//Cardinal Project Accounting Job Aid
V4

501 PA354: Close a Non-Federal Customer Contract

Close a Non-Federal Customer Contract Overview
This job aid details the steps to close a non-federal customer contract.

You should only close a contract after the contract has fulfilled the contract terms. Once the contract is
Closed, it can no longer be used, amended, or reactivated. Closed contracts are removed from
processing and views, but the historical contract data is still available for query.

To close a non-federal contract:

. Verify the related Revenue Plan and Billing Plan statuses are Completed.

° If there are amendments, verify they have a status of Complete or Cancelled.
. For rate-based contracts, if there are any prepayments, verify they have a status of Complete or
Inactive.

J Update if necessary.

The process to close a non-federal contract is the same regardless of the contract type.
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Steps to Close a Non-Federal Customer Contract

1.

Navigate to the General Information page using the following path:

Main Menu > Customer Contracts > Create and Amend > General Information

Favorites « | Main Menu « » Customer Confracts » > Create and Amend = > General Information

General Information

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

Find an Existing Value Add 3 New Value

Search Criteria

Business Unit[= ~| 50100
ICantract beging with (/0000001564 I
Description| begins with s
Sold To Customer
Customer Name
Contract Status[begins with v|

Processing Siatus| = M

Contract Type
Contract Classification| = v
Region Ccde

Contract Admin]strator
Master Contract #

[l case sensitive
Limit the number of results to (up to 300): |300

Je

oppl ol |le o

|__search ]| Clear | Basic Search &F save Search Criteria

Find an Existing Valus | Add a New Value

501 PA354: Close a Non-Federal Customer Contract

The General Information page displays. On the Find an Existing Value tab, enter the Contract

number in the Contract field.

Click the Search button.
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Favorites = | Main Menu + > Customer Confracis » > Create and Amend » > General Information

Related Content + | New Window | Help | Persd
! General ‘ Lines ” Amendments

Contract Number 0000001264 Sold To Customer CITY OF SUFFOLK
Amendment Number 0000000000 “Contract Status ACTIVE Q
| Amend Contract | | Add to My Contracts |

Description |Shoulders Hill Rd & Rt 17 Processing Status Active

Contract Admin Q Amendment Status Complete
Region Code Business Unit VA Dept of Transportation
Contract Type A Contract Classification Standard
Currency Code USD Start Date 04/10/2015
Exchange Rate Type CRRNT End Date
Contract Signed 04/10/2015 Last Update Date/Time 12/06/2017 9:32:50AM

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

Contract Role

Revenue Profile
Use Project ChartFields: [¥]

Other Information

Summary of Amounts (7

1
Billing Flans I Revenue Plans Milestones Renewals Supplemental Data GoTo [More |
|

|[F]save ||E" Returnto Search ||[=] Notify |

General | Lines | Amendments

4.  The General tab displays. Click the Billing Plans hyperlink.

Favorites v ‘ Main Menu v > Customer Contracts v > Createand Amend v > General Information > Assign Billing Plan

New Window | Help | Personalize Page | &

Assign Billing Plan

Contract 0000001864 Shoulders Hill Rd & Rt 17
Sold To Customer CITY OF SUFFOLK

Contract Lines to be Assigned / Unassigned Personalize | | View All | &2 | E First ‘4 10f1 » Last
Line Product Line Description Billing Amount Price Type Plan Plan Description Billing Method Status
01 MGA&SE_UCI05_100 CON -1st City-Hampton Rate As Incurred - Rate Based As Incurred In Progress
[# select Al [ clear Al
Bill Plan to Assign / Unassign
Billing Plan [NEXT Q Billing Plan Template Q
Billing Method | v Bill Plan Detail Template ID | Q
Description
[ Assion | Assign selected Lines/Sequences to Billing Plan [ Unassign Unassign selected Lines/Sequences from Billing Plan

Return to General Information

Gh Return to Search |

5. The Assign Billing Plan page displays. Click the Plan hyperlink for the Contract Line you want to
update (e.g., B101).
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501 PA354: Close a Non-Federal Customer Contract

Favorites » | Main Menu + > Customer Confracts + > Create and Amend ~ >

! Billing Plan General I| Events || History |

Contract 0000001264
Sold To Customer 0000107827
B101

CITY OF SUFFOLK

Billing Plan As Incurred - Rate Based

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

Bl Unit 50100 A Dept of Transportation

*Bill To Customer 0000107327 Q CITY OF SUFFOLK
Addr Num 113 =
Bill To Contact L
Billing Options
Bill Type [CCT Q [ Pre Approved
Bill Source MG&SE a [ pirect Invoice
Summarization Template ID YDOT_OTHER Q VDOT Cther

Purchase Order

Billing Header Note Internal Notes Preview Summarization Template

Billing Default Overrides
Invoice Form LANDSCAPE |Q,

Cycle ID MONTHLY Q Wiew Customer Defaults
Bill By ID PC_OTHER | Q) Non-Federal Project
Payment Method | V]
Payment Terms QL
Billing Inquiry Q
Billing Specialist QL

Return to Assign Billing Flan

|[F)save ||Gh Returnto Search ||[=] Notify |

Billing Flan G E sistory

General Information b

Assign Billing Plan > Define Billing Plan

Bl Unit 50100
Bill To 0000107827 CITY OF SUFFOLK

Currency USD

[Completeg ]
“Billing Status{INF s ) actions

ol

Cancel

Transaction Options

Bill Currency [Contract Currency
Retainage Options
ltems previously held as Retainages
Oeill O write-off @® Hold
Tolerance Options
Minimum Bill Amount 0.00

CIFinal Bill

The Billing Plan General tab displays.
Click the Billing Status drop-down arrow.

