Create a Customer Contract with Rate-Based Contract Line

Purpose:
This job aid will help you create a Customer Contract with a rate-based contract line in

Core-CT.

1. Navigate to the Contracts General Information page: Nav Bar > Menu > Core-CT Financials
> Customer Contracts > Create and Amend > Define Contract General Information

2. Select the Add a New Value tab.

General Information

Find an Existing Value

[ @®Add a New Value '

3. Use the lookup icons to select a valid
Business Unit and Sold To
Customer.

General Information

QFind an Existing Value

Add a New Value

4. Enter a Contract name.

“Contract [NEXT

5. Select the Contract Classification
as Standard.

*Sold To Customer ‘ Q

“Contract Classification | v

Separate Fixed Billing and Revenue [

6 . CIiCk the Add button . Separate As Incurred Billing and Revenue O

7. Enter a description in the Description field.

8. Click the Contract Type lookup to select GRANTS.

9. Today’s date will default in the Contract Signed field. Update, as necessary.
10. Validate that the Contract Status is Pending.

11. Click the Lines tab.

Define Contract General Info

‘ General H Lines

Contract Number NEXT Sold To Customer _Eastern Connecticut Workforce

“Contract Status [PENDING Q ]l

Copy From Contract H Add to My Contracts I

Processing Status Pending

Description ‘

Contract Admin ‘Federa\ Receivables & Reimbursemer Q |

Amendment Status

Region Code ‘ Q Business Unit Dept. of Labor
Contract Type ‘GRANTS Q Contract Classification Standard
Currency Code |USD Q Last Amended
Exchange Rate Type ‘ CRRNT A | Last Update Date/Time
Last Update User ID
Contract Signed ‘04!1 712024 I Separate Fixed Billing and Revenue:
Separate As Incurred Billing and Revenue:
Contract Role ‘ Q | Review Required for Revenue:
Revenue Profile ‘ Q |

Use Project ChartFields: [J
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12. A message displays that 1 item has been added to the contract.

13. Click the Return to Contract Lines link.

General Information
Add Contract Lines

Search @
Product Group ‘
Produet ‘
Product Description |
Price Type ‘

Physical Nature ‘

OProduct Kits

ORenewable

~]

Return to Contract Lines

Create Adhoc Product
14. Enter a Start Date and End Date.
15. Click the Save button.
16. Click on the Detail tab.
Contract Lines ®
E E‘ v | ViewAl
‘ General ‘l‘ Detail ‘I Billing Amount Details H Revenue Amount Details ‘ >
Actions Line Product Description Price Type HS:L?;‘! ‘Sg;n o:oll.ldnsaei‘;rg;:t S(ar;dalune Bundle Start Date End Date St
 Actions 1 DEP_FED DEP - Federal Rate o ] Q\l\ =] ) |‘7A
»
Billing Plans Revenue Plans Milestones Renewals Amount Allocation Supplemental Data ‘ More ~ ‘
Go To
17. Click on the Contract Terms link.
Contract Lines @
EHIE | ViewAl
General ‘ Detail H Biling Amount Details || Revenue Amount Details ‘ >
Actions Line Product Description Price Type  Billing Plan™ Revenue Plan  Contract Terms Accounting Internal Notes  Ship to Customer Name
v Actions 1/ DEP_FED DEP - Federal | Rate Pending Pending Distribution Internal Notes | Eastern Connecticut Workforce
>
Billing Plans Revenue Plans Milestones Renewals Amount Allocation Supplemental Data More v
GoTo
Notify IAcd Update/Display
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18. Click the Add Contract Lines button.

