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Creating Non-Federal Recurring Contracts Overview

In order to create a Recurring Contract, a Recurring Product must first be created. The Recurring
Product defines the billing start date, the billing schedule, and the number of occurrences. Each time the
contract is eligible for billing (based on the Recurring Product definition), the system automatically
generates the appropriate invoice lines and sends them to the Billing module, along with the accounting
distribution, for processing.

There are three steps that must be followed to create a recurring Product:
¢ A Revenue/Bill Plan template must be created for the number of billings (e.g., 3 months, 6
months, etc.)
e A Product must be created
e A Distribution Set must be created

Note: To create a new recurring Product, it is recommended that a Help Desk ticket
(vecc@vita.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.

When creating a Recurring Product in Cardinal:
e Create the Recurring Revenue/Bill Plan (if the template already exists, skip this step)
e Create the Product Definition
e Attribute by Unit of Measure
e Assign the List Price
e Assign the Product Group
e Associate the new Product with a Distribution Set and Distribution Code

Creating Non-Federal Recurring Contracts involves the following steps:

¢ Creating Contract Header — When creating the Contract Header, information is defined for the
entire Contract. This may include the Contract signed date, the Contract Administrator, and the
Contract Type.

e Creating Contract Line(s) — Contracts may have more than one Contract Line. However, most
Recurring Contracts will only have one. At this level, a Product is chosen that defines the
Contract as recurring.

e Associating Project and Activity — A Project and Activity are associated to a Contract Line on the
Related Projects page.

e Updating the Distribution — The Project and Activity must be defined on the Distribution.

e Reviewing the Billing Plan — The Billing Plan is created automatically and can be viewed. The
user can also stop the recurring billing before the scheduled end date by changing the end date
and saving it on this page.

e Activating the Contract — Activating a Contract indicates that all data for the Contract is in
Cardinal and that billing will commence.
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Unlike Rate-Based Contracts, the same Project/Activity combination can be associated with more than
one Contract Line for a Recurring Contract. After creating the Contract, adding Product(s), setting the
limits, and associating the Project/Activity(s), the Contract is ready to be set to “ACTIVE”.

Navigation Note: Please note that there may 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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Before creating a Revenue/Bill Plan Template, validate that a Revenue/Bill Plan Template has not been

created for the number of months that the Contract will need to produce a Bill.

Step | Action

1. Navigate to the Revenue/Billing Plan Template page using the following path:

Templates > Setup CA Rev & Bill Plan Tmplt

NavBar > Menu > Set Up Financials/Supply Chain > Product Related > Contracts >

The Revenue/Billing Plan Template Find an Existing Value Search page displays.

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

|' & Cardinal Financials ‘ Revenue/Billing Plan Template

Find an Existing Value

{7) Recent Searches | Choose from recent searches V| / [] Saved Searches | Choose from saved searches ‘-"| f
“SetlD |Z| (i Q] Plan Template 1D [ begins with v/ | Q|
Plan Method | = v‘ | v| Description ‘ begins with v‘ | |

 Show fewer opticns

[J Case Sensitive

in Job Aids under Learning.

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

2. Enter “REC” in the Plan Template ID field.

*SetlD [ = v] |5g100 Ql Plan Template ID | begins with v] IREC

3. Click the Search button.

-
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Step | Action
The search results display in the Search Results section.
~ Search Results
36 results - SetlD "50100™ Plan Template ID "REC"
> 3l | ViewAl

SetlD Plan Template 1D Plan Method
50100 RECUR_1 Recurring
50100 RECUR_10 Recurring
50100 RECUR_11 Recurring
50100 RECUR_12 Recurring
50100 RECUR_120 Recurring
50100 RECUR_12Q Recurring
50100 RECUR_15 Recurring
50100 RECUR_16 Recurring
50100 RECUR_17 Recurring
50100 RECUR_18 Recurring

Description

Recurring - Monthly - 1

Recurring - Monthly - 10

Recurring - Monthly - 11

Recurring - Monthly - 12

Recurring - Monthly - 120

Recurring - Quarterly 12

Recurring - Monthly - 15

Recurring - Monthly - 16

Recurring - Monthly - 17

Recurring - Monthly - 18

If an applicable Template is not found, the user must create a new one.

Click the Add a New Value button.

() Add a New Value
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Step | Action

The Revenue/Billing Plan Template Add a New Value page displays.

| £ Cardinal Financials | Revenue/Eilling Plan Template

Add a New Value Q,Find an Existing Value

5. Enter the Plan Template ID in the Plan Template ID field. Use “RECUR _” followed by the
number of Bills. If quarterly, add the letter “Q” behind the number of bills (e.g., “RECUR_14Q").

*SetlD |50100 Q *Plan Template ID RECUR_14

*Plan Method ‘ v|

6. Click the Plan Method dropdown button and select “Recurring”.

*SetlD |50100 Q *Plan Template ID RECUR_14

*Plan Method | Recurring hd

7. Click the Add button.

Add

Rev 9/1/2026 Page 7 of 44



f)Cardinal Project Accounting Job Aid
d

PA354 Creating Non-Federal Recurring Contracts
(VDOT Only)

Step | Action

The Revenue/Billing Plan Template page displays.

‘ & Cardinal Financials | Revenue/Billing Plan Template

SetiD 50100 Plan Template ID RECUR_14 Plan Method Recurring

*Description {

Number of Events EI

Automatically Ready Plan Basis Date Determination

[ Activate Contract

O Process Amendment Basis Date Source Basis Date Option
[ Approve Renewal @® Contract Sign Date ® Use Basis Date
[ Ready Prepaid O Current Date O Last Day of Maonth
O Contract Line Start Date O Specify Day of Month

[ ]

8. Enter a description for the Template in the Description field.
*Descriptfoanecurring Monthly - 14 |

9. Enter the applicable number of events in the Number of Events field.
Number of Events

10. | Click the Schedule ID Look up icon and select the applicable Schedule ID.

