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Creating Non-Federal Amount-Based Prepaid Contracts Overview

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

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

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

Note: When creating a new Amount-Based Product, it is recommended that a Help Desk ticket
(vecc@yvita.virginia.gov) is submitted with “Cardinal Project Accounting (PA)” in the subject line. The
Cardinal Post Production Support (PPS) PA team will work with the user to ensure that the Product
is created correctly. If the Product is not set up correctly, it will have downstream impacts to the
Contract, Billing, and GL Distribution and require a Help Desk ticket to correct the errors. For more
information pertaining to creating an Amount-Based Product, see the Job Aid titled PA354 Creating
Customer Contract Products located on the Cardinal website in Job Aids under Learning.

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

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

Step | Action
1. Navigate to the Customer Contracts Query page by clicking the Contracts WorkCenter tile.
Contracts WorkCenter
= DDU
For information about WorkCenters, see the Job Aid titled Overview of the Cardinal Financials
WorkCenters located on the Cardinal website in Job Aids under Learning.
2. Use the following navigation in the WorkCenter: Queries > Contract Queries > Customer
Contract Products
Note: WorkCenter sections, folders, and pages may vary based on the user’s Security roles.
V_PA_CUST_CONTRACT_PRODUCTS - Customer Contract Products
O @ V_PA_CUST_CONTRACT_PRODUCTS - Customer Contract Products
[ My Work B -
“Business Unit Q
Billing Exceptions ~ Product ID(% for all) Q
“
Revenue Exceptions © Account(% for all) Q.
Dept ID (% for all) Q
> Links Q
[ Queries
S e T = = = >
Bill History by Contract
Billing Adjustment Validation
Billing Interface Errors. D
Contract ProjfActi Gombination
Contracts on Billing Hold
Customer Contract Products
Federal Exp Reclass Report
Identify Lines to Defer
Users can also access the Query Viewer page by clicking the Query Viewer tile on the Cardinal
home page, or by using the following navigation path:
NavBar > Menu > Reporting Tools > Query > Query Viewer
Users can then look up the query titled “V_PA_CUST_CONTRACT_PRODUCTS".
Rev 9/1/2026
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Step | Action
The V_PA_CUST_CONTRACT_PRODUCTS - Customer Contract Products page displays.
V_PA_CUST_CONTRACT_PRODUCTS - Customer Contract Products
*Business Unit Q
Product ID{% for all) a
Product Group(% for all) (e}
Account(% for all) a
Dept 1D (% for all) Q
Fund (% for all) o}
Status (A, 1, % for all)
| View Results |
Row Product Product Description Status Price Type Product Group Distribution Code
3. Enter the run criteria for the query.

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

*Business Un:‘tl 50100 |Gy

Product |D(% for all)j| DEF% QL
Product Group(% for all)j %e

Account(% for all)j %o

Dept 1D (% for all)] %
Fund (% for all)j % QL

Status (A, [, % for all)] %

felyeRye

4. Click the View Results button.

View Results
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Step

Action

The Customer Contract Products query results display.

| View Results |
Download results in:  Excel SpreadSheet CSV TextFile XMLFile (31kb)
View All First 1-82 0f 82 Last
Row Product Product Description Status  Price Type Product Group Distribution Code Distribution Code Desr Account Department  Fund Cost Center Program Projectld Activity
1 DEF_PROJE1 Partic Advance-HMO-CCT-Bristol A AMT DEF_HMOCCT PROJEHMOO01 Partic - HM0 - CCT/OTH-Bristol 4008060 11000 04100
2 DEF_PROJE10 Partic Advance-HM0-STA-Bristol A AMT DEF_HMOSTA PROJEHMO10 Partic - HMO - STA - Bristol 5014110 11000 04100 60400403
3 DEF_PROJET Partic Advance-HM0-STA-Salem A AMT DEF_HMOSTA PROJEHMO11 Partic - HMO - STA - Salem 5014110 12000 04100 60400403
4 DEF_PROJE12 Partic Advance-HMO-STA-Lynchbg A AMT DEF_HMOSTA PROJEHMO12 Partic - HM0 - STA - Lynchburg 5014110 13000 04100 60400403
5 DEF_PROJE13 Partic Advance-HMO-STA-Richmnd A AMT DEF_HMOSTA PROJEHMO13 Partic - HMO - STA - Richmond 5014110 14000 04100 60400403
6 DEF_PROJE14 Partic Advance-HMO-STA-Suffolk A AMT DEF_HMOSTA PROJEHMO14 Partic - HMO - STA - Suffalk) 5014110 15000 04100 60400403
7 DEF_PROJE15 Partic Advance-HMO-STA-Fredbrg A AMT DEF_HMOSTA PROJEHMO15 Partic - HM0 - STA - Fredsburg 5014110 16000 04100 60400403
8 DEF_PROJE18 Partic Advance-HMO-STA-Culpepr A AMT DEF_HMOSTA PROJEHMO16 Partic - HMO - STA - Culpeper 5014110 17000 04100 60400403
9 DEF_PROJE1T Partic Advance-HM0-STA-Stauntn A AMT DEF_HMOSTA PROJEHMO17T Partic - HMO - STA - Staunton 5014110 18000 04100 60400403
10 DEF_PROJE18 Partic Advance-HMO-STA-NOVA A AMT DEF_HMOSTA PROJEHMO18 Partic - HMO - STA - NOVA 5014110 19000 04100 60400403
11 DEF_PROJE19 Partic Advance-HM0-OTH-Bristel A AMT DEF_HMOOTH PROJEHMO01 Partic - HM0 - CCT/OTH-Bristol 4009060 11000 04100
12 DEF_PROJE2 Partic Advance-HM0-CCT-Salem A AMT DEF_HMOCCT PROJEHMO02 Partic - HMO - CCT/OTH-Salem 4009060 12000 04100
13 DEF_PROJE20 Partic Advance-HM0-OTH-Salem A AMT DEF_HMOOTH PROJEHMO02 Partic - HMO - CCT/OTH-Salem 4002060 12000 04100
14 DEF_PROJE21 Partic Advance-HM0-OTH-Lynchbg A AMT DEF_HMOOTH PROJEHMO0D3 Partic - HM0 - CCT/OTH-Lynchbg 4008060 13000 04100
15 DEF_PROJE22 Partic Advance-HMO-OTH-Richmnd A AMT DEF_HMOOTH PROJEHMO0D4 Partic - HM0 - CCT/OTH-Richmnd 4008060 14000 04100
16 DEF_PROJE23 Partic Advance-HM0-OTH-Suffolk A AMT DEF_HMOOTH PROJEHMO05 Partic - HM0 - CCT/OTH-Suffolk 4008060 15000 04100
17 DEF_PROJE24 Partic Advance-HM0-OTH-Fredbrg A AMT DEF_HMOOTH PROJEHMO06 Partic - HM0 - CCT/OTH-Fredbrg 4009060 18000 04100
18 DEF_PROJE25 Partic Advance-HMO0-OTH-Culpepr A AMT DEF_HMOOTH PROJEHMOO7 Partic - HM0 - CCT/OTH-Culpepr 4009060 17000 04100
5. Review the results to see if there is an existing Product that has the appropriate Product Group

and COA string which is needed to record the billing and revenue transactions for the Contract.

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

this Job Aid.

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

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

Step | Action

1. Navigate to the Query Viewer page by clicking the Query Viewer tile.

Query Viewer

&

The Query Viewer Search page displays.

" £ Cardinal Financials ‘ Query Viewer

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

*Search By | Query Name ~|  begins with [|

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

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

"Search By | Query Name v|  begins with V_PA_DISTRBUTION_CODES

3. Click the Search button.
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Step | Action

The search results display in the Search Results section.

