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  Review Contract Information
Once a contract has been established, (See “Create a Rate Based Contract” job aid), the steps listed below will allow you to get summarized information about a specific contract.
1. [image: image22.png]CoreR



Navigate to Customer Contracts > Review Contract Summary
2. The Review Contract Summary page displays.

3. Verify that the Business Unit is correct.   

4. Type the contract name in the Contract field.  Example: CT-03-0149
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   Figure 1 – This is the completed, Review Contract Summary Find an Existing Value page.

5. Click [image: image2.png]Search
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Figure 2 – This is the Review Contract Summary page.

6. The Review Contracts Summary page displays the contract number, any amendments, contract type, contract classification, contract status, customer, business unit and other contract information on the page header.
7. Click the Contract Number link if you want to access the General Contract page. Click Return to Review Contract Summary at the bottom of the General Contract page to return to the Review Contract Summary page.
8. Click the Amendment Number link if you want to access the Contract Amendment page to review amendments associated with the contract. If an amendment is associated with this contract, the Amendment Details page displays with the amendment components. If no amendment is associated with this contract, 0000000000 appears. 
9. Clicking 0000000004 will bring you to the Amendment Details Find an Existing Value page. Click Return to Review Contract Summary at the bottom of the Amendment Details page to return to the Review Contract Summary page.

10. The Contract Amounts section includes the Total Contract Value and the Total Billed on the contract.
11. Click [image: image4.bmp] next to the Total Collected field to go to the Contracts AR Items page where you can see information regarding contract transactions in Accounts Receivable.
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Figure 3 – This is a Contracts AR Items page.

12. Click the Item ID link to view detail about the billing information on the View/Update Item Details page. Example: FED31511
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   Figure 4 – This is the View/Update Item Details page.

13. The View/Update Item Details page opens in a new window and displays the transactions for the line.  Example: Line 1 displays  $130,617.45 as the amount billed
14. Across the top of the View/Update Item Details page are separate tabs which when selected show more information regarding this particular invoice. 
15. Clicking the Customer Link will display the Customer Information/General Information page in a new window where you can review details about the customer. 
16. Click [image: image7.bmp] in the upper right corner to close the Customer Information/General Information page and display the View/Update Item Details page. 
17. Clicking Detail will display the AR Billing Inquiry page where you can review details about the invoice lines.  
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Figure 5 – This is the AR Billing Inquiry page.
18. Click [image: image9.bmp] in the upper right corner to close the AR Billing Inquiry page and display the View/Update Item Details page. 
19. Click [image: image10.bmp] in the upper right corner to close the View/Update Items Details page and display the Contracts AR Items page. 
20. On the Contracts AR Items page, click [image: image11.png]


 to return to the Review Contract Summary page. The Contract Lines group box displays information about contract lines: product or service sold, status of the contract line, price type, awarded amount, start and end dates, and the status of the billing and revenue plans.
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21. Click Billing Plan to display the Billing Plan General page. This page is used to manage/update Billing Plans.  All Bill Plans have been set up for you. A Billing Plan specifies how billing is handled in the Contracts module.  You bill for a project by associating the project with a contract line, and then associating the contract line with a billing plan.  Each contract has at least one billing plan, and it may have more than one billing plan. The billing plan stores the date/time when billing occurs, how the bill lines display and any notes that relate to the bill. Note: Although you will see a Hold checkbox on this page, Core-CT strongly advises against putting Billing Plans on “Hold”. If you want to stop transactions from processing through to the Billing module, the best option is to inactivate the Rate Set. (See “Create a Rate Based Contract” job aid). Change the status of the Rate Set/Plan to “Inactive” on the Related Projects page of the contract to stop the Pricing process for the contract line and stop transactions from processing to Billing. Set the status back to “Active” to allow transactions to resume processing to Billing.
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Figure 6 – This is the Billing Plan General page.

22. Click the History tab to display the billing history of the contract.
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Figure 7 – This is the History page displaying the Source tab information in the Contract Billing History group box.

23. The Amounts Details group box displays the actual amount that was invoiced Example: 701.00
24. In the Contract Billing History group box, the Source tab summarizes the status of this billing, system source, last update/date/time, User ID and net amount of invoice.
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Figure 8 – This is the History page displaying the Billing tab information in the Contract Billing History group box.

25. Click the Billing tab to display the BI Unit, Invoice Number, Invoice Type, Date and Amount of Invoice.
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Figure 9 – This is the History page displaying the Contracts tab information in the Contract Billing History group box.

26. Click the Contracts tab to see the Status of the Invoice, Purchase Order Number and Net Amount.
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Figure 10 – This is the History page displaying the Projects tab information in the Contract Billing History group box.

27. Click the Projects tab to display applicable project information. 
28. Click Return to Review Contract Summary at the bottom of the page to return to the Review Contract Summary page.

29. Click Revenue Plan in the Contract Lines group box. The Revenue Plan General page displays. Note: You cannot unassign a Revenue Plan that is in ‘Complete’ Status.  There is no way to get a Revenue Plan out of ‘Complete’ Status and you cannot unassign a Revenue Plan that is in ‘Complete’ status.  This means you could continue to Bill the Contract but you cannot create accounting entries.  You should not set Revenue plans to a Status of ‘Complete’.  Core-CT strongly advises against putting Revenue Plans on “Hold” just as in Step 21, (See “Note” in Billing Plan). 
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Figure 11 – This is the Revenue Plan page.

30. Click Return to Review Contract Summary at the bottom of the page to return to the Review Contract Summary page.

31. In the Related Projects group box, the PC Business Unit displays the Project Costing Business Unit, the Project Number associated with the contract is shown, the Description provides a short description of the project and the Project Status displays the status of the project. Note: The Contract Milestone group box is not used in Core-CT.

32. Click the Project link in the Related Projects group box to view project information associated with the contract. Across the top of the Projects page are separate tabs which when selected show more details regarding the project.
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Figure 12 – This is the General Information tab information on the Projects page.

33. Click Return to Review Contract Summary at the bottom of the page to return 
to the Review Contract Summary page.
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