Schedule ID |[MONTHLY12 Q
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Step | Action

11. | Select the Activate Contract and Process Amendment checkbox options in the
Automatically Ready Plan section.

Automatically Ready Plan

Activate Contract

Process Amendment

O Approve Renewal

O Ready Prepaid

12. | Select the Contract Line Start Date radio button option within the Basis Date Source section
and select the Specify Day of Month radio button option within the Basis Date Option section
of the Basis Date Determination section.

Basis Date Determination

Basis Date Source Basis Date Option

) Contract Sign Dale ) Use Basis Date

) Current Date O Last Day of Month

® Confract Line Start Date C] Specify Day of Month I
L ]

13. | Click the Specify Day of Month dropdown button and select the applicable day of the month.

® Specify Day of Month
| Day 12 v

14. Click the Save button.

l Motify H Refresh l
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Step | Action

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

The Product Definition Find an Existing Value Search page displays.

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| /
*SetlD [50100 Q|
Description | begins with V‘ | |
Model Number | begins with v

Tax Product Number | begins with V‘ |

Effective Status | = v| |

v|

~ Show fewer options

[C] Case Sensitive

m Clear

@®Add a New Value

[ Saved Searches | Choose from saved searches

ProductID | begins with v

Product Use | = v| ‘

o

Catalog Number | baging with v

Product Kit o

Item ID | begins with + ‘

aJ

in Job Aids under Learning.

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

2. Click the Add a New Value button.

{#)Add a New Value

The Product Definition Add a New Value page displays.

Add a New Value

“setlD (50100 Q *Product ID

Add

Q_Find an Existing Value
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Step | Action

3. Enter the new Product ID in the Product ID field. Use the prefix “REC_” followed by a
combination of the Category Code and Recurring Amount (e.g., “REC_PRO04_2750").

“SetD (50100 Q| *Product ID |REC_PRO04_27 Q

Add

Only the first 12 characters display in the Product ID field. However, up to 18 characters can
o be entered. Once added, all will display in the Product ID field on the Definition page.

4. Click the Add button.

Add

The Definition page displays.

Definition Contracts Options
SetlD 50100 ProductID REC_PRO04_2750
*Product Use | Contracts Only V|

[ Product Kit

*Description ‘ ‘
Leng Description

i
-
254 characters remaining

Catalog Number ‘ |

Model Number | | “Status | Active v|

Product Brand ‘ Q ‘ Product Category | Q ‘
*Physical Nature | Goods V| Where Performed | v|

View Product Image VAT Default VAT Service Treatment Setup

() (o |

Definition Contracts Options
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Step | Action

*Product Use| Contracts Only |

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

Description field.

5. Enter “Recurring Contract — “ followed by the dollar sign (“$”) and the recurring amount in the

*Description [Recurring Contract - $2750.00

“Services”).

*Physical Nature | Goods v|

6. Click the Physical Nature dropdown button and select the applicable option (“Goods” or

7. Click the Contracts Options tab.

Definition Contracts Options

The Contracts Options page displays.

Definition Contracts Options

*Price Type | Amount v|

*Recognition Method | Milestone V|

[ Third Party Flag
[JRenewable

Percentage E O % of Total Contract Amount

% of Contract Lines

Templates

Revenue Plan E

Billing Plan E

Bill Plan Detail Template ID E
Renewal Plan E

Definition Contracts Opticns

SetlD 50100 ProductID REC_PRCO04_2750 Recurring Contract - 52750.00

l Add H Update/Display

Rev 9/1/2026
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Step | Action
8. Complete the following fields:

a. Price Type: select “Recurring”

b. Recognition Method: select “Billing Manages Revenue”

*Price Type'Recurring vI
*Recognition MethudlE!-iIIing Manages Revenue V|
9. In the Templates section, enter or select the applicable Billing Plan in the Billing Plan field.

The Billing Plan will associate the length of the Product (e.g., “RECUR_14” indicates monthly
recurring amounts for 14 months).

Templates

Revenue Plan E\

Billing Plan

Bill Plan Detail Template ID S\
Renewal Plan E\

10. | Click the Bill Plan Detail Template ID Look up icon and select the applicable Bill Plan Detail
Template ID (e.g., “PROJE_CCT” is Non-Federal Project — CCT).

Templates

Billing Plan |[RECUR_14 Q

Bill Plan Detail Template ID [PROJE ccT Q|

The selected Bill Plan Detail Template ID defaults some of the Contract billing information such
0 as the Bill Source, Bill Identifier, and Bill Cycle Identifier on the recurring Invoice.

11. Click the Save button.
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Step

Action

12.

Navigate to the Attributes by UOM page using the following path and breadcrumbs:

NavBar > Menu > Attributes by UOM

MNavBar: Menu

&

Menu » Products

O

Recently Visited

QO

Favorites E Affributes by LIOM

— = Assign List Price

—

Menu E Assign Product Group

B—\
)

Approvals

Identify Product Details

E Defing Product and Attributes

2

Expénsea

My Prefersnces

Cardinal will continue with the process if navigation path breadcrumbs are used. Users may
also access the Attributes by UOM page using the following path:

NavBar > Menu > Products > Identify Product Details > Attributes by UOM

When using this navigation path, users may need to re-enter the Product ID.

Rev 9/1/2026
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Step | Action

The Attributes by UOM page displays.

Aftributes by UOM

New Window | Help | Personalize Pags

SetlD 50100 Product|D REC_PROD4_2750 Recurring Contract - $2750.00

Standard Unit of Measure

UoMm @ I 1of1 v | View Al
[ Default \j .
“UOM Minimum Order Quantity Price
: + -]
1-10f1 v |
View All
Maximum Order Selling i
Quantity Price LS
Increment | | ‘ Q‘ E |

l Return to Search H Notify I

13. | Enter or select “EA” (Each) using the UOM Look up icon.