| General H Lines |

Contract Number NEXT Sold To Customer  Eastern Connecticut Workforce

Contract Status  PENDING

I Add Contract Lines ]l I Add Default Kit

19. Enter in product related to the business unit

20. Click the Search button.

General Information
Add Contract Lines

Search @

Product Group ‘ Q‘ O Product Kits

| F‘roduct‘ ‘ | O Renewable

Product Description ‘ |

Price Type ‘ ~ ‘
Physical Nature ‘ ~ |
Create Adhoc Product Return to Contract Lines
21. Select the product applicable to the business unit
22. Click the Add Contract Lines button.
Search Results @
BB ez v > O | vewan
[ Genera || zempites
Product Description priceType YIS proguctkat Fes Type startDat £na Da Renewabi RenewalAction | Quantity uom
1 | oep_re0 DEP . Fegeral Rate Goods N None [ [&]] B v 10000 [ a o
) |2 ozeor per g Tns Rie coms N Hane [ E] ER o] [ @
1 | ooLreo 00L-Feceral Rte Goods N Hone. [ &) & Tooo] | a
) |+ ooureo Aot Gon " n [ ] = — —
s oot_ows Rate Goods N n ( [=]) B ~ ro000] | Q
1 |re oorraa Rate Goods N N [ [E]] & v ro000] | a
7 pot_repotH Rate Goods N . ( []] =] ro000] | Q
o |ie vor_rava Rate Goos N L [ =]} & v o] a
19 0oT_Fucsa Rt oo N N I [} B 1o000] [ a
) fo orFra R Good N N I [=]] =] 10000 [ Q
1 DOT_FTA Rt Goods N N I [} B 10000] | Q
) |2 pot_uspor_ost Rat Gaods. N N I [=]] =]t 10000] [ a
3 opr_ET Rt Gooss N e [ &) ER Tooo] | a
o s oerreo [ " I =] =i — -
1 fes oPH_rxeD_sum_nawo FIXED_AMT_MvD Amount  Goods N None ( [} =R 10000 | a
Create Plans from Tempiate Combine Like Templates
“ Biting Plans
Create Adhoc Procuct Retum o Contrac Lines




Core R

Create a Customer Contract with Rate-Based Contract Line

32. Enter the Billing Limit in the Total Billing field.

33. In the Contract Line Pricing section, enter the Billing Limit.

34. Click the Save button.
35. Click the Return to Contract Terms link.

|| Bing atocaton |
Contract  CON0G00150 Sold To Customer 1 Eastern Connesticut Workforee
Business Unit  DOLM1 Currency usp Contract Admin  Federal Receivables & Reimbursement
Contract Billing 3
v Fixed Billing @
Fixed Billing Unallocated Fixed Billing 000
Billing Discounts/Surcharges 0.00 Inclusive Prepaids 0.00
Net Fixed Billing 000 Allocation | Incompiste v
Contract Line Pricing &
[=]le] .
netieve  ne procuct Bundie Price Type Guantiy BilingUmit  LimitCheck  Actions
1 DEP_FED Rate voooo) [ oo | ‘ Limit Check ‘ ~ Actions
Selectat Clear Al
]
Line Totals @
Billing Amount 0.00 Recurring Billing 0.00
Discounts(surcharges 000 Biling Limit 000 Total Billing 000
e |
‘ Related Projects ‘
Contract Number  CON0000150 Sold To Customer  Eastern Connecticut Workforce
Amendment Number Contract Status  PENDING
Contract Line 1 Price Type  Rate
Product  DEP_FED
Description  DEP - Federal
PG Busine=s Urit [Doiu 2l Transaction Limits Review Limits
illing Limi Perform Limit Checkin ]
Billing Limit 10000 | [ g
Revenue Limit 10000 Retainage ID ‘ Q
; O Tiered Pricin
Discount ID Q ‘ 9 Tiered Pricing
Associated Rates
EIEY v
Effective Date Status Rate Selection Rate Set
1 [04n7r2024 ] [acve  v]| [Rateset v | [ooL_too% Q| Rateset ‘ +
Associated Projects & Activities
E -
“Project “Activity
\ al | a =
[ Create Project l l Create Activity ] [ Al Activities
Return to General Information Amount Allocation
[ Return to Search ] [ Notify [ Refresh ] Update/Display Correct History




29.
30.

31.

. Within the Detail tab, navigate through the Contract Line and Contract Term link.

. Use the lookup to select PC Business Unit.

. Enter the Effective Date.

. Use the dropdown menu to select a Rate Selection (for Grants, normally select Rate Set).
. Use the lookup icon to select Rate Set or Rate Plan.

. Use the lookup icons to select Project and Activity (see Step 30) if associating an existing

project).

Click the Save button.

Note: If associating an existing project, navigate to the old project’s contract and delete the
activity row by clicking the “-” button on the Associated Projects & Activities row. Then, go back

to the new contract and select the activity with the associated project. View the Unlinking a
Project and Activity from an Existing Contract Job Aid for more information.

