//I) Cardinal Project Accounting Job Aid

PA353 Updating a Federal Contract Status (VDOT)

Updating a Federal Contract Status Overview

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

The Contract Status defaults to Pending when a contract is created. You can select a different contract
status on the General Information page. When changing the Contract Status, you can only move
forward. Once the status is set to Active, it cannot be set back to Pending, and once Closed it cannot
go back to Active. Once a Contract Status is set to Closed, you can only reactivate it via the Help Desk.

If you select a Contract Status that is mapped to a different contract Processing Status, the system
performs edit checking to ensure that the contract is eligible for the new status that you selected.
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Federal Contract Statuses

Status

Use

PENDING

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

ACTIVE

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

CLOSED

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

Contracts in CLOSED status are removed from processing and views, but
the historical contract data is still available for query. Once a contract is
CLOSED, it cannot be reactivated without submitting a ticket to the Help
Desk.

FIRE - CLOSED*

The federal project has been closed as the result of a FIRE Review. The
Processing Status is Active, therefore processing can occur against this
contract at a later date when project expenditures and billings have been
reconciled.

The final voucher has been paid. The Processing Status is Closed,

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

FV COMPLETED Processing Status remains Active, therefore processing can occur against

this contract.

WITHDRAWN *

The federal project has been withdrawn; however, the Processing Status
remains Active, therefore processing can occur against this contract.

* WITHDRAWN and FIRE - CLOSED were created so that the contract Processing Status can
still be Active. In some cases, these contracts need to be opened again for use.

Rev 11/19/2024

Page 2 of 26




//) Cardinal

Project Accounting Job Aid

PA353 Updating a Federal Contract Status (VDOT)

Update Contract Status to ACTIVE, CLOSED, or FV COMPLETED

The steps to update the Contract Status to ACTIVE, CLOSED, and FV COMPLETED are virtually the
same.

1.

Access the General Information page for the contract using the following path:
Main Menu > Customer Contracts > Create and Amend > General Information

General Information

Find an Existing Value Add a Mew Value

= Search Criteria

Business Unit|= wv/| 50100 Q
LContract| begins with (15401443
Descr]ptinn
Sold To Custo mer
Customer Name
Contract Statusbegins with |

Processing Status|= v |

Contract T\_.rpe
Contract Classification| = | |
Region Code

Contract Admin'lstrator
Master Contract #

[ case Sensitive
Lirit the number of results to (up to 300): |300

I Search || Clear |Basic Search [&F Save Search Criteria

LLL L L L

Find an Existing Value | Add a Mew Value

Favorifes Main Menu - » Customer Confracts ~ > Create and Amend -

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

» General Information

Business Unit: 50100

Contract: Enter the Contract number for the contract you wish to update.

Click the Search button.
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Favorites v ‘ Main Menu v > Customer Contracts v >

[ General || Lines \

Contract Number 5401448

Description|CM-5401448

Contract Admin |

Create and Amend v >  General Information

Region Code|

Contract Type F

Currency Code USD

Exchange Rate Type [CRRNT

Contract Signed [08/01/2016

Contract Role|

Revenue Profile |

Use Project ChartFields: |
) Other Information
p Summary of Amounts (2]

Billing Plans Revenue Plans Milestones

[FJsave ||k Retunto Search ||[] Notify |

General | Lines

Related Content v | New Window | Help | Persong

Sold To Customer FEDERAL HIGHWAY ADMINISTRATION
*Contract Status PENDING

| Add to My Contracts |

Processing Status Pending
Amendment Status
Business Unit VA Dept of Transportation

Contract Classification Government
Last Amended

Start Date 08/01/2016
End Date 08/31/2020
Last Update Date/Time 05/27/2016 10:31:03AM

Last Update User ID DENETTA.COLES
Separate Fixed Billing and Revenue:
Separate As Incurred Billing and Revenue:

Amount Allocation Supplemental Data GoTo [More M

5. The General Information page, General tab displays.

6. Inthe example above the Contract Status is PENDING.

7.  Click on the lookup icon next to the Contract Status field.
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Favorites v ' Main Menu v > Customer Confracts v >

| General || Lines

Contract Number 5401448

Create and Amend v > General Information

Related Content v | New Window | Help | Person

Sold To Customer FEDERAL HIGHWAY ADMINISTRATION

‘:5'

*Contract Status PENDING la
| Add to My Contracts |
Look Up Contract Status X
Description |CM-5401448
Help
Contract Admin Setld 50100
Region Code Contract Status|begins with v
Contract Type F
| Looku Clear Cancel i ‘
Currency Code USD ‘ 2 ‘ ‘ ‘ ‘ ‘ Paske Loolup
Exchange Rate Type |CRRNT Search Results
Contract Signed [08/01/2016 View 100 First & 1707 ¥ Last
Contract Role | Contract Status| Description Processing Status
ACTIVE Active Active
ReveneProfie|  foroees Closed Closed
Use Project ChartFields: ] FIRE - CLOSED Closed For FHWA FIRE Active
FV ACCEPTED FHWA Accepted Closed
» Other Information FV COMPLETED Fiscal Completed Active
PENDING Pending Pending
) Summary of Amounts (2] WITHDRAWN  Contract Withdrawn ~ Active
Billing Plans Revenue Plans Milestones v
|FIsave ||[@h Retunto Search ||[=] Notify | |E} Add. || &) Update/Dispiay
General | Lines