Q

*UOM

0 For recurring Contracts, the Unit of Measure is always “EA”.

14. Click the Save button.

| Return to Search || Motify ‘
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Step | Action

15. | If continuing from the Attributes by UOM page, navigate to the Assign List Price page using
the following path and breadcrumbs:

NavBar > Menu > Assign List Price

NavBar: Menu dol

C,

Recently Visited

)

Favorites E Attributes by UOM

— E Assign List Price

—

Menu E Assign Product Group

E_\\
@

Approvals

Menu > Products

Identify Product Details

= Define Product and Attributes

Ezpenses

:@:

My Prefersnces

Cardinal will continue with the process if navigation path breadcrumbs are used. Users may
0 also access the Assign List Price page using the following path:

NavBar > Menu > Products > Identify Product Details > Assign List Price

When using this navigation path, users may need to re-enter the Product ID.
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Step | Action

The Assign List Price page displays.

| < Attributes by UOM ‘ Assign List Price

New Window | Help | Personalize Pags

SetlD 50100 ProductID REC_PRO04_2750 Recurring Contract - $2750.00
Purchase in this UOM @ | 1of1 v I View All
Unit of Measure  EA Each
Purchase in this Ship Frem BU @ | 1of1 v | ViewAl
Inventory Unit *Currency E E
Pricing Details
@ 1-10f1 v | ViewAll ‘
*Effective Date *Status List Price Cost/Unit Usage MSRP
[osn 172026 B [aewve v | 0.0000] | 0000] | | E

I Return to Search H Notify ]

16. | Click the Currency Look up icon and select “USD”.

*Currency Q

17. Enter “12/05/2011” in the Effective Date field.

*Effective Date

12/05/2011

The Effective Date should always be “12/05/2011”. This date determines when the Product is
0 available for use.

18. | Enter the applicable recurring amount in the List Price field.

List Price

l 2?50.0000'

0 The defined list price determines the amount for each recurring Bill.
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Step

Action

19.

Click the Save button.

| Return to Search || Motify ‘

20.

If continuing from the Assign List Price page, navigate to the Assign Product Group page

using the following path and breadcrumbs:

NavBar > Menu > Assign Product Group

NavBar: Menu dob

Menu » Products

O

Recently Visited

QO

Favorites E Affributes by LIOM

— = Assign List Price

Identify Product Details

E Defing Product and Attributes

—

Menu E Assign Product Group

B—\
)

Approvals

Ezpenses

My Prefersnces

Cardinal will continue with the process if navigation path breadcrumbs are used. Users may
also access the Assign Product Group page using the following path:

NavBar > Menu > Products > Identify Product Details > Assign Product Group

When using this navigation path, users may need to re-enter the Product ID.

Rev 9/1/2026
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Step

Action

The Assign Product Group page displays.

| < Assign List Price ‘

Assign Product Group

New Window | Help | Personalize Pagz|

[ Return to Search H Notify I

SetlD 50100 ProductlD  REC_PRO04 2750 Recurring Contract - 52750.00
Groups
@ 1-10f1 v | ViewAl ‘
*Group Type *Product Group Descr Primary Primary Pricing
Report Group
| 9 | a]| . o (-]

21. | Click the Group Type dropdown button and select “Contract”.
“Group Type
| Contract v
22. | Click the Product Group Look up icon and select the applicable Product Group.

*Product Group

REC_CONCCT Q

The defined Product Group determines where the Product will be found when searching for the

Product on the Contract.

23. | Click the Save button.
| Return to Search | | Motify ‘
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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.

| < Plan Tmplates ‘

Find an Existing Value

v Search Criteria

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

Distribution Sets

(HAdd a New Value

) Recent Searches | Choose from recent searches v| & [ saved Searches [ Choose from saved searches v/ |

“Business Unit (i Q] Distribution SetID | begins with v| | Q|
Document Type | = o vl ProductID. [ begins with | | Q|
Product Group | begins with | | Q| Customer ID [ begins with v | Q|
Customer Group | begins with | | Q| Region Code | begins with | | Q]
Order Group | begins with v | Q] Inventory Unit [ Q|

Distrib. Type [ begins with v | | Q|

~ Show fewer options
O Include History O Correct 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.

2. Click the Add a New Value button.

(#Add a New Value

Rev 9/1/2026
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Step | Action

The Distribution Sets Add a New Value page displays.

| < Plan Tmplates ‘ Distribution Sets

Add a New Value

l QFind an Existing Value I

*Business Unit “Distribution SetID |NEXT Q,

Document Type [

0 The Business Unit field defaults to the Agency Business Unit. Do not change.

*Business Unit 50100 Q. *Distribution SetID m

Document Type | v

Add

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

*Business Unit |50100 Q *Distribution Set 1D m

Document Type | v

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

*Business Unit (50100 Q *Distribution Set 1D m
Document Type § Contract hd
Add
Rev 9/1/2026
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Step | Action

4. Click the Add button.

Add

The Distribution Sets page displays.

< Plan Tmplates Distribution Sets
Distribution Sets Distribution Percentages
Unit 50100 GL Business Unit 50100
Distribution SetID NEXT Document Type  Contract
Distribution Set Description EXX 101 v | ViewAl
*Effective Date |06/29/2026 *Status [ Active VI E]
Product ID [ Q@
Product Group l Q l
Customer l Ql
Customer Group [ Q l
Region [ Ql
Order Group [ Q l
Inventory Business Unit E}
Distribution Type [ Q l
I Add l l Update/Display l l Include Histary l l Correct History

5. Enter “12/05/2011” in the Effective Date field.

*Effective Date] 12/05/2011 |1

The Effective Date should always be “12/05/2011”. This date determines when the Distribution
0 Set is available for use.