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

"Search By begins with IVﬁPAiD[STRBUTIONi()ODES

Search Results

“Folder View [ __ All Folders -
Query
@ 1-10f1 v | ViewAll ‘
- Runto] Runto  Runto e Add to
Query Name Description Owner Folder LHIM!‘JH Excel XML Schedule Definitional References Favorites
V_PA_DISTRBUTION_CODES Distribution Codes Public ‘ ‘ HTML Excel ‘ XML Schedule Lookup References Favorite

4. Click the HTML link to run the Distribution Codes query.

Runto |Runto |Runto

Query Name Description Owner | Folder HTML |Excel |XML

V_PA_DISTRBUTION_CODES Distribution Codes Public HTML Excel XML

The Distribution Codes page displays in HTML format in a new browser tab.

v @ auery Viewer X  © auery x | +
C (&

V_PA_DISTREBUTION_COQDES - Distribution Codes

sein[__Ja

Account (% for all) Q
Fund (% for all) Q

Dept Id (% for all) Q

Cost Center (% for all) Q

View Results ‘

Row Distribution Code Effective Date Effective Status Long Description Short Description Account Dept ID
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Action

5. Enter the run criteria for the query.

*setlD

Account (% far all)
Fund (% for all)

Dept Id (% far all)

View Results

Cost Center (% for all)

50100
4%

04720

Q

Q
Q
% Q
% Q

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

6. Click the View Results button.

View Results

The Distribution Codes query results display.

Download results in
View All

Row Distribution Code Effective Date
1 ADVANCON34 07/01/2016
2 ADVANCON35 07/01/2016
3 AUDITAUDI2 01/0111901
4 COALSCOALS 01/01/1901
5 GENERGECN1 01/0141901
6 GENERGEN14 01/02/1901
7 MG&SECONO01 01/01#1901
8 MG&SECON02 01/01/1901
9 MG&SECONO03 01/0141901
10 MG&SECONO04 01/01/1901
11 MG&SECONO05 01/01#1901
12 MG&SECON0S 01/01/1901
13 MG&SECONO7 01/0111901
14  MG&SECON08 01/01/1901
15 MG&SECON09 01/01#1901
16 MG&SECON30 01/01/1901
17 MGESECON21 01/01/1901
18  MG&SECON32 01/0111901
19 MG&SECON34 07/01/2016
20 MG&SECON35 07/01/2016
21 MG&SECON26 01/0211901
22 MG&SEMGS51 07/01/2016
23 MG&SEMGS52 07/01/2016
24 MG&SERLDO1 06/10/2016

Effective Status

> > > > > P> > D>P >R EDREEE>RE>R DR

Excel SpreadSheet CSV Text File XML File (25 kb)

Long Description
Prepaid - CON - STA

Prepaid - CON - OTH

Audit - CON - OTH

Coal Severance - CCT

Generic Construction AR

Location & Design CON Private
Misc - CON - CCT/OTH-Bristol

Misc - CON - CCT/OTH-Salem

Misc - CON - CCT/OTH-Lynchburg
Misc - CON - CCT/OTH-Richmond
Misc - CON - CCT/OTH-Suffolk
Misc - CON - CCT/OTH-Fredsburg
Misc - CON - CCT/OTH-Culpeper
Misc - CON - CCT/OTH-Strunton
Misc - CON - CCT/OTH-NOVA

Misc - CON - OTH - G Office

Misc - CON - OTH - R. Ceuncil

Misc - CON - OTH - Fiscal

Misc - CON - State Agency

Misc - CON - Other Agency

Misc - CON - STA - Bristol

Misc - CON - MOU-STA-ORG 10021
Misc - CON - MOU-STA-ORG 15000
Misc - Revw Land Dev -Bristol

Short Description
ADVANCON34
ADVANCON35
AUDITAUDI2
COALSCOALS
GENERGECN1
GENERGEN14
MG&SECONO1
MG&SECON02
MG&SECON03
MG&SECON04
MG&SECONOS
MG&SECONO6
MG&SECONOT
MG&SECON08
MG&SECON09
MG&SECON30
MG&SECON31
MG&SECON32
MG&SECON34
MG&SECON35
MG&SECON36
MG&SEMGS51
MG&SEMGS52
MG&SERLDO1

Account
4003007
4003007
4009060
40042013
4009060
40040001
40042011
40042011
40042011
40042011
40042011
40042011
40042011
40042011
40042011
40042011
40042011
4009060
4003007
4003007
4003007
4003007
4003007
40026603

Dept ID
10030
10055
10015
11000
99999
10021
11000
12000
13000
14000
15000
16000
17000
18000
19000
10015
10029
10015
10030
10085
11000
10021
15000
11000

Task

Fund
04720
04720
04720
04720
04720
04720
04720
04720
04720
04720
04720
04720
04720
04720
04720
04720
04720
04720
04720
04720
04720
04720
04720

Cost Center

12000010

12000010

12000010
12000010
12000010
12000010
12000010
12000010
12000010
12000010
12000010
12000010
12000010
12000010

12070020

Program

514008

602001

First 1-82 of 82 Last

Project Activity

0000108401

7. Review the results to see if there is an existing Distribution

needed to record the revenue transactions for the Contract.

Code for the COA string which is

a. If the Distribution Code exists, proceed to the Creating an Amount-Based Prepaid
Product section of this Job Aid
b. If the Distribution Code does not exist, proceed to the Creating a Distribution Code
section of this Job Aid

Rev 9/1/2026
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Creating a Distribution Code

Step

Action

1.

Navigate to the Distribution Code page using the following path:

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

Find an Existing Value

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

The Distribution Code Find an Existing Value Search page displays.

| < Query Viewer | Distribution Code

@ Recent Searches [ Choose from recent searches v‘ f [1 saved Searches [ Choose from saved searches v] /

*SetlD [so100 a] Distribution Code | begins with | [ Q

- Show fewer options

O Include History

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

Click the Add a New Value button.

‘ (®Add a New Value

Add a New Value

The Distribution Code Add a New Value page displays.

|' < Query Viewer | Distribution Code

QUFind an Existing Value

*setid [50100 Q ‘Diswbutioncode [ Q

Add
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Step | Action

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

*SetlD | 50100 Q‘

3. Enter the applicable Distribution Code in the Distribution Code field.

The name of the Distribution Code should contain the corresponding Source Type and Category
(e.g., “PROJEPRO081”).

*Distribution Code |‘PROJEPR081 Q

4. Click the Add button.

Add

The Distribution Code page displays.

< Query Viewer Distribution Code
SetlD 50100 Distribution Code  PROJEPR081
Distribution Code Definition [a]i Tof1 v
“Ettectve Date (062312020 “status (-]
*Description l l
Short Description :]
*Distribution Type | Accouns Receivable -] & ContractAssetDistCose [ Q|
ChartField Values
*Account Fund Program Department Cost Center Task FIPS Asset
1l al | a |l a |l |l af | a | aj
Ll >
[ Update/Display H Include History ]

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

“Effective Date | 01/01/1901

Rev 9/1/2026 Page 10 of 53



4/ Cardinal Project Accounting Job Aid

V4 PA354 Creating Non-Federal Amount-Based Prepaid
Contracts (VDOT Only)

Step | Action

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

*Description | Partic - CON - STA-RICH-603023

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

Short Description |PROJEPR081

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

*Distribution Type | Revenue V|

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

*Status | Active v \l

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

Contract Liability Dist Code | ADVANADCN5 Q

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

V_PA_DISTRBUTION_CODES - Distribution Codes

*SetiD [B0100_ |3

Account (% for all) (4% Q
Fund (% for all) |04720 |Q

Dept Id (% for all) | % Q

Cost Center (% for all) | % Q

View Results

Download results in . Excel SpreadSheet CS5V Text File XML File (25 kb)

View All
Row Distribution Code Effective Date Effective Status Long Description
1 ADVANCON34 07/01/2016 A Prepaid - COM - STA
2 ADVANCOMN3S 07/01/2016 A Prepaid - CON - OTH
Rev 9/1/2026
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Step

Action

The Contract Liability Dist Code is used when creating an Amount-Based Deferred Contract Line
to default the Contract Liability Distribution. The Chart of Account (COA) values are used to
record the deferred revenue. The Deferred Revenue Distribution Code values should be
associated to all Project related Distribution Codes for the “PROJE”, “COAL”, “MG&SECON”",
and “MG&SEMGS” naming conventions.