8. The Look Up Contract Status pop-up window displays.

9. Click on ACTIVE, CLOSED, or FV COMPLETED. For this scenario, ACTIVE is selected.
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General Lines || Amendments

Contract Number 5401448

Amendment Number 0000000000

| Amend Contract

Description [CM-5401448
Contract Admin |
Region Code
Contract Type F
Currency Code USD
Exchange Rate Type CRRNT

Contract Signed 08/01/2016

Contract Role
Revenue Profile

Use Project ChartFields: V!

) Other Information
) Summary of Amounts (2

Biling Plans Revenue Plans Milestones

IfFElSave St Retumn to Search |[[=] Notify

General | Lines | Amendments

Favorites v ‘ Main Menu v > Customer Confracts v > Createand Amend v > General Information

Related Content v | New Window | Help | Pers

Sold To Customer FEDERAL HIGHWAY ADMINISTRATION
*Contract Status [ACTIVE

Add to My Contracts \

Processing Status Active
Amendment Status
Business Unit VA Dept of Transportation

Contract Classification Government
Last Amended

Start Date 08/01/2016
End Date 08/31/2020
Last Update Date/Time 08/08/2019 8:52:25AM

Last Update User ID TERELLE.WALKER
Separate Fixed Billing and Revenue:
Separate As Incurred Billing and Revenue:

Supplemental Data GoTo [More V]

10. The General Information page, General tab displays.

11. Click the Save button. If the new Contract Status is:

a. ACTIVE: After you Save, the Amend Contract button and Amendments tab are now
available. Changes you wish to make to the contract will need to be processed through an

amendment.

b. CLOSED: After you Save, the Amend Contract button and Amendments tab are no longer
available and the data fields cannot be modified.

c. FV COMPLETED: After you Save, the Amend Contract button and Amendments tab are still
available. Changes you wish to make to the contract will need to be processed through an

amendment.
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Update Contract Status to FIRE - CLOSED or WITHDRAWN

When setting the Contract Status to FIRE — CLOSED you may be required to lower the Transaction

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

contract.

You will follow the same steps to update the Contract Status to FIRE - CLOSED and WITHDRAWN:

1. Access the contract.

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

[ General || Lines | Amendments

Contract Number 0008213

Amendment Number 0000000009

Amgnd Contract \

Description [NH000S218
Contract Admin
Region Code
Contract Type F
Currency Code USD
Exchange Rate Type CRRNT
Contract Signed 03/19/2007
Contract Role

Revenue Profile
Use Project ChartFields: v/

) Other Information

p Summary of Amounts (7

Billing Plans Revenue Plans Milestones

[F)save “':’TReturn toSearch | [Z] Notify 1

General | Lines | Amendments

Favorites v 1 Main Menu v > Customer Confracts v > Createand Amendv > General Information

Related Content v | New Window | Help | Personal

Sold To Customer FEDERAL HIGHWAY ADMINISTRATION
*Contract Status FIRE - CLOSED Q

Add to My Contracts |

Processing Status Active
Amendment Status Complete
Business Unit VA Dept of Transportation

Contract Classification Government
Last Amended 07/23/2015

Start Date 03/19/2007
End Date
Last Update Date/Time 08/08/2019 9:05:45AM

Last Update User ID TERELLE.WALKER
Separate Fixed Billing and Revenue: |
Separate As Incurred Billing and Revenue:

Supplemental Data GoTo [More V]

3.  Click the Billing Plans link.

Rev 11/19/2024

Page 7 of 26




Project Accounting Job Aid

/;/ Cardinal

Place the Billing Plan on Hold

PA353 Updating a Federal Contract Status (VDOT)

Once the Billing Plan is placed on Hold, new billable amount (BIL) lines will not be created until the Hold
has been removed. The steps to place a Revenue Plan on Hold are the same except you would choose

the Revenue Plan related hyperlinks.

Assign Billing Plan

Sold To Customer FEDERAL HIGHWAY ADMINISTRATICN

Contract Lines to be Assigned / Unassigned

Contract 0005213 NHO00S218

Line Product Line Description
(i FEDERAL NHOD0S218
Oz FEDERAL NHOD0S218
Select Al O Clear Al

Bill Plan to Assign / Unassign

Billing Plan NEXT Q.
Billing Method | v

Description

‘ Assign |Ass‘|gn selectd Lines/Sequences to Billing Plan

Return to General Information

[ah Return to Search =] Notity

Billing Amount Price Type

Rate

Rate

Bill Plan Detail Template ID

Favorites v ‘ Main Menu ~ > Customer Confracts » > Create and Amend » > General Information

Fee Typ)