6. Click the Product ID Look up icon and select the Product ID previously created.

Product ID|REC_PRO04 2750 | Qi
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Step

Action

Confirm that the Status field displays “Active”.

*Status |Active

v]

Click the Distribution Percentages tab.

Distribution Sets

Distribution Percentages

The Distribution Percentages page displays.

Distribution Sets Distribution Percentages

New Window | Help | Persenalize Page

Unit 50100
Distribution SetID NEXT

GL Business Unit 50100

Document Type  Contract

Distribution Percentages

[a]

Tofl v

I View All

Effective Date  12/05/2011

Revenue Distribution

Status  Active

Revenue Percentage Total

=)

@ 1-10f1 v | View Al ‘ 100.00
Sequence *Revenue Code *Percentage ‘
1 | we 3] [2
[ Add H Update/Display H Include History ]

Distribution Sets | Distribution Percentages

Code).

*Revenue Code

PROJEPROO1

Q

Click the Revenue Code Look up icon and select the applicable Revenue Code (Distribution

of the Product.

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

Click the Save button.
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Creating a Non-Federal Recurring Contract

Step | Action

1. Navigate to the General Information page using the following path:

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

The General Information Find an Existing Value Search page displays.

‘ & Definition 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| & R saved searches | Ghoose from saved searches v/
Business Ui [| 3 contact [ begnawin <] | |

Deseription | begins with v | | ] Sold To Customer | begins with | | Q|

Customer Name [ begins with v | ] Contract Status [ begins wih v | Q|

Processing Satus [= <] | ] Contract Type. [‘begrawin ] | 3]

ContrsctClassication = <] | ] Region Code [ beginewih <] | a|

Contract Administrator | begins with | | Q| Master Contract# [ begins wih v | Q|

- Show fewer cpticns

[ 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.

2. Click the Add a New Value button.

(#Add a New Value
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Step | Action
The General Information Add a New Value page displays.
| & Definition | General Information

Add a New Value [ Q Find an Existing Value l

*Business Unit *Contract
*Sold To Customer [ Q, *Contract Classification
Separate Fixed Billing and Revenue Separate As Incurred Billing and Revenue
Add
3. Click the Sold To Customer Look up icon and select the applicable Customer ID Number

(“0000000147” has been selected in this scenario).

*Sold To Customer | 0000000147 Q

The Contract cannot be set up unless the customer is created in the system. For more
0 information pertaining to creating a customer, refer to the Job Aid tittled AR323 Creating and
Maintaining Customers (VDOT Only). This Job Aid is located on the Cardinal website in Job
Aids under Learning.

0 The Business Unit field defaults to the Agency Business Unit and should not be changed.
The Contract field defaults to “NEXT” and should not be changed.

The Contract Classification field defaults to “Standard” and should not be changed.

4. Click the Add button.

Add
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The Define Contract General Info page displays with the General tab displayed by default.

| NewWindow | Help | Personalize Page

Sold To Customer B & B SIGNAL CO., LLC
“Contract Status | PENDING

Add to My Contracts I

Processing Status  Pending
Amendment Status

Business Unit v Dapt of Transportation

Contract Classification Standard
Last Amended
Last Update Date/Time
Last Update User ID
Separate Fixed Billing and Revenue:

Step | Action
General Lines
Contract Number NEXT
[ Copy From Contract
Description ‘ ‘
Contract Admin ‘ Q‘
Region Code ‘ Q ‘
Contract Type ‘ Q ‘
Currency Code ‘USD Q ‘
Exchange Rate Type | CRRNT |
Contract Signed ‘051’011‘2026 ‘
Contract Role ‘ Q ‘
Revenue Profile ‘ Q ‘
Use Project ChartFields:
» Other Information
> Summary of Amounts @
Billing Plans Revenue Plans Milestones Renewals
General | Lines

As Incurred Billing and Revenue:

Amount Allocation Supplemental Data More v‘

Update/Display

Go To

Header.

@

Creating a Contract Header: The steps below detail the process for creating a Contract

the third-party customer.

5 Enter a short, detailed description of the Contract in the Description field.
Descriptinanroperty Damage Contract |
6. Click the Contract Type Look up icon and select the applicable Contract Type.
Contract Type]O Q
7. Click the Contract Signed Calendar icon and select the date the agreement was signed with

Contract Signed [05/01/2026

@

The Contract Signed field defaults to the current date but can be updated as needed. The
selected date will also default the date of the accounting distribution.
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8. Click the Other Information Expand section icon to expand the Other Information section.

ther Information

> Summary of Amounts &

Billing Flans Revenue Flans

The Other Information section displays.

~ Other Information

[ Template Contract
[ Master Contract

O Legal Review Complete

[ Credit Check Complete

U Contains Cotermination Lines

Parent Contract | Q |
Master Contract | Q |
Legal Entity | Q ‘

Purchase Order | |

Proposal ID | |

Federal Region Code

9 Click the Legal Entity Look up icon and select “STATE”.

Legal Entityl STATE Q, I

0 The Federal Region Code field defaults to “03” (FHWA). Do not change.

Federal Region Cnde ‘

10. Click the Save button.
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The General page redisplays with the systematically assigned Contract Number in the Contract

Number field.