10. | Complete the following fields in the ChartField Values section of the page:
Account: Enter the Account which should be used to book revenue. In most cases, this value
will be a revenue Account. In some cases, an expenditure Account is used to book revenue. In
these cases, the Program Code will need to be populated as well.
Fund: Enter the Fund Code which should be used to book revenue.
Program: Only enter the Program Code if an expenditure Account is used instead of a revenue
Account. The Program Code should be the Program from the Project Distribution of the Project
associated with the Contract.
ChartField Values
o
*Account Fund Program Department Cost Center Task
rrrrrrrrrrrrr 1 i5023230 Q] i04720 Q] i603023 QI i QI i QI i Q
11. Click the Save button.
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Creating an Amount-Based Prepaid Product

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

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

Step

Action

1.

Navigate to the Product Definition page using the following path:
NavBar > Menu > Products > Identify Product Details > Define Product and Attributes

Find an Existing Value

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

The Product Definition Find an Existing Value Search page displays.

|' & Distribution Code | Product Definition

@ Recent Searches [ Choose from recent searches v‘ / [l saved Searches I Choose from saved searches vl /
*SetlD lsomo QI Product ID [ begins with v\ l ‘
Description [ begins with v] I ] Product Use { = vl I v]
Model Number l begins with v] I ] Catalog Number [ begins with VI I ‘
Tax Product Number [ begins with v] I ] Product Kit a
Effective Status [ = v‘ l vl item ID [ begins with v‘ l Q]
~ Show fewer options
O case Sensitive
==

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

Click the Add a New Value button.

‘ (DAdd a New Value
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Step | Action

‘ < Distribution Code ‘

Add a New Value

The Product Definition Add a New Value page displays.

Product Definition

Q Find an Existing Value

*setiD |50100 Q

Add

*Product ID |NEXT Q

3. Enter “560100” in the SetID field, if it does not default.

*SetlD

50100 Q,

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

*Product ID |DEF_PROJES1 Q

5. Click the Add button.

Add

Rev 9/1/2026
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Step | Action

The Definition tab displays.

Definition Contracts Options

SetlD 50100

ProductID DEF_PROJES1

*Product Use [ Contracts Only

O Product Kit

*Description l

Long Description

Catalog Number l

Model Number l

Product Brand l

*Physical Nature l Goods

View Product Image

Definition | Contracts Options

il
“
254 characters remaining
I *Status [Active "I
Q ] Product Category [ Q l
vl Where Performed I v]
VAT Default VAT Service Treatment Setup
[ Add ] [ Update/Display ]

@

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

*Product Use

Contracts Only

Enter the Distribution Code in the Description field.

*Description

Partic Advance-CON-CCT-Bristol

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

*Physical Nature

Goods

b

7. Click the Save button.
[ e
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Step | Action

8. Click the Contracts Options tab.

Definition Contracts Options

The Contracts Options tab displays.

Definition Contracts Options
SetlD 50100 ProductlID DEF_PROJES1 Partic Advance-CON-CCT-Bristol
*Price Type [ Amount "’I
*Recognition Method [ Milestone VI

[J Third Party Flag
O Renewable

Percentage Cl

Templates

(O % of Total Contract Amount
(0% of Contract Lines

Revenue Plan El

Billing Plan El

Bill Plan Detail Template ID El
Renewal Plan E

{ Add H Update/Display

9. Click the Price Type dropdown button and select “Amount”.

]

*Price Type ‘ Amount

10. Click the Recognition Method dropdown button and select “Apportionment”.

*Recognition Method l Apportionment hd

11. Enter “APPORT_60” in the Revenue Plan field.

Revenue Plan |APPORT 60 Q

Rev 9/1/2026
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Step | Action
12. Enter “PREPAID” in the Billing Plan field.
Billing Plan |PREPAID Q
13. Click the Bill Plan Detail Template ID Look up icon and select the applicable value.

Bill Plan Detail Template ID | PROJE_CCT | QI‘

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

14.

Click the Save button.

15.

Click the NavBar icon.

16.

Click Menu and the Attributes by UOM menu list item.

NavBar: Menu €%

Menu > Products

Recently Visited Identify Product Details

O
|

= Define Product and Attributes

Favorites

. = Assign List Price

Menu E Assign Product Group
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Step | Action

The Attributes by UOM page displays.

& Definition Attributes by UOM

SetlD 50100 ProductlD DEF_PROJE81 Partic Advance-CON-CCT-Bristol

Standard Unit of Measure

uom @ | 10f1 v | ViewAll
Minimum Order Quantity :] Price
e > 1 B
: |
View All
Maximum Order :] Minimum Selling

Quantity Price

Increment :] I ] I QI E]

CIpefaut

Pricing Option
*Currency
Pricing UOM | Yes

I

[ Retumn to Search H Notify ]

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

EA Q

“UOM

18. Click the Save button.

I‘ Return to Search H Motify ‘

19. Click the NavBar icon.

na i @
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Step | Action

20. Click the Menu and the Assign Product Group menu list item.

NavBar: Menu £}

O,

Recently Visited

Q@

Favorites = Aftributes by UOM

. E Assign List Price

Menu | = Assign Product Group I]

Menu » Products

Identify Product Details

= Define Product and Attributes

The Assign Product Group page displays.

‘ & Attributes by UOM ‘ Assign Product Group

SetlD 50100 Product ID DEF_FPROJES1 Partic Advance-CON-CCT-Bristol
Groups
@ 1-10f1 ~ | ViewAl
- - Primary Primary Pricing
Group Type Product Group Descr Report Group
| ]l a 0 0 =

[ Return to Search

[ Notify }

21. Click the Group Type dropdown button and select “Contract”.

*Group Type

Contract hd
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22.

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

*Group Type *Product Group Descr
l Contract Vl l DEF_CONCCT Q %izerred - Constr Cty Co

@

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

23.

Click the Save button.

“ Retun to Search H Notify ‘

Rev 9/1/2026 Page 20 of 53




/;)Cardinal Project Accounting Job Aid
d

PA354 Creating Non-Federal Amount-Based Prepaid
Contracts (VDOT Only)

Defining a Distribution Set

Step

Action

1.

Navigate to the Distribution Sets page using the following path:

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

The Distribution Sets Find an Existing Value Search page displays.

Find an Existing Value

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

D) Recent Searches [ Choose from recent searches V] / Il Saved Searches [ Choose from saved searches V] /

*Business Unit [50100 Q ] Distribution Set ID I begins with v] I Q ]
Document Type [ = vl [ vl Product ID [ begins with v} I Q ]
Product Group [ begins with v] [ Q ] Customer ID I begins with v] I Q ]
Customer Group [beginswnh ,] [ Q] Region Code Ibegins with v] l Q]
Order Group [ begins with v] [ Q ] Inventory Unit I Q ]

Distrib. Type | begins with | | Q)

»~ Show fewer options
O Include History

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

Click the Add a New Value button.

‘ (P Add a New Value ‘
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The Distribution Sets Add a New Value page displays.

& Assign Product Group

Add a New Value

Distribution Sets

[ Q_ Find an Existing Value ]

*Business Unit |50100 Q

Document Type [

“Distribution Set ID m

3. Enter “50100” in the Business Unit field if it does not default.

*Business Unit |50100

Q

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

*Distribution Set 1D

NEXT

Q

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

Document Type | Contract

5. Click the Add button.

Add
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The Distribution Sets tab displays.

Distribution Sets Distribution Percentages
Unit 50100 GL Business Unit 50100
Distribution SetID NEXT Document Type  Contract
Distribution Set Description @ \ 1of1 ~ I View All
*Effective Date |006/23/2026 “Status l Active VI B
Product ID [ Q=
Product Group l Q l
Customer l Q l
Customer Group l Q l
Region l Ql
Order Group l Q l
Inventory Business Unit E
Distribution Type l Q l
[ Add ] [ Update/Display } Include History

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

*Effective Date | 01/01/1901

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

ProductlD |DEF_PROJES81 Q I a2

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

*Status | Active VI
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9. Click the Distribution Percentages tab.

Distribution Sets

Distribution Percentages

The Distribution Percentages tab displays.