None

As Incurred - Rate Based

None

Unassign

B102

Billing Plan Template

|Unasswgn selected Lines/Sequences from Billing Plan

As Incurred - Rate Based

New Window | Help | Personalize Page | T

Personalize | | View All | 2] & First ‘4 1-20f2 '}/ Last

Billing Method Status
As Incurred In Progress
As Incurred In Progress

4. The Assign Billing Plan page displays.

5.  Click the Bill Plan hyperlink for the Bill Plan that needs to be placed on Hold.
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Define Billing Plan

Favorites « | Main Menu = > Customer Confracts » > Create and Amend » > General Information > Assign Billing Plan >
| New Wind
! Billing Plan General '| Events || Histary |
Contract 0005213 Bl Unit 50100
Sold Te Customer 0000055002 FEDERAL HIGHWAY ADMINISTRATION Bill To 0000055002 FEDERAL HIGHWAY ADMINISTRATICN
Billing Plan B101 As Incurred - Rate Based Currency USD
L =Rl Cancel
Description [As Incurred - Rate Based Billing Status - Actions
Billing Method | As Incurred O Hold
Customer Information Tolerance Options
BI Unit 50100 VA Dept of Transportation Minimum Bill Amount 0.00
*Bill To Customer 0000055002 Q, EEDERAL HIGHWAY I Final Bill
ADMINISTRATICN
Addr Num 113G =
Bill To Contact Q
Billing Options
Bill Type |FED Q [ pre Approved
Bill Source |[FED Q Direct Invoice
Summarization Template ID VDOT_FHWA Q VDOT FHWA
Purchase Order
Billing Header Note Internal Motes Preview Summarization Template
Billing Default Overrides
Invoice Form LANDSCAPE |Q
Cycle ID|FEDERAL  |Q View Customer Defaults
Bill By ID|[PC_FEDERAL |3 Project Federal
Payment Method | v]
Payment Terms Q,
Billing Inquiry Q,
Billing Specialist Q.
Return to Assign Billing Flan
|[Flsave ||[ah ReturntoSearch || =] Motify | B Add || H Upc
Billing Flan General | Events | History
6. The Billing Plan General tab displays.
Rev 11/19/2024 Page 9 of 26
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Favorites Main Menu ~

[ Billing Plan General Events [ History [

Contract 0005213

Sold To Customer 0000055002

Billing Plan B101 p

Description As Incurred - Rate Based
Billing Method As Incurred
Customer Information

Bl Unit 50100

*Bill To Customer 0000055002 Q,
Addr Num 1|Q =
Bill To Contact Q,
Billing Options
Bill Type FED Q,
Bill Source FED Q,
Summarization Template ID VDOT_FHWA Q,

> Customer Contracts » > Createand Amend » >

General Information > Assign Billing Plan > Define Billing Flan

Bl Unit 50100
Bill To 0000055002
Currency USD

FEDERAL HIGHWAY ADMINISTRATION

As Incurred - Rate Based

“Billing Status - Actions |

I ”°‘q_lnsfoafzm T

FEDERAL HIGHWAY ADMINISTRATION

| New

Cancel

Hold Details

WA Dept of Transportation

FEDERAL HIGHWAY
ADMINISTRATION

Put On Hold Date 08/02/2019

Hold Reason |

Hold User TERELLE.WALKER

Tolerance Options
Opre Approved Minimum Bill Amount

Direct Invoice CFinal Bill

VDOT FHWA

0.00

The date that you select this box displays to the right of the check box. This is the effective date of

Hold User: populates with the name of the person who placed the Hold.

7. Select the Hold check box under the Billing Status.
the Hold.
8. The Hold Details section displays, with three fields:
a.
to the check box.
b.
C.

Rev 11/19/2024

Hold Reason: click the lookup icon to select the reason for the hold.

Put On Hold Date: populates with the current date which matches the date that displays next
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FEDERAL HIGHWAY ADMINISTRATION Bill To 0000055002 FEDERAL HIGHWAY ADMINI

As I e Dinds D ol i LicDy

Look Up Hold Reason

Help || |
SetlD 50100

Hold Reason|bagins with |||
Description| begins with

Look Up Clear Cancel Basic Lookup WA

Search Resulis

View 100 First ‘4 1aors B Last
Hold Reason Description

DFFD Process Def Prepaid I
OTHR Other Bill
FED PED expired

| PFD Process Int. Prepaid

RATE Clear processed amt

J Stop bills for line

UPED Make Update to PED

WHKST Clear wksht error

Frevi

-! EE

9. The Hold Reason pop-up window displays. See the table below for a list of Hold reasons and the
Description and the Type of Contract each hold reason applies to:

Hold Reason Description Type of Contract

DPPD Process Def Prepaid Non-Federal

OTHR Other Federal and Non-Federal
PED PED expired Federal
PPD Process Int. Prepaid Non-Federal

RATE Clear processed amt Federal and Non-Federal
STOP Stop hills for line Federal and Non-Federal
UPED Make Update to PED Federal

WKST Clear wksht error Federal

Note: Be sure to select the correct hold reason based on the contract. There are no edits for this
field, so if you select one that does not match with the contract type, Cardinal will not display an
error message.