Select Completed.
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501 PA354: Close a Non-Federal Customer Contract

Favorites » ‘ Main Menu » > Customer Confracis » > Create and Amend » > | General Information I > Assign Billing Plan > Define Billing Plan

Billing Plan General || Events || History |

Contract 0000001864 Bl Unit 50100
Sold To Customer 0000107827 CITY OF SUFFOLK Bill To 0000107827 CITY OF SUFFOLK
Billing Plan B101 As Incurred - Rate Based Currency USD
Description |As Incurred - Rate Based Billing Status{lell|[EE >} - Actions I —
Billing Method As Incurred
Customer Information Transaction Options
B1 Unit 50100 VA Dept of Transportation Bill Currency |Contract Currency  [~]
*Bill To Customer 0000107527 CITY OF SUFFOLK Retainage Options
Addr Num 1 = Items previously held as Retainages
Bill To Contact Bill Write-off ®'Hold
Billing Options Tolerance Options
Bill Type CCT +/IPre Approved Minimum Bill Amount 0.00
Bill Source MG&SE i i
Direct Invoice Einal Bill
Summarization Template ID VDOT_OTHER VDOT Other

Purchase Order
Billing Header Note Internal Notes Preview Summarization Template

Billing Default Overrides
Invoice Form LANDSCAFPE

Cycle ID MONTHLY View Customer Defaults
Bill By ID PC_OTHER Mon-Federal Project
Payment Mathod

Payment Terms
Billing Inquiry
Billing Specialist

Return to Assign Billing Plan

||[.:,{|Save I|._1-‘* Return to Search | |[+] Motify |

Billing Plan General | Events | History

9. Click the Save Button.

10. Click the General Information link in the navigation path at the top of the page.
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501 PA354: Close a Non-Federal Customer Contract

Favorites - ‘ Main hMenu ~ > CustomerConfracts » > Create and Amend » > General Information
Related Content » | New Window | Help | Persor|
General | Lines H Amendments
Contract Number 0000001864 Sold To Customer CITY OF SUFFOLK
Amendment Number 0000000000 *Contract Status ACTIVE &
| Amend Contract | Add to My Contracts
Description | Shoulders Hill Rd & Rt 17 Processing Status Active
Contract Admin Q Amendment Status Complete
Region Code Business Unit VA Dept of Transportation
Contract Type A Contract Classification Standard
Currency Code USD Start Date 04/10/2015
Exchange Rate Type CRRNT End Date
Confract Signed 0411012015 Last Update DatefTime 12/06/2017 9:33:50AM
Last Update User ID SHELLY PRYOR
Contract Role astiipaate User
Separate Fixed Billing and Revenue:
Revenue Profile Separate As Incurred Billing and Revenue:
Use Project ChartFields: ¥/
Other Information
Summary of Amounts (7
Billing Plans Milestones Renewals Supplemental Data GoTo \Mnre v\
|[Flsave ||@ Returnto Search ||[Z]Notify | [& Add || E Updatel
General | Lines | Amendments

11. The General Information page returns. Click

the Revenue Plans hyperlink.

Favorites v ‘ Main Menu v > Customer Confracts v > Createand Amendv >

Assign Revenue Plan

Contract 0000001864 Shoulders Hill Rd &Rt 17

Sold To Customer CITY OF SUFFOLK

Contract Lines to be Assigned / Unassigned

Line  Product Description Revenue Amount "¢
ype
O 1 MG&SE_UCI05_100 CON -1st City-Hampton Rate
Mselectan O clear an
R, Plan A ':’ U g
Revenue Plan [NEXT Q
Revenue Method | v
Description |

[ Assign ‘Assign selected contract lines to Revenue Plan | Unassign

Return to General Information

|E" Return to Search

[=] Notify |

General Information

> Assign Revenue Plan

New Window | Help | Personalize

Personalize | Find | View All | 2 | [ First ‘4’ 10f1 ‘» Last
Plan  Plan Description Revenue Method Status
As Incurred - Rate Based As Incurred In Progress