Distribution Sets

Distribution Percentages

Unit 50100
Distribution Set ID NEXT

Distribution Percentages

Revenue Distribution

GL Business Unit 50100

Document Type Contract

Effective Date  01/01/1901

[a]

1of1 v | ViewAll

+=

Status Active

Revenue Percentage Total

‘ @ 1-10f1 v | ViewAl ‘ 100.00
Sequence *Revenue Code *Percentage
‘ 1“ Q| “ 10000 ‘B
[ Add H Update/Display H Include History

10. | Click the Revenue Code Look up icon and select the applicable Revenue Code (Distribution
Code) for the Product created.

*Revenue Code

| PROJEPROO1 Q

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

11. Click the Save button.
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Contracts WorkCenter

C:9DE|[|

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

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

v My Work

General Information

Billing Exceptions v Find an Existing Value (DAdd a New Value
(SR ErGIER v “ Search Criteria
Enter any information you have and click Search. Leave fields blank for a list of all values.
+ Links I
) Recent Searches | Choase from recent searches v £ I Saved Searches | Ghoose from saved searches v Z
Customer Contracts v
Define Contract General Info Business Unit ‘ - v‘ 50100 a Contract ‘ begins with \,‘ ‘ ‘
Contract Information Inquiry
Description ‘ begins with v‘ ‘ ‘ Sold To Customer ‘ begins with v‘ ‘ Q ‘
Federal Contracts o
———— y Customer Name | begins with ~| | \ Contract Status | begins with | | Q|
Billing % Processing Status. ‘ = v‘ ‘ v| Contract Type ‘ begins with v‘ ‘ Q ‘
Other Links P i
< Contract Classification ‘ = v‘ ‘ v| Region Code ‘ begins with v‘ ‘ Q ‘
> Queries
Contract Administrator ‘ begins with v‘ ‘ Q‘ Master Contract # ‘ begins with v‘ ‘ Q ‘
> Reports/Processes
~ Show fewer options.
O Case Sensitive

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

NavBar > Menu > Customer Contracts > Create and Amend > General Information
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The General Information Find an Existing Value Search page displays.

General Information

Find an Existing Value

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

©9) Recent Searches | Choose from recent searches v| /[ saved searches | Choose from saved searches v &
Business Unit |Z| [50100 Q] Contract ‘ begins with v| | |

Description | begins with +| | | Sold To Customer | begins with | | Q |
Customer Name | begins with + | | | Contract Status | begins with | | Q|
Processing Status | - v| | v‘ Contract Type ‘ begins with v| | Q |
Contract Classification | - v| | v‘ Region Code ‘ begins with v| | Q |
Contract Administrator | begins with v | | a Master Contract# | begins with v | Q|

~ Show fewer options

O Case Sensitive

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

3. Click the Add a New Value button.

| (HAdd a New Value I
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The General Information Add a New Value page displays.

General Information

Add a New Value

[ Q Find an Existing Value

*Business Unit |50100 Q

*Contract |NEXT

*Sold To Customer {

*Contract Classification | Standard v

Separate Fixed Billing and Revenue

Add

Separate As Incurred Billing and Revenue

4. Enter the Customer ID in the Sold To Customer field.
*Sold To Customer | 0000000015 Q
5. Click the Add button.
Add
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The General Information page displays with the General tab displayed by default.

General Lines
Contract Number NEXT Sold To Customer WHITEHURST PAVING COMPANY, INC.
“Contract Status ’ENDJNG Q
[ Copy From Confract ] ’ Add to My Contracts I
Description | | Processing Status Pending
Contract Admin | Q | Amendment Status
Region Code Q
| | Business Unit v pept of Transportation
Contract Type | Q | Contract Classification Standard
Currency Code |USD Q | Last Amended
Exchange Rate Type | CRRNT ~ | Last Update Date/Time

Last Update User ID

Contract Signed |05"23’2025 | Separate Fixed Billing and Revenue:
Separate As Incurred Billing and Revenue:

Contract Role | Q |

Revenue Profile | Q |

Use Project ChartFislds:

> Other Information

> Summary of Amounts @

BEilling Plans Revenue Flans Milestones Renewals Amount Allocation Supplemental Data GoTo More - |

General | Lines

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

»|Other Information

>|Summary of Amounts @

0 Complete the following required fields based upon the Contract.

6. Enter a description in the Description field.

Description I‘ Local - Prepaid Amount Based

7. Enter the appropriate Contract Type in the Contract Type field.

Contract Type || 0 Q
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8. Enter the appropriate date in the Contract Signed field.
Contract Signed |06!23f2[}26 ‘
9. Enter the appropriate legal entity in the Legal Entity field in the Other Information section.
Legal Entity |STATE Q|
10. | Enter the appropriate amount in the Fixed Billing field in the Summary of Amounts section.
Fixed Billing ‘ 120,000_00‘
11. | Click the Save button.

The page refreshes and the systematically-assigned Contract Number displays.

Contract Number | 0000002401

12.

Click the Lines tab.

General Lines
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The Lines tab displays.

General Lines

Contract Number 0000002401

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

Add Contract Lines ]

l Add Default Kt

Contract Lines ®

General | Lines

@ 11011 v I view Al
General Detail Billing Amount Details Revenue Amount Details Contract Liability Renewals >
3 " - - Hold Billing on | Hold Revenue standalone . .
Actions Line Product Description Price Type Unpaid Cost on Unpaid Cost sale Bundle Product Kit Start Date End Date Status
Actions ‘ ‘ ‘ ‘ ‘ ‘ ‘ ‘ ‘ ‘ ‘ Active ‘
4 >
Billing Plans Revenue Plans Milestones Renewals Amount Allocation Supplemental Data co
o To
Retumn to Search Add Update/Display

13.

Click the Add Contract Lines button.

‘ |[ Add Contract Lines }l [

Add Default Kit

The General Information Add Contract Lines Search page displays.

General Information
Add Contract Lines
Search ®
Product Group I| Q l U Product Kits
Product l l (J Renewable
Product Description l l
Price Type l Vl
Physical Nature l Vl
Create Adhoc Product Return to Contract Lines
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14.

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

Product Group |DEF_CONCCT |QI

@

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

15.

Click the Price Type dropdown button and select “Amount”.

Price Type | Amount

16.

Click the Search button.

The search results display in the Search Results section.

Search Results ()

@ >0 | Vienal

General  Templates
Product ‘Desnﬁ:mn ‘PhuTypE Physical ProductKit | *Fee Type Start Date End Dat Renewable Renewal Action Quantity uom ‘

O | 1|oEF_ProvEze Panic Advance-CON-CCT-Bristal ‘Amnum ‘Gunﬂs ‘N ‘Noﬂe [ EIR] ERE ‘E a
0| 2|oEF_Prouen Paric Advance-CON-CCT-Salsm ‘Amnunt ‘&:nn; ‘N ‘Nme [ EIR] ETRE ‘E

O | 3|peF_Prouest Paric Advance-CON-GCT-Lyrchby ‘Amnunt ‘&:nn; ‘N ‘Nme [ EIR] ETRE ‘E

0| 4|oEF PRoER Paric Advance-CON-CCT-Rishmnd ‘Amnunt ‘(‘xznns ‘N ‘Nme [ EIR] ETRE ‘E

O | 5|DEF PROUER Paric Advance-CON-CCT-Suffolk ‘Amnunt ‘(‘xznns ‘N ‘Nme [ EIR] ETRE ‘E

0| &|DEF_PROUES4 Partic Advance-CON-CCT-Fredbrg ‘Amnunt ‘(‘x}nds ‘N ‘Nuﬂe [ EIR] ETRE ‘E

0| 7|oEF_PROUESS Parti Advance-CON-CCT-Calpepr ‘Amnunt ‘(‘x}nds ‘N ‘Nuﬂe [ EIR] ETRE ‘E

O | #|pEF_ProsEss Partic Advance- CON-CCT-Stauntn ‘Amnunt ‘(‘x}nds ‘N ‘Nuﬂe [ g | gl v ‘E

0| 8|oEF_ProsEST Partic Advance-CON-CCT-NOVA. ‘Amnunt ‘(‘x}nds ‘N ‘Nuﬂe [ g | gl v ‘E

O | 10| DEF_PROUEST Partic Adv-CON-1st Cty-Sristol ‘Amnunt ‘(‘x}nds ‘N ‘Nuﬂe [ g | g v ‘E

O | 11|DEF_PrROUEER Partic Adv-CON-1st Cty-Salem ‘Amnunt ‘(‘x}nds ‘N ‘Nuﬂe N ‘E

O | 12 |DEF_PROUEES ‘Pamnmmuwmcq{ymm ‘Amnunt ‘(‘x}nds ‘N ‘Nuﬂe N ‘E

] \;!E'\EEDEF}'HO«JE?U iPamnMwC[lN—\lely«Rmhmnd iAmnunt i(‘x}nds EN ENME E E EN E EE

O | 14| DEF_PROUET! ‘Pamnmmuwmcqﬂamm ‘Amnunt ‘(‘x}nds ‘N ‘Nuﬂe N ‘E

0 | 15 |DEF_PROUET2 Partic Ad-CON-1et Ciy-Fredbry ‘Amnunt ‘(‘x}nds ‘N ‘Nuﬂe N ‘E v
¥ SeleatAll Clear Al

17.