General Lines
Contract Number 0000002400 Sold To Customer B &B SIGNALCO., LLC
*Contract Status |PEND|NG Q
I Copy From Confract ] I Add fo My Confracts ]
Description ‘PI{JDEI‘U Damage Contract | Processing Status Pending
Contract Admin ‘ Q ‘ Amendment Status
Region Code Q . y
‘ ‘ Business Unit v pept of Transportation
Contract Type ‘0 Q ‘ Contract Classification  Standard
Currency Code USD Last Amended
Exchange Rate Type ‘ CRRNT v| Last Update Date/Time  05/01/2026 5:3826PM
Contract Signed ‘05{01?2026 .‘ Last Update User ID 00862331700
ontra 1gne [ Separate Fixed Billing and Revenue:
Contract Role ‘ Q ‘ Separate As Incurred Billing and Revenue:
Revenue Profile ‘ Q ‘
Use Project ChartFields:
~ Other Information
D Template Contract Parent Contract | Q |
[ Master Contract
Master Contract | Q |
[ Legal Review Complete
Legal Entity |STATE Q |
[ Credit Check Complete
Arane | |
11. | Click the Lines tab.
General Lines I
The Lines page displays.
General Lines
[
Contract Number 0000002400 Sold To Customer B &B SIGNALCO, LLC
Contract Status  PENDING
Add Contract Lines ] [ Add Default Kit
Contract Lines &
\EI 1-1of1 v | View Al
General Detail Billing Amount Details 'Revenue Amount Details ‘Contract Liability I3
Actions Line Product Description Price Type "l‘}:“'pgi"'j"c'!gs“‘“ ;:fb‘:lsi;‘a”ga:‘ 5‘“"5‘;7";’“9 Bundle start Date End Date ~Status Supplementa
Actions Active Supplemental
4 »
Billing Plans Revenue Plans Milestones Renewals Amount Allocation Supplemental Data Go
0 To
=
General | Lines

Rev 9/1/2026

Page 28 of 44



@Cardinal Project Accounting Job Aid
v

PA354 Creating Non-Federal Recurring Contracts
(VDOT Only)

Step | Action

Creating a Contract Line: The steps below detail the process for creating a Contract Line.
0 Each Contract Line represents a unique Contract Product that is associated with its own
accounting Distributions, Limits, Billing Plans, and Revenue Plans.

12. Click the Add Contract Lines button.

Add Contract Lines Add Default Kit

The General Information Add Contract Lines page displays.

General Information
Add Contract Lines

Search (@

Product Group | Q | O Product Kits

Product | | [ Renewable

Product Description | ‘

Price Type | V|

Physical Nature | V|

Create Adhoc Product Return to Coniract Lines

13. | Click the Price Type dropdown button and select “Recurring”.

Price Type| Recurring v]

Setting the Price Type to “Recurring” automatically populates Non-Federal Products as only
0 Non-Federal Contracts can have recurring Contract Lines.

14. Click the Search button.
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The search results display in the Search Results section.

‘General Information
Add Contract Lines

search (O

Frodust Group OProdust Kite

eraguat Clmenawatis

|

Produst Daceriation

—

Search Rasults (3

e Tompaies

T Produat Dascrigtion Frice Type ! Froduct KIE | *Fae Ty start Datn End Dol Renewabia FRenowal Action Quantity vom |
0| 1|recrromtzzrez2r Racurieg Canr - 1123,782.27 L Gocas n Mere u [ o] (22 @ A
0| z|recrroasissizisez Rocur Conlract - $1,34.214.42 Facurring Gooes n Mere u [ o] ([en @

0| 2 |recrroosonsens Rocur Contract - 52,033.861.18 Focurng Gooes n nere u [ 1o (2 a

O | +|recProos zssasrra Racurng Cantac$265 387.73 Recurng @ooas N Nene N | |.nncc‘ |EA lll

0| s|recProos czi7asie ROcurng COnrac3421,74584 Recueng @ooas N Nere N | |.nncc‘ |EA lll

o| &|rec_PRon tzsst Rocurng Cantac 3128667 Recurng @ooas N Nene N | |.nncc‘ |EA lll

0| 7|Rec_Pront 1san Racurring Contract $1,393.32 Rocurring Goeds n Mere u [ oo (2 @

o | &|rec_Proni_tssTe Recuring Canract - S156.79 FRacurring Goods H Hene N | 1nncn‘ |sn Ql

o | ©|rec_Proni_zssroo Recuring Cankract £2,057.00 FRacurring Goods H Hene N | 1nncn‘ |sn Ql

o | 10 |Rec_PROD1_ 27378 Recuring Cantract 5223.76 FRacurring Goods H Hene N | 1nncn‘ |sn Ql

o | 1 |rec_Proni_si3szz Recuring Cankract 533 22 FRacurring Goods H Hene N | 1nncn‘ |sn Ql

0 | 12 |rec_pront_sseroe Racurring Cantract - §5,567 02 Rocurring Gooes N Nzea u [ oo (2 @

0 | 12 |rec_pront_esteo Racurring Cantrazt - $857.80 ocurring Gooes N Neea u [ wooce] ([en @

0| 14 |mec_pront_eszco Rocuring Contract $582.00 Rocuering Gocas n Nzea u [ wooce] ([en @]

0 | 15 |Rec_pront_ssz oo Racurring Cantrazt $532.00 Rocurring Gosas H Neee M [ wee| |[en @ v
% sascian ciaara

Creats Plans trom Templats Combing Like Templatsa

GiEiing Fians Glgmmng Fans

B Revenus Plant EIRsvenus Fianc
G Renawal Planc

Asa Cantract Linas Craala Adhac Froduct Raturna Contract Lines

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

[] 33 REC_PRO03 602.50 Recurring Contract - 5602.80
[[] 34 REC_PRODO3_G83.75 Recurring Contract - 5633.75
35 REC_PROD4 2750 Recurring Contract - 52750.00
[l 36 REC_PRO04_3154.51 Recurring Contract - 53,154 .51

[ 37 REC_PRO04_9211.25 Recurring Contract - $9,211.25
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16. | Click the Start Date Calendar icon for the applicable Product and select the date that the
Contract was signed.

Start Date

The schedules associated with recurring Products are all configured to have a start date on the
0 12th of the month.

If a date prior to the 12th of the current month is selected, the start date will change to the 12th
of the current month when the Contract Line is saved.

If a date after the 12th of the current month is selected, the start date will change to the 12th of
the following month when the Contract Line is saved.