For this scenario, STOP is selected.
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Favorites = | Main Menu - b3

[ Billing Pian General || Events | History |

Contract 0005213
Sold To Customer 0000055002

Billing Plan B101 p

Billing Method | As Incurred
Customer Information
Bl Unit 50100
*Bill To Customer 0000055002
Addr Num 1|Q
Bill To Contact

Billing Options
Bill Type [FED
Bill Source FED
Summarization Template ID VDOT_FHWA
Purchase Order

Billing Header Note Internal Notes

Billing Default Overrides
Invoice Form |LANDSCAPE
Cycle ID |FEDERAL

Customer Confracts » >

Description |As Incurred - Rate Based

Bill By ID |PC_FEDERAL Q)

Create and Amend = >

FEDERAL HIGHWAY ADMINISTRATION

As Incurred - Rate Based

WA Dept of Transportation

Q FEDERAL HIGHWAY
ADMINISTRATION

=
Q
Q Cpre Approved
Q Direct Invoice
Q VDOT FHWA

Preview Summarization Template
Q
Q View Customer Defaults

Project Federal

Payment Method |

v]

Payment Terms
Billing Inquiry
Billing Specialist

Return o Assign Billing Flan I

@Sa\:e | E" Retumn to Search | [[=] Notify |

Billing Plan General | Events | History

Q
a
Q

General Information

Bl Unit 50100
Bill To 0000055002
Currency USD

“Biling Status

Hold Details

Tolerance Options

5> Assign Billing Plan

> Define Billing Plan
| Mew

FEDERAL HIGHWAY ADMINISTRATICON

| Cancel |
~ Actions —

Hold papgiznig

Put On Hold Date 03/02/2019

Hold User TERELLE.WALKER

9

IHoId Reason Stop bills for line

Minimum Bill Amount 0.00

[IFinal Bill

[G-aaa £ up

10. The Hold Reason field populates with the description for the hold selected.

11. Click the Save button.

12.

Rev 11/19/2024

Click the Return to Assign Billing Plan hyperlink.
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Favorites~ | Main Menu ~ > CustomerContracts v > CreateandAmend~ > GeneralInformation > Assign Billing Plan
New Window | Help | Personalize Page | i&
Assign Billing Plan
Contract 0005218 NHO00S218
Sold To Customer FEDERAL HIGHWAY ADMINISTRATION

Contract Lines to be Assigned / Unassigned Personalize | | View All | 2] = First ‘4 1.20f2 "» Last
Line Product Line Description Billing Amount Price Type Fee Type Plan Plan Description Billing Method Status
1 FEDERAL NH000S218 Rate None As Incurred - Rate Based As Incurred In Progress
02 FEDERAL NH000S218 Rate None B102 As Incurred - Rate Based As Incurred In Progress
Select All Clear All
Bill Plan to Assign / Unassign
Billing Plan [NEXT 1 Billing Plan Template | Q
Billing Melhodl v Bill Plan Detail Template ID [ |Q
Description |
- ,AEEL s | ‘ ,Ui“ais'g",, ,‘ Unassign selected Lines/Sequences from Billing Plan

| Assign selected Lines/Sequences to Billing Plan

Return to General Information

[@h Return to Search || [=] Notify |

13. The Assign Billing Plan page displays.
14. Click the Return to General Information hyperlink.

15. The General Information page, General tab displays.
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Favorites ~ | Main Menu ~ > Customer Confracis + >  Create and Amend +

‘ Geperal I‘ Linesl Amendments

Contract Number 0005213

Amendment Number 0000000009

Amend Contract

Contract Lines (2

General I Detail ' Billing Amount Details || Revenue Amount Details ‘

Actions Line Product Description Price Type  Billing Plan
- Actions 1FEDERAL NHOD0S218 Rate In Progress
- Actions 2 FEDERAL NHOD0S218 Rate In Progress
Billing Plans Revenue Plans Milestones

|[F]save ||[ah Returnto Search | |[<] Noify |

General | Lines | Amendments

General Information

B
= Sold To Customer FEDERAL HIGHWAY ADMINISTRATICN
Contract Status ACTIVE

Personalize | Find | View Al | 0] = First ‘4 1-20f2 '}/ Last

Revenue Plan Contract Terms  Accounting
In Progress Contract Terms § Distribution
Ready Contract Terms  Distribution

Supplemental Data

Related Content v | New Window | Help | Person

Internal Notes  Ship to Customer Name

FEDERAL HIGHWAY
Internal NOtes iy INISTRATION

FEDERAL HIGHWAY
Internal NOtes iy INISTRATION

GoTo [More v

|Es Add || Update/Display

Click the Lines tab.

In the Contract Lines section, click the Detail tab.