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

[ | 13| DEF_PROJE70 Partic Adv-CON-1st Cty-Richmnd Amount
14 i DEF_PROJE71 Partic Adv-CON-1st Cty-Hampton Amount
[ | 15| DEF_PROJE72 Partic Adv-CON-1st Cty-Fredbrg Amount
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18.

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

O | 13| DEF_PROJETO Partic Adv-CON-1st Cly-Richmnd Amount Goods N None
14 | DEF_PROJET1 Partic Adv-CON-1st Cty-Hampton Amount Goods N None 06/23/2026
0 | 15| DEF_PROJET2 Partic Adv-CON-1st Cty-Fredbrg Amount Goods N Nane

@

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

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

changed.
19. | Click the Templates tab in the Search Results section.
General Templates
The Templates tab displays.
General Templates
Product Revenue Plan Billing Plan Billing Plan Detail Renewal Plan
O | 1 DEF_PROJE29 [APPORUSG 0.] [PREPAID Q] IF’ROJEﬁCCT Q] [ Q] R
O | 2 DEF_PROJE30 [APPORUso 0.] [PREPAID Q] IF’ROJEﬁCCT Q] [ Q] ‘
O | 3 DEF_PROJE3 [APPORUso 0.] [PREPAID Q] IF’ROJEﬁCCT Q] [ Q] l
O | 4 DEF_PROJE32 [APPORUso 0.] [PREPAID Q] IF’ROJEﬁCCT Q] [ Q] ‘
O | 5 DEF_PROJE33 [APPORUso 0.] [PREPAID Q] IF’ROJEﬁCCT Q] [ Q]
O | 6 DEF_PROJE34 [APPORUso 0.] [PREPAID Q] IF’ROJEﬁCCT Q] [ Q] ‘
O | 7 DEF_PROJE35 [APPORUso 0.] [PREPAID Q] IF’ROJEﬁCCT Q] [ Q] l
O | & DEF_PROJE36 [APPORUso 0.] [PREPAID Q] IF’ROJEﬁCCT Q] [ Q] ‘
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20. | Click the Revenue Plan Look up icon for the selected Product.
Product Revenue Plan Billing Plan Billing Plan Detail

O | 11|DEF_PROJEGS [APPORT_GG Q] lPREPAID O.] IPROJE_CCT Q]
O | 12| DEF_PROJEG9 [APPORT_GO QI lPREPAID O.] IPR‘OJE_CCT Q|
0 13| DEF_PROJETO [APPORT_SB QI [PREPAlD O.] IPROJE_CCT QI
14 | DEF_PROJE71 [APPORTJSU | a] lPREPAID Q] IPROJE?GGT QI
O 15| DEF_PROJE72 [APPORU;G QI lPREPAID Q] IPROJE?CCT QI

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

Look Up Revenue Plan X
Help
Search Results
View 100 1-10 0f 10 ~
Revenue
Plan ey
SetlD Plan Method Description
Template

50100 | APPORT_12 | Apportion | Apportionment -

.
A

50100 | APPORT_120 | Apportion | Apportionment - 120
50100 | APPORT_180 | Apportion | Apportionment -180
50100 | APPORT_24 | Apportion | Apportionment - 24
50100 | APPORT_36 | Apportion | Apportionment - 36
50100 | APPORT_4 Apportion | Apportionment - 4

50100 | APPORT_48 | Apportion | Apportionment - 48
50100 | APPORT_60 | Apportion | Apportionment - 60
50100 | MILESTONE | Milestone | Amount Based - Milestone

50100 | RATE As Incurr | As Incurred - Rate Based

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

Revenue
Plan ..
SetlD | Plan Method Description
Template

50100 | APPORT_12 | Apportion | Apportionment - 12

50100 | APPORT_120 | Apportion | Apportionment - 120

50100 | APPORT_180 | Apportion | Apportionment -180
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The Templates tab redisplays with the updated Revenue Plan selected.

General  Templates ‘
] ] Product Revenue Plan Billing Plan Billing Plan Detail Renewal Plan ]
0| 11| per_prouces [eromrw o |pren ] |[procer a | a]
0 2] ok_prosees [wrorrcoal [prermn a) o cer  al | a]
0| 13| Er_prouero wprorTeo Q| |[prepaD al [ocer  a | a)
14| DEF_PROJET1 |APPORT_12 a || [prePaip Q| ||Prose ceT al | Q|
O | 15| DEF_PROJET2 |APPORT 60 Q| | [PrePAID Q| ||Prose ceT al | Q|

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

Add Contract Lines l

The General Information Add Contract Lines Search page redisplays.

General Information
Add Contract Lines

Search @

Product Group lDEFﬁCONCCT O.I
Product Description l ]

Physical Nature l "‘]

O Product Kits

Product l I [ Renewable

Price Type l Amount V]

1 line(s) have been added to the contract

Create Adhoc Product

Return to Contract Lines

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

|1 line(s) have been added to the contractl

Create Adhoc Product

Retum to Contract Lines
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23. Click the Return to Contract Lines link.

1 line(s) have been added to the contract

Create Adhoc Product I Return to Contract Lines I

The Lines tab redisplays.

General Lines
)
Contract Number 0000002401 Sold To Customer WHITEHURST PAVING COMPANY, INC.
Contract Status  PENDING
Add Contract Lines I l Add Default Kit

ContractLines &

@ 1-10f1 v | ViewAl
General Detail Billing Amount Details Revenue Amount Details Contract Liability 3
Actions Line Product Description Price Type Sﬂr;t;?;one Bundle Start Date End Date *Status Supplemenl
|
v Actions 1|DEF_PROJET1 Partic Adv-CON-1st Cty Amount a Q | ‘06/23!2026 ‘ ‘ ‘ | Active v‘ Supplemenll
] v
Billing Plans Revenue Flans Milestones Renewals Amount Allocation Supplemental Data cot
o To

Return to Search Add Update/Display

24. Click the Save button.

Save l Return o Search H Motify l

This action saves the Contract Line and defaults the Contract Billing Plans and Revenue Plans
0 based on the Product.

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

Contract Lines ®

£
General Billing Amount Details Revenue Amount Details Contract Liability >3
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The Contract Lines Detail tab displays.

Contract Lines @
EY
General Detail Billing Amount Details Revenue Amount Details Contract Liability >
Actions Line Product Description Price Type Billing Plan Revenue Plan Contract Terms Accounting
~Actions ‘ 1| DEF_PROJET1 Partic Adv-CON-1st Cty Amount Pending Pending Contract Terms Distribution
26. | Click the Contract Terms link within the Contract Terms field.

Line Product Description Price Type Billing Plan Revenue Plan Contract Terms
1| DEF_PROJET1 Partic Adv-CON-1st Cty ‘ Amount Pending Pending Contract Terms

The Related Projects tab displays.

Related Projects
[
Contract Number 0000002401 Sold To Customer WHITEHURST PAVING COMPANY, INC.
Amendment Number Contract Status  PENDING
Contract Line 1 Price Type  Amount
Product DEF_PROJET1
Description  Partic Adv-CON-1st Cty-Hampton
|Associated Projects & Activities
1-10f1 ‘
*Project *Activity Source Type Category Subcategery
o | a] | al | a | a] | I
Create Project I [ Create Activity I
Return to General Information
Amount Allocation

l Return to Search ] l Notify ] l Refresh l Update/Display Include History l I Correct History

If additional tabs display, click the Related Projects tab.