The Create Plans from Template and Combine Like Templates checkbox options default as
0 selected. Do not change.

Create Plans from Template Combine Like Templates
Billing Plans Billing Plans
Revenue Plans Revenue Plans

Renewal Plans

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

Add Contract Lines
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The General Information Add Contract Lines page displays.

General Information
Add Contract Lines

Search (&

Product Description ‘ |

Price Type | Recurring V|

Physical Nature | V|

Product Group ‘ Q ‘ O Product Kits

Product ‘ ‘ [ Renewable

1 line{s} have been added to the contract

Create Adhoc Product Return to Coniract Lines

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

1 line(s) have been added to the contract I

Create Adhoc Product Return to Coniract Lines

18. Click the Return to Contract Lines link.

Return to Contract Lines

The Lines page redisplays.

General Lines
B
Contract Number 0000002400 Sold To Customer B & B SIGNAL CO., LLC
Contract Status  PENDING
Add Contract Lines ] l Add Default Kit
ContractLines &
@ 110f1 v | View Al
General Detail Billing Amount Details Revenue Amount Details Contract Liability {3
Actions Line Product Description Price Type smr;;?em"e Bundle Start Date End Date *Status Sup‘
v Actions 1| REC_PRO04_2750 Recurring Contract- 2| | Recurring [m} ‘ |DSID1I2026 | suml
4 |
Billing Plans Revenue Plans Milestones Renewals Amount Allocation Supplemental Data Gom
0To
General | Lines
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@

The selected Product displays in the Product field.

Product

REC_PRO04_2750

19.

Click the Save button.

The End Date field automatically calculates based on the number of events for the Product and
will display after the Contract is saved.

Start Date End Date

| 0511212026 | [orrirozr

20.

Click the Detail tab in the Contract Lines section.

Contract Lines &

[=][<]

General Detail Billing Amount Details Revenue Amount Details Coniract Liability 1[+3

The Detail tab displays.

Contract Lines @
\E’ 1-10f1 v | View Al
General Detail Billing Amount Details Revenue Amount Details ‘Coniract Liability >
Actions Line Product Description Price Type Billing Plan Revenue Plan Contract Terms Accounting Internal Notes Ship to Cus‘
W Actions ‘ 1| REC_PRO04_2750 Recurring Pending E!g&ﬁ?nages Contract Terms Distribufion Internal Notes B&B S]GN}}
[ »
Billing Plans Revenue Plans Milestones Renewals Amount Allocation Supplemental Data ot
oTo
21. | Click the Contract Terms link in the Contract Terms field.

Contract Terms

Contract Terms
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The Related Projects page displays.

Related Projects

&

Contract Number 0000002400 Sold To Customer B & B SIGNAL CO., LLC
Amendment Number Contract Status  PENDING
Contract Line 1 Price Type  Recurring

Product REC_PRO04 2750
Description  Recuming Contract - $2750.00

Associated Projects & Activities

*Project *Activity Source Type Category Subcategory
@]
° | al | al || al | al | a] |[-]
l Create Project ] l Create Activity ]
Retumn to General Information
Amount Allocation
ml Return to Search ” MNotify ” Refresh ] Update/Display l Include History H Correct History ]

Associating Projects and Activities: The steps below detail the process for associating a
0 Project and Activity with a recurring Contract Line.

Only a single Project/Activity combination can be associated with one recurring Contract Line.
This Project/Activity combination is then associated with the recurring billing events each time
they are generated and sent to Billing.

22. | Click the PC Business Unit Look up icon and select the Agency Business Unit.

PC Business Unitl501DD QI

23. | Click the Project Look up icon and select the applicable Project ID in the Associated Projects
& Activities section.

*Project

0000002239 Q

Rev 9/1/2026 Page 34 of 44



Project Accounting Job Aid

/,W Cardinal

PA354 Creating Non-Federal Recurring Contracts

(VDOT Only)
Step | Action
24. | Click the Activity Look up icon and select the applicable Activity.
Note: The first Activity within the phase being billed should be added.
*Activity
731 Q

based Contract Lines.

@

The same Project/Activity combination can be associated with multiple recurring or amount-

25. Click the Save button.
| Return to Search | | Motify | | Refresh |
26. Click the Return to General Information link.

Create Activity

‘ | Create Project

Return to General Information

The Lines page redisplays.

General Lines

B
Contract Number Q000002400 = Sold To Customer B & B SIGNAL CO., LLC

Contract Status  PENDING

Add Contract Lines I l Add Default Kit

Contract Lines @

@ 1-10f1 v | View Al
General Detail Billing Amount Details Revenue Amount Details Contract Liability 13
Actions Line | Product | Description }Prir,e Type | Smr_'i‘;?:’"e Bundle | Start Date End Date *Status Sup
“Actions ‘ 1|REC7FR00472?50 Recurring | D |‘ q| |‘DSJ1212D26 | ‘mmtzuz? ‘ 5up||
4 |
Billing Plans Revenue Plans Milestones Renewals Amount Allocation Supplemental Data Go T More v
o To
General | Lines
27. | Click the Detail tab in the Contract Lines section.
Contract Lines @
General Detail Billing Amount Details Revenue Amount Details Coniract Liability
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The Detail tab displays.

Contract Lines &

@ 11of1 v | View Al
General Detail Biling Amount Details Revenue Amount Details Contract Liability 13
Actions Line Product Description Price Type Billing Plan Revenue Plan Contract Terms Accounting Internal Notes | Ship to Cus
~Actions 1| REC_PRO0D4_2750 Recuming Contract - 52 Recurring Pending glg:fr;gnﬂanages Contract Terms Distribution Internal Notes B & B SIGN/
4 O >
Billing Plans Revenue Plans Milestones Renewals Amount Allocation Supplemental Data More v
GoTo
m Return to Search Add Update/Display
General | Lines

28.