18. Click the Contract Terms hyperlink.

Rev 11/19/2024
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Favorites = | Main Menu + B

Customer Confracis » >

Contract Number 0005218
Amendment Number 0000000009

Contract Amounts l Related Projects Il Contract Amgndments |

IEE%

Create and Amend = >

General Information > Contract Terms

Sold To Customer FEDERAL HIGHWAY ADMINISTRATION
Contract Status ACTIVE

Contract Line

Product FEDERAL

Description WHODOS218

Price Type Rate
Fee Type MNones

Amend Contract |

PC Business Unit 50100 &}

Transaction Limits

Review Limits

Associated Rates Personalize | Find | & First ‘4" 10f1 '‘* Last
Effective Date Status Rate Selection Rate Set
1|03M12/2007 | [Active wv| [Rate Set | |[FED_L240_100 |G Rate Set =
Associated Projects & Activities Personalize | First ‘1’ 1-250f220 '*' Last
*Project *Activity Description Description
(O [DO00081735 | [BO2 |©, BRACS69101,P101,N501 PE/Constr - Constr on PE Job [=]
() |oooooat73s |Qy (505 |G, BRACSE9101,P101,N501 Prel Eng. Environmetal =]
() |oooooat73s |Qy (508 |, BRACSE9101,P101,N501 Advanced RIW Prior to Acq. =]

A A aF ' T g o g oF gt gl g g g S S N SN AT S S o &

o 0 e G s a0 AL T e b (U | PR =T FEN | PR [+ ) Lo
() |oooooai7as |Qy [EE5 |, BRACOE9101,P101,N501 Env Dec Mgmt and Preparation [=]
() |oooooai73s |Qy [5E6 |, BRACSE9101,P101,N501 Noise Abatement [=]
| Create Project | Create Activity [ All Activities || Summary Activiies | | Delete Activities |

Return to General Informaticn

|[Fsave ||[ah Return to Search

||=] Notify || Refresh

Contract Amounts | Related Projects | Contract Amendments

Update/Display

| & incluge History | Correct History |

19.

20.

Rev 11/19/2024

Click the Related Projects tab

Click the Correct History button at the bottom of the page.
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Favorites » | Main Menu +

> Customer Coniracts » > Create and Amend + >  General Information > Contract Terms

Contract Amounts || Related Projects || Contract Amendments |

F%
Contract Number 0003213 Sold To Customer FEDERAL HIGHWAY ADMINISTRATION
Amendment Number 0000000009 Contract Status ACTIVE
Contract Line 1 b Price Type Rale
Product FEDERAL Fee Type None

Description NHOD0S218

| Amend Contract |

PC Business Unit|50100 Q,
Transaction Limits Review Limits

Associated Rates Personalize | Find | 2 First ' 10f1 (& Last

Effective Date |Status Rate Selection Rate Set

1[pararoo7 |5 [inactive v| [Rate set Ml |, Rate Set [=]

Associated Projects & Activities Personalize | First ‘1) 1-250f200 '}’ Last

*Project *Activity Description Description
(O |oooooai73s |Q [s02 |G, BRACEE2101,P101,N501 PE/Constr - Consir on PE Job (=l
( |oooooai73s |Gy [B0S |G, BRACIE9101,P101,N501 Prel Eng. Environmetal =

$ PV LA 4 08 PFEVPD 080 OFIFYP O OIFee

- " i - . . K "~ an A - -,

Lot s s
O |oooooai73s |Q 685 |Gy, BRACS59101,P101,N501 Env Doc Mgmt and Preparation (=]
( |oooooai73s |G 626 |G, BRACHE9101,P101,N501 Noise Abatement (=]
| Create Project [ Create Activity [ All Activities || Summary Activities | | Delete Activities |
Return to General Infarmaticn I
I|E§{|SWI|L£‘ Return to Search | |[=] Notify ||« Refresh | 2] Update/Display || % Include History || Correct History

Contract Amounts | Related Projects | Contract Amendments

21. Inthe Associated Rates section, update the following fields:

a. Status: Change to Inactive

b. Rate Set: Remove the Rate Set

22. Click the Save button.

23. Click the Return to General Information hyperlink.

Rev 11/19/2024
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[ General Lines' Amg;dmenls

Contract Number 0005213

Amendment Number 0000000009

Favorites v Main Menu v > Customer Contracts v > Createand Amend v >  General Information

| Amend Contract

Description NH000S218

Contract Admin |
Region Code
Contract Type F
Currency Code USD
Exchange Rate Type CRRNT
Contract Signed 03/19/2007
Contract Role
Revenue Profile
Use Project ChartFields: v/
) Other Information

p Summary of Amounts (?

Billing Plans Revenue Plans Milestones

[Flsave |[2h Retumto Search _|[[=] Notify |

General | Lines | Amendments

Separate As Incurred Billing and Revenue:

Related Content v | New Window | Help | Personall

Sold To Customer FEDERAL HIGHWAY ADMINISTRATION
| contract status FiRe - cLosen q

| Add to My Contracts |

Processing Status Active
Amendment Status Complete
Business Unit VA Dept of Transportation

Contract Classification Government
Last Amended 07/23/2015

Start Date 03/19/2007
End Date
Last Update Date/Time 08/03/2019 9:05:45AM

Last Update User ID TERELLE.WALKER
Separate Fixed Billing and Revenue: |

Supplemental Data GoTo [More v

The General Information page displays. Click the General tab.

Click the lookup icon next to the Contract Status field. The Look Up Contract Status pop-up

window displays.