27. Enter “50100” in the PC Business Unit field.
PC Business Unit |50100 Q
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28. | Enter the applicable Project ID in the Project field.

*Project =Activity

0000100624 Q ‘ [ Q

29. | Enter the applicable Activity in the Activity field.

*Project *Activity

i0000100624 Q l 716 Q

The selected Activity must be from the associated Project phase and the Project and Activity
must be active for the Accounting Distribution to save.

30. Click the Save button.

‘ Return to Search H Notify H Refresh ‘

31. Click the Return to General Information link.

Create Project ‘ ‘ Create Activity ‘

Return to General Information
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The Lines tab redisplays.

General Lines

Contract Number 0000002401 Sold To Customer WHITEHURST PAVING COMPANY, INC.

Contract Status  PENDING

Add Contract Lines I l Add Default Kit

Contract Lines &

@ 1101 v | View Al
General Detai] ﬂl\llng Amount Details Revenue Amount Details Contract Liabmw >3
Actions Line Product Description Price Type 5“'%:7?“ Bundle start Date End Date *Status Snpplemen‘
|
v Actions 1| DEF_PROJET1 Parlic Adv-CON-1st Cty| | Amount ‘ 0 Q] [oozamms  E| El| [acve  ~ Supp\emem‘
. ————————————— v

Billing Plans Revenue Plans Milestones Renewals Amount Allocation Supplemental Data ot
o
m Retum to Search Add Update/Display

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

Contract Lines @

£l
General Billing Amount Details Revenue Amount Details Contract Liability >

The Detail tab displays.

General Detail Billing Amount Details Revenue Amount Details Contract Liability >

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

v Actions 1| DEF_PROJET1 Partic Adv-CON-1st Cty Amount Pending Pending Contract Terms Distribution Internal Notes m"gITEHURST K

4

33. | Click the Distribution link in the Accounting field.

Contract Terms Accounting Internal Notes

Contract Terms Distribution Internal Motes
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The Accounting Distribution page displays.

Accounting Distribution
WHITEHURST PAVING COMPANY, INC.
Contract 0000002401 Line Num 1 Description  Parfic Adv-CON-1st Cty-Hampton
Billing Amount 0.00 Revenue Amount 0.00 Unit 50100 Currency  USD
Accounting Distributions @ 1 1of1 W | ViewAll
Define Distributions By E\
*Effactive Date |00/232028 ® Percent
. | Calculate Amounis
 Amaunt
Revenue
(=[]
Percentage Revenue Amount GL Unit Distribution Code Account Fund Program Department ce
100.00000000 0.00 | |50100 Q| |F'ROJEUCID5 Q| |4004201a Q‘ |o4720 Q| | Q| |15mu Q| [
4 [ ]
Contract Liabili
[o)[s]
Percentage Revenue Amount GL Unit Distribution Code Account Fund Program Department Cost Cenl
100.00000000 00050100 ADVANADCN1 a| |[ze0az0n a| |[osrz0 al | o [ocome al ||
4 [ ]
Contract Asset
@ 1-10f1 v | viewan
Percentage Eilling Amount Revenue Amount GL Unit Distribution Code Account Fund Program Department
10000000000 0.00 0.00 | 50100 AMT_CONGCCT Q | |112052 Q| |04720 Q | | Q | |99999
4 [
Return to General Information
Nty UpsateDisplay [ inciuds History | [ Comectistory

34. | Click the Correct History button.

Update/Display Include Histary Correct History
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35. | The Fund and Department fields must match for the Revenue, Contract Liability, and Contract
Asset Lines. Update the Fund and/or the Department values as applicable.

Revenue I
E/ \i/ 1-1of1 v

Percentage Revenue Amount GL Unit Distribution Code

100.00000000 0

4

Account Fund Program Department Co

‘04720 ql ‘ Q‘ [ 15000 af [

=
S

50100 Q

[ProvEUCINS Q

[a0022016 Q

v

Contract Liability

]

1-1of1 v

Percentage Revenue Amount GL Unit Distribution Code Account Fund

100.00000000 0.00| 50100 ADVANADCN1 Q

Program Department Cost Cent

04720 of || Q

[24042011 Q

‘99999 Q I |

Contract Asset

T

1-1of1 v | View Al

Percentage Billing Amount Revenue Amount GL Unit Distribution Code Account Fund Program Department

100.00000000 0.00 0.00 | 50100 AMT_CONCCT Q

[12082 Q| Joaro | 38 Q| faesgss

4

36. Scroll to the right as needed for the Revenue, Contract Liability, and Contract Asset Lines and
enter or select the following:

e PC Business Unit: enter/select the Agency Business Unit

e Project: enter/select the same Project ID that was used when the Contract Line was
created

o Activity: enter/select the same Activity that was used when creating the Contract Line

Revenue
&[]

Agency Use 1 Agency Use 2 Eﬁf“i“e“ Project Activity

Source Type Category Subcategory Affiliate

(e aljl aj |l aj | aj

»

\ a |l a

[s0100 Q

(0000100624 Q

‘ Ll

Contract Liability

Agency Use 1 Agency Use 2 ST Project Activity

Source Type Category Subcategory A

E Q ‘ Q ‘50100 Q |nonn100524 Q ‘715 QIJ‘ O,H Q|| Q‘[
4

Contract Asset
@ 110f1 v | View Al
Agency Use 1 Agency Use 2 EﬁiF“Si““ Project Activity Source Type Category Subcategory Affiliate
0.‘ ‘ Q| ‘ Q‘ ‘50100 Q| |0IJUO1UDGZA Q‘ ‘715 0.‘ ‘ Q| | Q ‘ | 0.‘
4 »
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Step | Action

37. Click the Save button.

| Return to Search H Motify |

A Message displays in a pop-up window indicating that the “Contract Asset accounting distribution has

been changed”.

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

‘ OK H Cancel ‘
38. | Click the OK button.
I] 0K ﬂ‘ Cancel |
39. | Scroll to the right as needed and verify that all of the distributions display as “Valid” (Valid
checkbox option checked).
al |l aj | a | Q (-]
al al | al|l QI-B
Aofl v | viewAll
al|l al | |l al | a
40. | Click the Return to General Information link at the bottom of the page.
Return to General Information
m | Return to Search | | N otify |
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The Lines tab redisplays.

General Lines

Contract Number 0000002401 Sold To Customer  WHITEHURST PAVING COMPANY, INC.

Contract Status  PENDING

Add Centract Lines. ] [ Add Default Kit

Contract Lines @

\E‘ 1-10f1 v | View All
General Detail Billing Amount Details Revenue Amount Details Contract Liability [
Actions Line Product Description Price Type | Stondalone g gy, Start Date End Date *Status Supplemerl
v Actions 1| DEF_PROJET1 Partic Adv-CON-1st Cty| | Amount o Q ‘ ‘I]EIZ}/ZI]ZE | ‘ ‘ [Acive | Supp[emem:
4 » |

Billing Plans Revenue Plans Milestones Renewals Amount Allocation Supplemental Data
Go To

General | Lines

41. Click the Amount Allocation link.

Renewals Amount Allocation Supplemental Data

The Billing Allocation tab displays.