Click the Amount Allocation link
‘ Related Projects ‘
B
Contract Number  CON0000150 Sold To Customer  Eastem Connecticut Workforce
Amendment Number Contract Status  PENDING
Contract Line 1 Price Type Rate
Product DEP_FED
Description  DEP - Federal
PC Business Unit ‘ Q | | Transaction Limits Review Limits
Billing Limit l Perform Limit Checking ]
Revenue Limit Retainage ID ‘ Q
Discount ID ‘ Q | D Tiered Pricing Tiered Pricing

Associated Rates
LS

Effective Date Status Rate Selection Rate Set

| — T —
1| (041772024 E| [acdve  ~| [Rateser v || Q| Rate set ‘ +| ‘ — ‘

Associated Projects & Activities
1=

*Project *Activity

\ al | a [+] [-]
i Create Project ] I Create Activity I [ All Activities l
Return to General Information
l Return to Search I l Notify ] [ Refresh ] Update/Display
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38. Click the Return to General
Information Iink. [ Create Project l I Create Activity ] [ All Activities l

|Re1um 1o General Information I Amount Allocation
l Return to Search l [ Notify ] l Refresh l

39. Select the General tab.
40. Click the Contract Status lookup button to select Active.

|| General I‘ Lines ‘
Contract Number  CON0000150 Sold To Customer
“Contract Status |PENDING Q

41. Click the Lines tab.

42. Validate that the Status is now Active.

e O

| cenera |H Lines m Amgnaments |

B
Contract Number  GON0000150 Sold To Customer  Eastern Connecticut Workforce

Amendment Number 0000000000 Contract Status  ACTIVE

Amend Contract

Contract Lines @

(3][a] 1 v | Viewa
‘ General ‘ ‘ Detail H Billing Amount Details ‘ ‘ Revenue Amount Details ‘ >
Actions Line Product Description Price Type S‘a"s‘;ﬂ""e Bundle Start Date End Date Status Supplemental Data
“Actions 1 DEP_FED DEP - Federal Rate al | =] [=] Supp\emema\Data
« >
Biling Plans Revenue Plans Milestones Renewals Supplemental Data [ ore v
GoTo |

43. Select the Detail tab to verify that the Billing Plan and Revenue Plan statuses are set to
Ready.

Contract Lines ®
‘EHQ‘ f1 v | Viewau
| General ‘l Detail I Billing Amount Details H Revenue Amount Details ‘ >
Actions Line Product Deseription Price Type  Billing Plan® RevenuePlan  Contract Terms Accounting Internal Notes  Ship to Customer Name
Actions 1 DEP_FED |DEP- Federal | Rae Ready Ready Contract Terms Distribution Intemnal Notes  Eastem Gonnecticut Workforce
3
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44. Click the General tab.
45, Click on the grey arrow icon to expand the Other Information section.

46. Click the Create Award Profile button.
| General || Lines H Amendments |

Contract Number CONO0000150 Sold To Customer Eastern Connecticut Workforce
“Contract Status |ACTIVE Q |

Amendment Number 0000000000

[ Amend Contract ] Add to My Centracts ]
Description ‘TBSI | Processing Status  Active
Contract Admin ‘Federa\ Receivables & Reimbursemer Q ‘ Amendment $tatus  Complete
Region Code Business Unit  Dept. of Labor
Contract Type GRANTS Contract Classification Standard
Currency Code  USD Last Amended
Exchange Rate Type CRRNT Last Update Date/Time  04/17/2024 3:40:06PM
Contract Signed  04/17/2024 Last Update UserID 130840

Separate Fixed Billing and Revenue:
) Separate As Incurred Billing and Revenue:
Revenue Profile Review Required for Revenue:

Use Project ChartFields: [

~ Other Information

Contract Role

Template Contract
Master Contract

Parent Contract
Master Contract
Legal Review Complete
Credit Check Complete

Legal Entity STATE
Purchase Order

Contains Cotermination Lines
Proposal ID

Federal Region Code 00

| [ Create Award Profile ] |

47. Click the OK button.

Award Profile successfully created. (9395,503)

This Award can be viewed by clicking the View Award Profile hyper-link.