Revenue Plan Template

Unassign selected contract lines from Revenue Plan

12. Click the Plan hyperlink for the Contract Line
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Favorites | Main Menu « > Customer Confracts » > Create and Amend » > General Information > Assign Revenue Plan > Define Revenue Flan

| Revenue Plan |

Revenue Plan

Contract 0000001264 Business Unit 50100 Currency USD
GL Business Unit 50100

Sold To Customer 0000107327 CITY OF SUFFOLK

GL Currency USD

Completed )
*Plan Status [ NE 0= * Actions

Hota

Revenue Plan R101

Description |As Incurred - Rate Based

Recognition Method As Incurred
Define Events By

Add Milestone
Event Detail Personalize | Find | View Al | B | First ‘4 10f1 &) Last

Ewvent Event Type *Event Status Accounting Date

[5] EventNote =

1 [Date ~v| [Fending v| [D&/z2/2018

Return to Assign Revenue Plan
|E Add || B Update/Display

|[lsave ||[ar Returnto Search  ||[=] Notify |

13. The Revenue Plan tab displays. Click the Plan Status drop-down arrow.

14. Select the Plan Status of Completed.

Favorites = | Main Menu - > Customer Confracts » > Create and Amend » > | General Informationl > Assign Revenue Flan > Define Revenue Plan

| Revenue Plan |

Revenue Plan
Contract 0000001864 Business Unit 50100 Currency USD

CITY OF SUFFOLK GL Business Unit 50100

Sold To Customer 0000107827
GL Currency USD

*Plan Status | Completed ~ « Actions

Revenue Plan R101

Description |As Incurred - Rate Based

Recognition Method As Incurred

Define Events By
Freview Revenue

Add Milestone
Event Detail Personalize | Find | View All | 2 | = First ‘4 10f1 '»/ Last
Accounting Date

Event Event Type *Event Status

[Pending v| [0ar2272019 [ Event Note

1 Date

Refurn fo Assign Revenue Flan
| 17 Save I'..Jf‘ Return to Search | [[=] Notify |

15. Click the Save button at the bottom of the page.
Click the General Information hyperlink in the navigation bar at the top of the page.

|Ek Add || & Up

16.
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17.
18.
19.

20.
21.

501 PA354: Close a Non-Federal Customer Contract

Favorites + | Main Menu + > Customer Confracts » > Create and Amend ~ > General Information

Related Content | New Window | Help | Persol

General || Lines || Amendments

Contract Number 0000001854 Sold To Customer CITY OF SUFFOLK
Amendment Number 0000000000 *Contract Status [ACTIVE |\§
Amend Contract | [ Add to My Contracts

Description [Shoulders Hill Rd & Rt 17 Look Up Contract Status %
Contract Admin Help

) SellD 50100
SETTDETR Contract Status |begins with »
Confract Type A
Currency Code USD | Lookup || cClear || Cancel |Basic Lookup

Exchange Rate Type CRRNT
Contract Signed 04/10/2015

Search Results

View 100 First ‘&' 1gofe &' Last

Contract Role Contract Status Description Processing Status
Revenue Profile ACTIVE Active Active
o] Closed lose:

Use Project ChartFields: &

- osed For ciive
p Other Information FV ACCEPTED FHWA Accepted Closed
FV COMPLETED Fiscal Completed Active
} Summary of Amounts '? WITHDRAWN  Contract Withdrawn Active
Billing Plans Revenue Plans Milestones V|
|Elsave ||E" Retun toSearch | [[=] Notify | |E- Add || Update/Display

General | Lines | Amendments

The General Information page, General tab, for your selected contract, displays.
Click the Contract Status lookup icon.

Select the Contract Status of Closed.

Favorites v | Main Menu > Customer Confracis + > Create and Amend ~ >  General Information

Related Content w | Mew Window | Help | Persor]

[ General || Lines || Amencments

Contract Number 0000001864 Sold To Customer CITY O
Amendment Number 0000000000 *Contract Status |CLOSED Q
| Amend Contract Add to My Contracts
Description [Shoulders Hill Rd & Rt 17 Processing Status Closed
Contract Admin =% Amendment Status Complete
Region Code Business Unit WA Dept of Transportation
Contract Type A Contract Classification Standard
Currency Code USD Start Date D4/10/2015
Exchange Rate Type CRRNT End Date
Contract Signed 0411012015 Last Update Date/Time 12/06/2017 9:38:50AM

Last Update User ID SHELLY FRYOR
Separate Fixed Billing and Revenue:
Revenue Profile Separate As Incurred Billing and Revenue:
Use Project ChartFields: ¥

Contract Role

 Other Information

» Summary of Amounts (7

Billing Plans Revenue Plans Milestones Renewals Supplemental Data GoTo ‘ Mare V‘

|||}iﬂSave l,;“ Return to Search | |[Z] Notify | |Ek Add || E Updatel

General | Lines | Amendments

Click the Save button.

The project is closed.
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501 PA354: Close a Non-Federal Customer Contract

The image below and 3 steps were in the old job aid. Do we need to keep it?

Message

There are open projects linked to this Contract. Do you still want to close Contract? (9852,66)

WMessage on Closing Contract

Ok Cancel

22. In some instances, a message displays indicating a project linked with the contract is still open.
23. Click the OK button.

24. The contract is now closed.
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