Billing Allocation

Contract 0000002401 Sold To Customer 0000000015 WHITEHURST PAVING COMPANY, INC
Business Unit 50100 Currency  USD Contract Admin

Contract Billing &

Total Billing [ 1 Unallocated Billing 0.00

~ Fixed Billing ®

Fixed Billing 120,000.00 Unallocated Fixed Billing 120,000.00

Billing Discounts/Surcharges 0.00 Inclusive Prepaids 0.00

Net Fixed Billing 120,000.00 Allocation | Incomplete M

Contract Line Pricing &
EY —

Retrieve || ] ) ) . =T | - )
Billing Price Line Product Bundle Price Type Quantity Extended Price Billing Amount Discounts/Surcharges Net Billing | Simulate Billing Pricing | Actions
o 1 DEF_PROJET1 Amount 1.0000 0.00 0.00 0.00 | Simulate Biling Pricing wActions

= Select All o Clear All Recalculate
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Step | Action
42. | Enter the applicable amount in the Total Billing field.
Contract Billing @
Total Billing 120,000.00 I
43. | Enter the applicable amount in the Fixed Billing field if it does not auto-populate.
Note: This is the fixed billing amount entered on the General Information page.
~ Fixed Billing @
Fixed Billing 120,000.00
44. | Enter the fixed billing amount in the Billing Amount field in the Contract Line Pricing section.
Contract Line Pricing ®
EIIEY
Biﬁrnt;ig:'?ce Line Product Bundle Price Type Quantity | Extended Price Billing Amount
0 1 DEF_PROJET1 Amount 0.00 |
45. | Click the Recalculate button.
Note: It does not matter which Recalculate button is clicked.
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This process updates the Allocation field from “Incomplete” to “Complete” and updates the Net Billing,
Billing Amount, and Total Billing fields with the applicable amount.

Eilling Allocation

Contract  0ODODO2401 Sold To Customer  0DOIC0CO1S WHITEHURST PAVING COMPANY, INC.

Business Unit 50100 Currency  USD Contract Admin

Contract Billing &

Total Eilling 120.000.00 Unallocated Billing 0.00

~ Fixed Billing &

0.00

Fixed Billing 120,000.00

Billing Discounts!Surcharges 0.00 s 0.00
Net Fixed Billing 120,000.00 Allocation | Complete v

Confract Line Pricing ©
=l =

Retrieve
Billing Price

| (m} 1 DEF_PROJET1 Amount 1.0000 000 120,000.00 0.00 120,000 0GgSimulate Billing Pricing v Actions

Line Totals &

Billing § yot gilling fSimulate Billing Pricing | Actions.

Discounts/Surcharges

Extended Price

Price Type ‘ Quantity

Billing Amount

Bundle

Line

Product

Eilling Amount 120,000.00 I Recurring Billing 0.00
Jiscounts/Surcharges 0.00 Billing Limit 0.00 I Total Billing 120,000.00

Prepaids
Retumn to General Informat

46. Click the Save button.

| Return to Search || Maotify |

47. Click the Return to General Information link.

Prepaids
| Return to General Information |

| Return to Search H Matify |
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The Lines tab redisplays.

General Lines

Contract Number 0000002401

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

Add Confract Lines

[ Add Default Kit

Contract Lines @

General | Lines

@ 1-10f1 v | View Al
General Detail Billing Amount Details Revenue Amount Details Confract Liability [
Actions Line Product Description Price Type ‘ s"a';:?;um Bundle Start Date End Date *Status Supplemer
~Actions ‘ 1 ‘ DEF_PROJET1 Paric Ady-CON-1st Gty ‘Amuunl ‘ 0 ‘ ‘ Q| |[osr3r02s | ‘ ‘ B [acve  v] |susplemen
L] »
Billing Plans Revenue Plans Milestones Renewals Amount Allocation Supplemental Data

M v
GoTo
Update/Display

48. | Click the Billing Plans link.

I
Billing Plans

Revenue Plans

Save | Return to Search || MNotify |

The Assign Billing Plan page displays.

Assign Billing Plan

Contract 0000002401
Sold To Customer WHITEHURST PAVING COMPANY, INC.

Local - Prepaid Amount Based

Contract Lines to be Assigned [ Unassigned

Bill Plan to Assign / Unassign

Billing Method |

Description | ‘

Assign selected Lines/Seguences to Billing Plan

Return to General Information

Return to Search

1-10f1 v | view Al ‘
Line Product Line Description ‘ Billing Amount | Price Type Plan Plan Description Billing Method Status
Palic Adv-CON-1st | ) , ]
o 1 DEF_PROJET1 Ciy-Hamplon ‘ 120,000.00 | Amount | Prepaid - Immediate Immediate Pending “
[+  Select Al Clear All

Billing Plan Template E
Bill Plan Detail Template ID E

Unassign selected Lines/Sequences from Billing
Plan
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49, Click the B101 link in the Plan field.

Plan

Billing Amount | Price Type Plan Description

120,000.00 | Amount Prepaid - Immediate

The Billing Plan General tab displays.

Eilling Plan General History
Contract 0000002401 EBlUnit 50100
Sold To Customer 0000000015 WHITEHURST PAVING COMPANY, INC. Bill To  ooonaoois WHITEHURST FAVING COMPANY, INC.
Billing Plan B1 Frepaid - Immediate Currency USD
Description [Prepaid - Immediate | *Billing Status
Billing Method | Immediate w Ready at Activation
Customer Information Amount Detail
it | 50100 illi
*Bill To Cust 0000000015 Total Amcunt 120,000.60
Hl 1 Lustomer Q WHITEHURST FAVING COMPANY, o
_ INC. Total Billing History 0.oo
A N =
Billing Options
Bill Type |CCT Q Pre Approved
Bill Source |PROJE a O Direct Invoice
Summarization Template ID |VDOT_OTHER Q
WDOT Cther
Billing Header Mats Intemal Motes Freview Summarization Template
Billing Default Overrides
Invoice Form |LAMDSCAPE Q
Cycle ID | MONTHLY =1 _
View Customer Defaults
Bill By ID |PC_OTHER Q
MNon-Federal Project
Payment Method | V|
Eilling Inquiry | Q|
Billing Specialist \:\
Return to Assign Billing Plan
Save Return to Search | Motify | Add Update/Dizplay

@

No changes are required on this page. However, the user should confirm that the information in
the Billing Options and Bill Default Overrides sections is accurate.
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50. | Click the Return to Assign Billing Plan link.

Return to Assign Billing Plan

‘ Return to Search H Motify |

The Assign Billing Plan page redisplays.

Assign Billing Plan

Contract 0000002401 Local - Prepaid Amount Based
Sold To Customer  WHITEHURST PAVING COMPANY, INC.

Contract Lines to be Assigned / Unassigned

1161 v | View Al

‘ Line Product Line Description Billing Amount | Price Type Plan Plan Description Billing Method Status
Partic Adv-CON-1st [ ) ' ' )
m] ‘ 1 ‘DEF_PROJETI Cty Hampton ‘ 120,000.00 | Amount | E101] Prepaid - Immediate Immediate Pending
¥ SelectAll 1 ClearAll

Bill Plan to Assign / Unassign

Billing Plan |NEXT Q Billing Plan Template \:I
Billing Methad | ~| Bill Plan Detail Tomplats [ Q1

Description ‘ ‘

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

Return to General Information

51. Click the Return to General Information link.

I Return to General Information I

‘ Return to Search || Notify |
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The Lines tab redisplays.

General Lines

Contract Number

0000002401

Sold To Customer  WHITEHURST PAVING COMPANY, INC.

Contract Status  PENDING

Contract Lines @

Add Contract Lines

l [ Add Default Kit

. @ 1-10of1 | ViewAll
General Detail Billing Amount Details Revenue Amount Details Contract Liability >
Actions Line Product Description Price Type Sm';l?;m‘e Bundle Start Date End Date *Status Supplemerl
v Actions 1| DEF_PROJET1 Partic Adv-CON-1st Cty| | Amount &) Q] [[oszamzs [ || ERIEE Supplemem:
Ll > |
Billing Plans Revenue Plans Milestones Renewals Amount Allocation Supplemental Data
Go To
Billing Plans | Fevenue Plans |
Return to Search | | Motify |
General | Lines
Assign Revenue Plan
Contract 0000002401 Local - Prepaid Amount Based
Sold To Customer  WHITEHURST PAVING COMPANY, INC.
Contract Lines to be Assigned / Unassigned
\E\ -10f1 v I View Al ‘
Line Product ‘ Description Revenue Amount .?;';: ‘ Plan Plan Description ‘ Revenue Method ‘ Status
Partic Adv-CON-1st - " "
[} ‘ 1| DEF_PROJET Gty-Hampton ‘ 120,000.00 | Amount ‘ Apportionment - 12 Apportionment Pending H
¥ geisctan O clearan
Revenue Plan Assign/Unassign
Revenue Plan |NEXT Q Revenue Plan Template E
Revenue Method ‘ V|
escription ‘ ‘
Assign selecled contract lines to Revenue Plan Unassign selected contract lines from Revenue Plan
Return to General Information
Retum to Search
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53. | Click the R101 link in the Plan field.