Click the Distribution link in the Accounting field.

Accounting

Distribution

The Accounting Distribution page displays.

Accounting Distribution

B &B SIGNAL CO., LLC

Contract 0000002400

Line Num 1 Description  Recurring Contract - $2750.00

Billing Amount

Revenue Amount 0.00 Unit 50100 Cumency USD

\EI I 1oi1 v I View Al
*Effective Date |05/01/2026 E\
Revenus

Accounting Distributions

[=]fa] e
Percentage Revenue Amount GL Unit Distribution Code Account Fund Program Department Cost Cent
100.00000000 0.00| 50100 PROJEPROO1 Q ‘ |4nmzn11 Q | ‘04720 Q | ‘ Q ‘ |1mon Q | ‘
4 >
Return to General Information
m Return to Search Update/Display l Include History ] [ Correct History I

o Updating the Distribution: Although Products default the accounting distribution, it is still

necessary to access the Accounting Distribution page to enter the Project ID on the
accounting Distribution Line.
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29. | Click the Correct History button to enable the entry of the PC Business Unit, Project, and
Activity fields on the Distribution Line.

Update/Display Include History Correct History

30. | Scroll to the right as needed, click the PC Business Unit Look up icon, and select the Agency
Business Unit.

PC Business
Unit
50100 Q

31. | Click the Project Look up icon and select the applicable Project ID.

Project

0000002239 Q

32. | Click the Activity Look up icon and select the applicable Activity.

Activity

731 Q

The Project ID needs to be the same Project ID selected when selecting the Project/Activity
0 combination and the Activity must be “ACTIVE” for the distribution to save.

33. Click the Save button.

Return to General Information

ml Return to Search ” Motify ]

34. Click the Return to General Information link.

Refurn to General Information

ml Return to Search ” Motify ]

Rev 9/1/2026 Page 37 of 44



ijardinal Project Accounting Job Aid
d

PA354 Creating Non-Federal Recurring Contracts
(VDOT Only)

Step | Action

The Define Contract General Info page redisplays with the Lines tab displayed by default.

Geperal Lines
[
Contract Number 0000002400 Sold To Customer B & B SIGNAL CO., LLC
Contract Status  PENDING
Add Contract Lines I [ Add Default Kit

Contract Lines @

@ 1-10f1 v | View Al
General Detail Billing Amount Details Revenue Amount Details Contract Liability 13
Actions Line Product Description Price Type Stﬂl'-lg(;?ll;)ﬂe Bundle Start Date End Date *Status Sup.
wActions 1| REC_PRO04_2750 Recuming Contract - §2 Recurring O Q ‘ |05112}2026 | 071172027 Sup|
4 >
Billing Plans Revenue Plans Milestones Renewals Amount Allocation Supplemental Data More v
GoTo

Return to Search Add Update/Display

General | Lines

0 Reviewing the Billing Plan: The following steps detail the process for reviewing the Billing
Plan.

35. | Click the Billing Plans link at the bottom of the page.

Billing Plans

The Assign Billing Plan page displays.
Assign Billing Plan

Contract 0000002400 Property Damage Contract
Sold To Customer B & B SIGNAL CO., LLC

Contract Lines to be Assigned / Unassigned

1-10i1 v | view Al
Line Product Line Description Billing Amount | Price Type Plan Plan Description Billing Method Status
o |1 REC_PROD4_2750 Eze%‘gigg Contract - Recurring B101 Recurring Monthly -14 Recurring Pending
#  SelectAll O ClearAl

Bill Plan to Assign / Unassign

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

Description | ‘

Assign Assign selected Lines/Sequences to Billing Plan Unassign selected LinesiSequences from Billing
P:

lan

Return to General Infermation

Return to Search

Rev 9/1/2026 Page 38 of 44



Project Accounting Job Aid

/,ﬂ) Cardinal

PA354 Creating Non-Federal Recurring Contracts
(VDOT Only)

Step | Action

36. Click the B101 link in the Plan field.

Price Type Plan Plan Description

Recurring B101

Recurring Monthly - 14

The Billing Plan General page displays.

Billing Plan General Becurring Detail History

Contract 0000002400 Bl Unit 50100
Sold To Customer 0000000147 B & B SIGMAL CO., LLC Bill To  popooooi47 E & B SIGNAL CO., LLC
Billing Plan E101 Recurring Monthly -14 Currency USD
Description | Recurring Monthly 14 *Billing Status
Billing Method | Recuming b Ready at Activation

Customer Information

Amount Detail

Bill To Contact

it | 50100 illi
Bl Unit A Dept of Transportation Billing Amount 0.00
*Bi Total Amount 0.00
Bill To Customer | 0000000147 Q B & B SIGNAL CO., LLG
— Total Billing History 0.00
Addr Num =

Billing Options

Bill Type |CCT

Bill Source |PROJE

Pre Approved

[ Direct Invoice
VDOT Other

s

Purchase Order

Billing Header Note Intemmal Motes

Billing Default Overrides

Invoice Form |LANDSCAPE Q,
Cycle D |MONTHLY Q X
veie View Customer Defaults
Bill BylID |[PC_OTHER Q
Hon-Federal Project
Payment Method | V|
Pamenttems [ Q]
Billing Inquiry | Q |

j

Billing Specialist

37.

Click the Recurring Detail tab.

Billing Plan General Recurring Detail History
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The Recurring Detail page displays.

Billing Plan General Recurring Detail History
Contract 0000002400 Bl Unit 50100
Sold To Customer 0000000147 B &B SIGNALCO., LLC BillTo  gpoonoot4T B & B SIGNAL GO., LLC
Billing Plan B101 Recurring Monthly -14 Currency  USD

Start Date | 05/12/2026 Billing Status  Pending
End Date | 07/11/2027
Schedule |MONTHLY12 Q

Preview Options

O Date 07/11/2027
Billing Line Mote

2 End of Calendar Year

Return to Assign Billing Plan

’ Retumn to Search ” Mofify ] Add Update/Display

Billing Plan General | Recurring Detail | History

The user can also stop the recurring billing before the scheduled end date by changing the end
date and saving the page.