Click on FIRE - CLOSED.

The Contract Status updates to FIRE-CLOSED.

Click the Save button.

Rev 11/19/2024
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Change Contract Status to FV ACCEPTED

When processing a modification which indicates the final voucher has been paid:

1. Access the contract, amend Transaction Limits as needed, update the Billing Plan’s Billing
Status to Completed and update the Associated Rate Status to Inactive, and remove the Rate
Set.

2.  Update the Revenue Plan Status to Completed.

Place the Revenue Plan on Hold

The steps to place the Revenue Plan on Hold are the same as when you placed the Billing Plan on
Hold, except you would choose the Revenue Plan related hyperlinks.

Favorites v ‘ Main Menu v > Customer Contracts v > CreateandAmend v > General Information

Related Content v | New Window | Help | Personalize

General | Lines | Amgndments

Contract Number 0001046 Sold To Customer FEDERAL HIGHWAY ADMINISTRATION
Amendment Number 0000000000 *Contract Status |FIRE - CLOSED Q
Amend Contract \ Add to My Contracts \
Description HSR0001046 Processing Status Active
Contract Admin| 1Q Amendment Status Complete
Region Code Business Unit VA Dept of Transporiation
Contract Type F Contract Classification Government
Gilféiicy Code: 8D Start Date 06/28/2002
Exchange Rate Type CRRNT End Date
Contract Signed 06/28/2002 Last Update Date/Time 06/13/2012 10:00:35PM

Last Update User ID DWAYNE.EASTER
Separate Fixed Billing and Revenue:

Revenue Profile Separate As Incurred Billing and Revenue:
Use Project ChartFields: ]

Contract Role

) Other Information

) Summary of Amounts (2

Billing Plans Milestones Supplemental Data GoTo |More v|

|[F)save ||@ Retumnto Search ||[=] Notify BAd |[&

General | Lines | Amendments

3. From the General Information page, General tab, click the Revenue Plans hyperlink.
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Favorites v ‘ Main Menu v > Customer Contracts v > Createand Amend v > General Information

Assign Revenue Plan

Contract 0001045 HSR0001046
Sold To Customer FEDERAL HIGHWAY ADMINISTRATION

Return to General Information

|G Return to Search | |[£] Notify

Contract Lines to be Assigned / Unassigned Personalize | Find | View Al | 2| First ‘4" 10f1 2/ Last
Line Product Description Revenue Amount $;'§: Fee Type] Plan JPlan Description Revenue Method Status
O 1 FEDERAL HSR0001046 Rate  None R107 JAs Incurred - Rate Based As Incurred In Progress
Msetect i [ clear A
Revenue Plan Assign/Unassign
Revenue Plan |[NEXT Q Revenue Plan Template Q
Revenue Method [ V]
Description
Assign Assign selected contract lines to Revenue Plan ‘,7@7‘3575[9"7, J Unassign selected contract lines from Revenue Plan

> Assign Revenue Plan
New Window | Help | Personalize Pag

4. The Assign Revenue Plan page displays.

Favorites -~ | Main Menu - >  Customer Contracts - >

Revenue Plan
Revenue Plan

Contract DO01048
0000055002
R101

Sold To Customer

Revenue Plan

Description |A5 Incurred - Rate Based

Recognition Method As Incurred
Define Events By
Add Milestone

Create and Amend ~ >

Business Unit 50100
FEDERAL HIGHWAY ADMINISTRATION

Hold Details

Personalize | Find | View All |

Event Detail First
Event Event Type *Event Status Accounting Date
1 [Date ~] [Panding ~] [02/0a/2019 [l Ewvent Note =1
Return to Assign Revenue Plan
1,.'I Save 1;& Return to Search [=] Motify Elk Add 7 Update/Displa

General Information > Assign Revenue Plan > Define Revenue FPlan

Currency USD
GL Business Unit 50100
GL Currency USD

“Plan Status ~ Actions
Put On Hold Date 02/02/2019
Hold User TERELLE.WALKER
Hold Reason (&}

|

4 10f1 "M Last

5.  Click the Revenue Plan hyperlink for the Revenue Plan that needs to be placed on Hold.

6.

The Hold Details section displays, with three fields:

a.
to the check box.

b. Hold User: populates with the name of the person who placed the Hold.

c. Hold Reason: click the lookup icon to select the reason for the hold.

Rev 11/19/2024

Put On Hold Date: populates with the current date which matches the date that displays next
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Business Unit 50100

Currency UsD

*ALl  Look Up Hold Reason

SetlD

] Hold Reason| begins with s
Description| begins with s

| LookUp || Clear || | Basic Lookup

Search Results

View 100 First ‘4 1aefs

Heold Reason Description

DPFPD Process Def Prepaid
KTST FlUM Test Hold reason
OTHR Other |
FED PED expired

U= PRD Process Int. Prepaid
RATE Clear processed amt
STOP Stop bills for line
UPED Malke Update to PED
WEST Clear wksht error

i

Help

7. Select the reason for the hold from the list. For this scenario, OTHR is selected.
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Favorites - | Main Menu + > Customer Confracts ~ > Createand Amend ~ > General Information > Assign Revenue Plan > Define Revenue Pla]