Price

Type Plan Plan Description

Amount R101 Apportionment - 12

The Revenue Plan page displays.

Ravanun Flan
Revenue Plan
Coniract  coooOn2401 Susinsce Ut 50100 Curmnoy  USD
Enid To Cuctomer  0ODODOODYS WHITEHURST FAVING COMPANY, BT GL Buzinerc Unt G090
Revanus Flan RiD1 OL Curmanoy - USD
Ovcasiton S
Recognition Mathod  Appamianmant Roady ot Acivation

Defne Eventa By Amgunt Detal

% Paroant [ Tetal & mount 120,00000

O Ameant Remaling Farcent 0

Intamal Notes

Remaining Amount an
Apportienment Paramsters
startDate [nezazoss  [H) End Dats [ Mumbar cf Parlzds I:I
S —

Event Datall
Event ;El;':: Aooouniing Dabs Parcant Amaunt | From Das Ta Dats
1 Evack Holn 832333333 10,000.00 |c:mz.'znza [:jl |c,e.'11-2:zs [:j| B
2 Evack Holn 832333333 10,000.00 |c,e.'12.'znza [:jl |ce.'11-2:zs [:j| B
L] Evack Hola 832333333 10,000.00 |ce.'12.'znza [:jl | 100112628 [:j| B
: Evack Holn 832333333 10,000.00 | 10 HEZE [:jl | NANZ02E [:j| B
5 Evack Holn 832333333 10,000.00 | 1nzzczE [:jl | 12112628 [:j| B
& Evack Holn 832333333 10,000.00 | 1ZNHEIZE [:jl |c|n1-2|:2r [:j| B
7 Evack Holn 832333333 10,000.00 |cmz.'znz.' [:jl |c:2.'11-2|:2r [:j| B
L Evack Holn 832333333 10,000.00 |c:2.'12.'znz.' [:jl |ce.'11-2|:2r [:j| B
1 Evack Holn 832333333 10,000.00 |:>e.'12.'znz.T [:jl |c4.'11-2|:2r [:j| B
n Evack Holn 832333333 10,000.00 |c4.'12.'znz.' [:jl |c,5:11-2|:2r [:j| B
" Evack Holn 832333333 10,000.00 ||:,:».'12.'znz.T [:jl |:e.'11-2|:2r [:j| B
12 Rracyw oI Z0RT | [ Evert Hotw 10,000.00 |:e.'12.'znz.' [:jl |c:m1-2|:2r [:j| -
Folum & Assign Revenus Fian
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The Recognition Method field defaults to “Apportionment” for the Contract. The Event Detail
0 section prepopulates based on the Revenue Plan selected when the Contract Line was added.
No changes are required on this page. However, the user should confirm that the number of
Events is as expected in the Event Detail section. If the number of Events is not as expected,
the user should review the selected Revenue Plan for accuracy.

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

I Return to Assign Revenue Plan

“ Return to Search || Motify |

The Assign Revenue Plan page redisplays.

Assign Revenue Plan

Contract 0000002401 Local - Prepaid Amount Based
Sold To Customer WHITEHURST PAVING COMPANY, INC.

Contract Lines to be Assigned / Unassigned

\E\ 1-10f1 v | ViewAl
Line Product Description Revenue Amount $;|:e Plan Plan Description Revenue Method Status
u] 1| DEF_PROJET1 Eg’fﬁ;g;g’f“"m 120,000.00 | Amount Apportionment - 12 Apportionment Pending
™ selectal O clearl

Revenue Plan Assign/Unassign

Revenue Plan |NEXT Q Revenue Plan Template l:l

Revenue Method | "|

Description | ‘
-
Ll Assign selected contract lines to Revenue Plan Unassign selected contract lines from Revenue Plan

Return to General Information

Return to Search

55. Click the Return to General Information link.

Return to General Information
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The Lines tab redisplays.

General Lines

Contract Number 0000002401

Sold To Customer
Contract Status

PENDING

WHITEHURST PAVING COMPANY, INC.

Add Coniract Lines ] [

Add Default Kit

Contract Lines &

IE’ 110f1 v | view Al
General Detail Billing Amount Details Revenue Amount Details Contract Liability >
Actions Line Product ‘ Description Price Type ‘ sm"sg?éone Bundle Start Date End Date *Status Supplemer|
v Actions ‘ 1 ‘ DEF_PROJET1 ‘ Partic Adv-CON-1st Cly ‘ Amount ‘ D “ al “06123{2025 | ‘ ‘ ]| M Active | | Supplemen
4 b
Billing Plans Revenue Plans Milestones Renewals Amount Allocation Supplemental Data More ~
Go To
m Return to Search Update/Display
General | Lines
56. | Click the General tab.
Lines
The General tab redisplays.
General Lines
Contract Number 0000002401 Sold To Customer  WHITEHURST PAVING COMPANY, INC.
*Contract Status IPEND[NG Q»]
Add to My Contracts l
Description |Laca|— Prepaid Amount Based | Processing Status  Pending
Contract Admin | Q | Amendment Status
Region Code Q . .
| | Business Unit  ya Dept of Transportation
Contract Type |0 Q | Contract Classification  Standard
Currency Code  USD Last Amended
Exchange Rate Type | CRRNT v‘ Start Date  06/23/2026
End Date
Contract Signed |05f2312|]26 |
Last Update Date/Time 06/23/2026 3:41:39PM
Contract Role | Q | Last Update User ID
Separate Fixed Billing and Revenue:
Revenue Profile | a | 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 v
General | Lines
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This section of the Job Aid begins on the Customer Contract General Information page. For
information and navigation to get to this step, refer to the Creating a Non-Federal Amount-Based

Prepaid Contract section of this Job Aid.

Step | Action

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

General Lines

Contract Number 0000002401

Description ‘anal- Prepaid Amount Based ‘

Contract Admin ‘ 0\‘
Region Code ‘ Q ‘
Contract Type ‘0 Q ‘

Currency Code  USD

Exchange Rate Type ‘ CRRNT V|
Contract Signed [06123/2026 =]
Contract Rols | Y
Revenue Profile ‘ Q ‘

Sold To Customer WHITEHURST PAVING COMPANY, INC.

“Contract Status [PEND|NG Q ]

Add to My Contracts ]

Processing Status Pending

Amendment Status

Business Unit  ya pept of Transportation
Contract Classification ~Standard
Last Amended
Start Date  06/23/2026
End Date
Last Update Date/Time 06/23/2026 3:41:39PM
Last Update User ID

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

Use Project ChartFields:

> Qther Information

> Summary of Amounts @

m{ Retumn to Search H Notify l

General | Lines

Billing Plans Revenue Plans Milestones Renewals Amount Allocation

Supplemental Data GoTo | More

]

Add Update/Display

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

Sold To Customer WHITEHURST PAVING COMPANY, INC.

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

General Lines Amendments
Contract Number 0000002401 Sold To Customer WHITEHURST PAVING COMPANY, INGC.
Amendment Number popoooo0og *Contract Status |ACTIVE Q
[ Amend Contract l Add to My Contracts I
Description ‘Loca[ - Prepaid Amount Based | Processing Status  Active
Contract Admin ‘ Q ‘ Amendment Status
Region Code Business Unit VA Dept of Transportation
Contract Type 0O Centract Classification Standard

Last Amended
Start Date  06/23/2026
End Date
Last Update Date/Time 06/23/2026 4.05:21PM

Currency Code ysp
Exchange Rate Type CRRNT
Contract Signed  06/23/2026

Contract Role

2. Click the Save button.

[ Return to Search H Motify l

0 The initial prepaid amount can be changed after it is processed by creating and processing an
amendment. One example of this is when a prepaid amount is reduced to the unused prepaid
balance. For more information pertaining to creating and processing an amendment, refer to the
Job Aid titled PA354 Amending Non-Federal Customer Contracts. This Job Aid is located on

the Cardinal website in Job Aids under Learning.
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