0 This page allows the user to preview future recurring billing events associated with the Bill Plan.

38. | Click the Date radio button option in the Preview Options section.

Preview Options

® Date

0741112027
! Billing Line Mofe

O End of Calendar Year

39. Click the Preview button.

Preview Options

® Date

0741112027
| Billing Line Nofe

End of Calendar Year
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The preview results display in the Preview Results section.

Eilling Plan General Recurring Detail

History

End Date |07/11/2027
Schedule |MONTHLY12 Q

Preview Options

Contract 0000002400 Bl Unit 50100
Sold To Customer 0000000147 B & B SIGNAL CO._, LLC Bill To  goooooo147 B &E SIGNAL CO., LLC
Billing Plan B101 Recurring Monthly -14 Currency  USD
Start Date | 05/12/2026 Billing Status  Pending

O Next Period

Preview

© pate Orrii2027 Eilling Line Note
O End of Calendar Year
Preview Results
@ 1-140f 14 w
E[‘EI“;Z? Product Quantity :\J":g::m E:Lud Start E:;i:d End Unit Price Total Amount
1|REC_PRO04_2750 ‘ 1.0000 | EA 05122026 061172026 ‘ 2,750.00 2,750.00
1|REC_PRO04_2750 ‘ 1.0000 | EA 06212026 071172026 ‘ 2,750.00 2,750.00
1|REC_PRO04_2750 ‘ 1.0000 | EA 07122026 081172026 ‘ 2,750.00 2,750.00
1|REC_PRO04_2750 ‘ 1.0000 | EA 08212026 091172026 ‘ 2,750.00 2,750.00
1|REC_PRO04_2750 ‘ 1.0000 | EA 09122026 101172026 ‘ 2,750.00 2,750.00
1|REC_PRO04_2750 ‘ 1.0000 | EA 10122026 111172026 ‘ 2,750.00 2,750.00
1|REC_PRO04_2750 ‘ 1.0000 | EA 111272026 121172026 ‘ 2,750.00 2,750.00
1|REC_PRO04_2750 ‘ 1.0000 | EA 121212026 011172027 ‘ 2,750.00 2,750.00
| |

40. | Review the previewed billing events for accuracy and then click the Save button.

| Return to Search || Motify ‘
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41.

Navigate to the Define Contract General Info page using the following path and breadcrumbs:
NavBar > Menu > Define Contract General Info

NavBar: Menu

O

O

Recently Visited

QO

Favorites

= g
)

Approvsls

Expénses

My Preferences

Menu > Customer Contracts

Create and Amend

= Define Contract General Info

E Contract Motes

E Fixed Amount Acctg Distrib

E As Incurred Acctg Distribution

= Amendment Details
E Process Amendments

Cardinal will continue with the process if navigation path breadcrumbs are used. Users may
also access the Define Contract General Info page using the following path:

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

Info

When using this navigation path, users may need to re-enter the Contract Number.
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<= Billing Plan General

General Lines

The Define Contract General Info page redisplays with the General tab displayed by default.

Define Contract General Info

Contract Number 0000002400

Sold To Customer

*Contract Status

B&B SIGNALCOD, LLC

Sab st v L to

PEMNDING Q

Description | Property Damage Contract |

Contract Admin | Q|
Region Code | Q |
Contract Type |0 Q |

Currency Code  ysp

Exchange Rate Type | CRRNT v|
Contract Signed |05J01f2025 |
Contract Role | Q |
Revenue Profile | Q |

Use Project ChartFields:

» Other Information

> Summary of Amounts &

Eilling Plans Revenue Plans Milast n

’ Retum fo Search ” Mofify ]

General | Lines

Add to My Contracis ]

Processing Status
Amendment Status

Business Unit
Contract Classification
Last Amended

Start Date

End Date

Last Update Date/Time

Last Update UserID
Separate Fixed Billing and Revenue:
Separate As Incurred Billing and Revenue:

Amount All

Pending

WA Dept of Transportation
Standard

051272026

07r11/2027

0501/2026 6:01.59PM
00262331700

tal Data

GoTo More v |

Update/Display

0 Activating the Contract: The following steps detail the process for activating a Contract.

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

Sold To Customer B & B SIGMNAL CO. %C

*Contract 5tatus | ACTIVE

a]
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The General page redisplays with the Contract Status field set to “ACTIVE”.

< Billing Plan General Define Contract General Info

General Lines Amendments
Contract Number 0000002400 Sold To Customer B &B SIGNAL CO. LLC
Amendment Number 000000000 *Contract Status | ACTIVE Q
’ Amend Confract ] Add to My Centracis ]

Description ‘Prnpemr Damage Confract | Processing Status  Active

Contract Admin ‘ a ‘ Amendment Status
Region Code Business Unit v Dapt of Transportation
Contract Type © Contract Classification Sfandard
Currency Code USD Last Amended
Exchange Rate Type CRRNT Start Date  05/12/2026
Contract Signed  05/01/2026 End Date  07H1/2027
Contract Role Last Update Date/Time  05/01/2026 7:01:30PM

Last Update User ID 00862331700
Separate Fixed Billing and Revenue:
Separate As Incurred Billing and Revenue:

Revenue Profile
Use Project ChartFields:

> Other Information

> Summary of Amounts @&

Billing Plans Revenue Plans Milestones Renewals Supplemental Data GoTo | More

V]

[ Retum to Search H Naotify ]

General | Lines | Amendmenis

Add

Update/Display

43. Click the Save button.

| Return to Search || Motify ‘
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