amount 10:0.000.00
Add Milestone
Event Detail
Event Event Type *Event Status Accounting Date Amount
1 Date Completed 111312025 Event Mote 1,548,842.00 E
: e e B
Retumn to General Information
Return to Search Motify | Add Update/Display

@

Billing Plan Events tab.

The Revenue Plan must be adjusted to match change made to the Billing Plan. The Revenue
events, event dates, event statuses and event amounts should be identical to what is on the
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39. In the Define Events By section, verify the Amount radio button is selected. If not, click the
Amount radio button.

Define Events By

Percent

ntemal Notes Presiew Revenue
Add Milestone

40. | In the Event Detail section, add a line if necessary to add an event. Remember, the Event
number should match the Billing Plan Event number.

Event Detail

Wiew Al
Event Event Type *Event Status Accounting Date Amount

1 Date Completed 113272025 Event Mote 1.545,043.00 E
2 | Date v| | Pending v| |1z-'1 312025 El Event Mote 0.00 E

41. | Enter the Amount (for this scenario 100,000)

Event Detail
Wiew Al

Event Event Type *Event Status Accounting Date Amount

1 Date Completed TMA32025 Event Mote 1.545.943.00 E E
- _—
"

42. | Update the Accounting Date to match what was entered on the Bill Plan.

Event Detail
Wiew Al

Event Event Type *Event Status Accounting Date Amount

1 Date Completed 111312026 Event Note 1,545,043.00 E
2 i[ Date v| i Pending v| ||1z1azozs | feventnote ; 100000.00 |} ; E |

Pending

Motify | m Add Update/Display

Retumn to General Information

Return to Search
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43. | Update the Event Status to “Ready”.
Event Detail
Wiew Al
Event Event Type *Event Status Accounting Date Amount
1 Date Completed 1171312025 Event Note 1,546,842.00 E
2 | Date v| I| Pending v| |12-'1 312025 E]| EE\:EN Note E
Retum to General Information Pending
Return to Search Motify | Add Update/Display
44. | Click the Save button.
Return to General Information
| Return to Search | Motify |
45. | After completing all updates, click the Reviewed button under the Plan Status section.
*Plan Status v Acdions
Hold
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The Revenue Plan tab displays and the Plan Status field updates to “Ready” or “In Progress”.

Revenue Plan

Revenue Plan

Contract
Sold To Customer

Revenue Plan

0000002321 Business Unit 50100 Currency USD
o0ooo1231138 JAMES CITY COUNTY GL Business Unit 50100
R101 GL Currency USD

[Amount Bzsed - Milestone

Description I *Plan Status I ~ Acfions
Recognition Method  Milestone Hold
Define Events By Amount Detail
Percent Total Amount 1.648.843.00

® Amount Remaining Amount 0.00

Intemal Motes Preview Revenus

Add Milestone
Event Detail
Event Event Type *Event Status Accounting Date Amount
1 Date Completed 111242025 Event Mote 1,546,042.00 E\
2 | Date e | | Ready e | | 12M13/2025 | Event Mote 100,000.00 E\

Retum to General Information

| Return to Search |

Moty |

Add Update/Display

I Return to General Information I

46. | Click the Return to General Information link at the bottom of the page.

| Return to Search Motify |
47. | Click the Lines tab.
General Amendments

Contract Number 0000002391

Amendment Number  o00000000
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The Lines tab displays.

General I Lines Ilmgndmenls
|E§I‘E_‘I
Contract Number 0000002391 Sold To Customer  JAMES CITY COUNTY
Amendment Number 0000000001 Contract Status  ACTIVE
[ Amend Contract
Contract Lines @
&][2]
General Detail Billing Amount Details Revenue Amount Details Contract Liability >
Actions Line Product Description Price Type Stal;:ﬂone Bundle Start Date End Date
v Actions 1 AMT_PROJE33 Partic - CON- CCT-S1| | Amount Q| [orap02s [ |
a
Billing Plans Revenue Plans Milestones Renewals Supplemental Data ‘ More
GoTo [~ |
[ Return to Search ] [ Notify ]
General | Lines | Amendments
48. | Click the Detail tab in the Contract Lines section.
Contract Lines @
LY
General Detail Billing Amount Details Revenue Amount Details Contract Liability (3
Actions Line Product Description Price Type Star;d;lone Bundle Start Date End Date
“ Actions 1 AMT_PROJE33 [Partic-CON-CCT-81|  Amount [ Q| |[otao2s  [E] | =]

The Detail tab displays in the Contract Lines section and the Billing Plan field and the Revenue Plan
field updates to “Ready” or “In Progress”.

General Lines Amendments

Centract Number 0000002391
Amendment Number 0000000001

[ Amend Contract

Contract Lines @

General | Lines | Amendments

Sold To Customer  JAMES CITY COUNTY

Contract Status  ACTIVE

=][a] ! vl
General Detail Billing Amount Details Revenue Amount Details Contract Liability [
Actions Line Product Description Price Type J Billing Plan Revenue Plan Contract Terms Accounting Internal Notes  Ship to Customer|
v Actions 1 AMT_PROJE33 Partic - CON - CCT - St Amount In Progress In Progress Contract Terms Distribution Internal Notes JAMES CITY COU
]
Billing Plans Revenue Plans Milestones Renewals Supplemental Data More ,,|
GoTo

Return to Search Add Update/Dj|
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