Revenue Plan

Revenue Plan

Contract 0001046 Business Unit 50100 Currency USD
Sold To Customer 0000055002 FEDERAL HIGHWAY ADMINISTRATION GL Business Unit 50100
Revenue Plan R101 GL Currency USD
Description [As Incurred - Rate Based x *Plan Status ~ Actions
Recognition Method As Incurred [ Hold
Define Events By Hold Details

Add Milestone
Put On Hold Date 02/D8/2019

Hold User TERELLE WALKER

Hold Reason |Other Q
Event Detail Personalize | Find | View Al | 2| E First ‘&' 10f1 ‘' Last
Event Event Type *Event Status Accounting Date
1 [Date ~| [Pending v| [Defoai2019 [#] Event Note =]
| Retumn to Assign Revenue Plan |
EIS&VB ||[&" Return to Search | |[Z] Notify | [Ev Add |[JA Update/Display

8.  Click the Save button.
9. Click the Return to Assign Revenue Plan hyperlink. The Assign Revenue Plan page displays.

10. Click the Return to General Information hyperlink. The General Information page, General tab
displays.
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Customer Confracts v > Create and Amend ~ >  General Information

Favorites - ‘ Main Menu ~ b
Related Content v | Mew Window | Help | Personali]

| General |l Lines I Amendmenis

B
Contract Number 0001046 = Sold To Customer FEDERAL HIGHWAY ADMINISTRATION

Amendment Number 0000000000 Contract Status FIRE - CLOSED

| Amend Contract |

Contract Lines (2 Personalize | Find | View All | G| First ‘4 10f1 '»/ Last
General |‘ Detail '| Billing Amount Details || Revenue Amount Details

Actions Line Product Description Price Type Billing Plan Revenue Plan Contract Terms  Accounting Internal Notes  Ship to Customer Name
" U FEDERAL HIGHWAY
- Actions 1FEDERAL HSRO001046 Rate Completed In Progress Contract Terms § Distribution Internal Notes ADMINISTRATION
Billing Plans Revenue Plans Milestones Supplemental Data GoTo | Iore v|

B Acd || A Upd

[[Flsave ||[ah Retumnto Search ||[=]Notify |

General | Lines | Amendments

11. Click the Lines tab.

12. Inthe Contract Lines section, click on the Detail tab.

13. Click the Contract Terms hyperlink.

Rev 11/19/2024 Page 22 of 26



Project Accounting Job Aid

/}) Cardinal

PA353 Updating a Federal Contract Status (VDOT)

Favorites « | Main Menu - s Cu

stomer Confracts » > Create and Amend ~ > General Information > Contract Terms

Contract Number 0001048

Contract Amounts I Related Projects I| Contract Amendments

Sold To Customer FEDERAL HIGHWAY ADMINISTRATICON

Description HSR0O00104

]

Amendment Number 0000000000 Contract Status FIRE - CLOSED
Contract Line 1 Price Type Rate
Product FEDERAL Fee Type None

Amend Contract |

PC Business Un]tQ
Transaction Limits Review Limits

Associated Rates Personalize | Find | &2 First ‘Y 10f1 '‘»' Last

Effective Date Status Rate Selection Rate Set

1|06r28/2002 | [nactive v] [Rate set v |Gy Rate et B

Associated Projects & Activities Personalize | G First ‘4 1-250f36 '»' Last

*Project *Activity Description Description
¢ |ooooo1s7oe |Gy (631 |G, 9999063546,PE101,C501 Contract Const Regular =]
¢ [ooooo1eToe |Gy (632 |G, 9999063546,PE101,C501 Contract Censt Exira [=]
(O |ooooo1sToe Q@ (633 |, 9999063546,PE101,C501 State Forces Const =]

R A e e e aw AP g SV o P P R R N NSNS

) |La000 8706 |Q 6424 Q5409003840 PETL1,Chul Proysct Cuntrol. Ll [=
¢ |poooD18TOe |Q [64215 |Gy, 9999063546,PE101,C501 Contract Administration =
O [oooooteToe |Q [643 |G, 9999063846,PE101,C501 Materials [=]
¢ [DoD001E708 |Q [G44 |G, 9999063546,PE101,C501 Final Estimate Surveys =l
| Create Project [ Create Activity [ All Activiies || Summary Activities | | Delete Activities |

Return to General Information

|[§-‘_]Save I||§f‘ Return to Search | |[Z] Netify || ¢4 Refresh

[ UpdateiDispiay || & Include History |5 Correct History |

Contract Amounts | Related Projects | Contract Amendments

14. Click the Related Projects tab.
15. Click the Correct History button at the bottom of the page.
16. Associated Rates section:
a. Status: Update to Inactive
b. Rate Set: Remove the Rate Set
17. Click the Save button.
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() |ooooo1s708 | Q[543 ), 9999063546,FE101,C501 Materials =

0000018708 |G (644 (), 9999063346,PE101.C501 Final Estimate Surveys =]

| Create Project [ Create Activity [ All Activities || summary Activiies || Delete Activities |

Return to General Information

|[F]8ave ||[ch Returnto Search ||[=] Notify || Refresh | | & Update/Display || & Include History | |[£% Correct History

Contract Amounts | Related Projects | Contract Amendments

Select the radio button next to the Project and Activity combination that is associated with the
contract. Take note of the phase of the activities that are listed.

Click the Delete Activities button.

e s A SIUUO R C U I UL U AU SIS \Ty1=

]C Delete Summary Activity for 0000018709 S
Help

q

]C Project Activities Personalize | Find | View 100 | @l @ First ‘4 1-2507267 '*' Last

1q Select  WBSID Activity Name Activity Activity Type  SIOEE88IN0 gpart Date End Date

]C ] 1 B Preliminary Engineering Phase 9101 =h oy} Inactive 05/09/2000 06/24/2002 A

:lC @ 151 PE Pariicipating 9161 9101 Inactive 05/0%2000 06/24/2002

g O 1.2 B PE Non Participating 9171 o104 Inactive 05/09/2000  D6/24/2002

:|C 121 PE/Constr - Constr on PE Job T02 9101 Inactive 05/09/2000 06/2412002

]C 122 Advanced R/W Prior To Acg 706 o101 Inactive 05/09/2000 06/24/2002

]C 123 R Stakeout For Cond & Appr 707 9101 Inactive 05092000 06/24/2002

]C 124 Const Stakeout Prior To Award T0B 9101 Inactive 05/09%/2000 06/24/2002

:lc 125 P E Educational Courses 708 9101 Inactive 05/09/2000  D6/24/2002

:|C 1.26 Preliminary Surveys T a1 Inactive 05/092000 06/24/2002

]C 127 Preliminary Studies T12 9101 Inactive 05/09%/2000 06/24/2002

:|C 123 Location Surveys T3 a1 Inactive 05/03/2000 06/24/2002

:|C 129 Soil Surveys T4 =h oy} Inactive 05/09/2000 06/24/2002

:|C 1210 Foundation Investigations 715 9101 Inactive 05/09%/2000 06/24/2002

]C 1.2.11 Road Plans 716 a1 Inactive 05/0%2000 06/24/2002

:|C 1212 Structure Plans i a0 Inactive 05/09/2000 06/24/2002 Y

:lcl Ok || cancel || Refresh

g

The Delete Summary Activity pop-up window displays.
Select the check box button next to the phase of the participating activities that are to be deleted.

Click the OK button.
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Transaction Limits Review Limits

Associated Rates Personalize | Find | First ‘&' 10f1 '} Last

Effective Date Status Rate Selection Rate Set

1|08/28/2002 [ [Inactive v| [Rate Set v Q, Rate Set (=]

Associated Projects & Activities Personalize | (2 First 4/ 1-250f36 '»' Last

*Project *Activity Description Description
() |DO0DO1&Y0S | (831 Cy 99539083546,PE101,C501 Contract Const Regular IE'
() |0D000O1&709 |y |§32 Q99890683546 PE101,C501 Contract Const Extra E|

The Contract Terms page, Related Projects tab displays.

If there are activities still associated to the contract, click the (=) icon next to each of these
activities.

L Delete Confirmation

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

| ok || cancel |

PE

A Delete Confirmation pop-up message displays. It lets you know the delete will occur when the
transaction is saved.

Click the OK button.

Page 25 of 26



;/Cardinal Project Accounting Job Aid
d PA353_Updating a Federal Contract Status (VDOT)

27. Click the Save button. The Contract Terms page, Related Projects tab displays.
28. Select the General Information hyperink. The General Information page, Lines tab displays.
29. Click the General tab.

30. Click the lookup icon next to the Contract Status field. The Look Up Contract Status pop-up
window displays.

31. Click on FV ACCEPTED. The General Information page, General tab displays.

Favorites » ‘ Main Menu - > Customer Confracis » > Create and Amend ~ >  General Information

Related Content w | Mew Window | Help | Persor|

General Lines Amendments |

Contract Number 0001046 Sold To Customer FEDERAL HIGHWAY ADMINISTRATION
Amendment Number 0000000000 “Contract Status [P ACCEPTED Q
| Amend Contract | Add to My Contracts |

Description |HSR0O001045 Processing Status Closed

Contract Admin Q Amendment Status Complete
Region Code Business Unit VA Dept of Transportation
Contract Type F Contract Classification Government
Currency Code USD Start Date 06/23/2002
Exchange Rate Type CRRNT End Date
Contract Signed 08/28/2002 Last Update Date/Time 06/13/2012 10:00:35PM

Last Update User ID DWAYNE.EASTER
Separate Fixed Billing and Revenue:

Revenue Profile Separate As Incurred Billing and Revenue:
Use Project ChartFields: ¥/

Contract Role

p Other Information

) Summary of Amounts (7

Billing Plans Revenue Plans Milestones Supplemental Data GoTo [More v
|E|Save IE\‘* Return io Search | |[=7] Notify Bk Add |[JE Update/Display

General | Lines | Amendments

32. Click the Save button.
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