]

48. Click the View Award Profile link.

~ Other Information

Template Contract
Master Contract

Parent Contract
Master Contract
Legal Review Complete
Credit Check Complete

Legal Entity STATE
Purchase Order

Contains Cotermination Lines
Proposal ID

Federal Region Code
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49, Select the Funding tab.

50. Enter the Project Start Date and End Date.
51. Click the Save button.
52. Click the Department Credit link.

‘ Award I‘ Frrn ‘I Resources H Certifications H Terms H Milestones H Key Words H Funding Inquiry
Award 1D CONO000150 Award Title

Reference Award Number |1234 | Currency  USD
Award Pl Primary Project Pl

Total Award Amount

Funding Info ‘ Q ‘ | v | ViewAll
Project Project Pl
Detail
LY .
Budget e
Period “Start Date “End Date Funded Amount To Project ID Posting Pe Distribution  Attachments
Status
T p— p—
1 ) I ‘ ‘ ‘ | Q| None Attachments (0) | + ‘ ‘ —
| R .

Go To: Sponsor Protocols Attributes Department Credit Notepad Award Modifications Supplemental Data

Return to General Information

ﬁ[ Return to Search H Notify H Refresh l Add Update/Display

Award | Funding | Resources Certifications | Terms | Milestones | Key Words Funding Inquiry

53. In the Department field, select a Department using the lookup.

54. Optional: Click the “+” button to add additional Departments.
55. Enter the Credit % for the department.

56. Ensure the entire grant is complete. Click the Save button.

| Award H Funding H Resources H Certifications. H Terms H Milestones H Key Words H Department Credit H Funding Inquiry

Award ID  CONOD00150 Award Title  Test Test
Reference Award Number [\1234

Award Pl Primary Project PI
Department Credit lali of1 I ViewAl
Project Project Pl
Details
| & H Q | 2 View All
Department Description Credit %
il a L ][]

Go To: Sponsor Protocols Attributes Department Credit Notepad Award Mogdifications Supplemental Data

|II Return to Search H Notify H Refresh ] Add Update/Display

Award | Funding | Resources | Certifications Terms | Milestones | Key Words | Department Credit Funding Inquiry




57. Optional: Enter the Reference Number and Federal Award Identification Number.
58. Enter a Title.
59. Select the Award PI.

60. Click on the CFDA link to select a CFDA number.
61. Enter the Start Date and End Date.

62. Verify that the Project ID displays at the bottom of the page.

Award Profile

‘ Award H Eunding H Resources H Certifications H Terms H Milestones H Key Words H Funding Inquiry |

Award 1D __CONOOOGIRD

Reference Award Number

| Federal Award Ider

1 Number

View Contract

|'ﬁﬂe |

Long Descriporm

4

254

| Award Pl | Q ‘ | Reporting Role
Sponsor Eastern C it Workforce
Post Award Administrator Q ‘
Purpose | Q ‘
Status | Accepted v|
Award Type | Grant v ‘
Proposal D | Q| View Proposal
Version D | Q|
Start Date | ‘
Endbate [ [H]]

Hold Billing on Unpaid Cost
Hold Revenue on Unpaid Cost

Contract Rates Additional Information

Grant Administrator

Sponsor Website

CFDA

Maintain Attachments (0)




63. Click on the Award tab.
64. In the Associated Project section, click on the Project hyperlink.

Note: An error message displays if there is no project link at the beginning of the contract.

Associated Project

Return to General Infermation

m‘ Retum to Search || Notify H Refresh |
Department Credit Funding Inquiry

Milestones Key Words

(=®](q]

PC Business : " " Commitment Control  Commitment Control End
Unit Project Description Project Start Date Project End Date Begin Date

DPHM1 DPH10010HUHENRI Humicane Henri 07/01/2021 07/01/2022

GoTo: Sponsor Protocols Attributes Depariment Cradit Motepad Award Modifications Supplemental Data

Update/Display

Award Funding Resources Certifications enm

65. Use the lookup icon to select the Project Status.

66. Update the Project Type.

Establish Project General Info

‘ General Information H Project Department H Project Costing Definition H Primavera H IManager H Location H Phases || Approval ‘)

Add fo My Projects I

|

Project DOLOC0000000000

Processing Status  Active

“Description | DOL BEGIN PROJECT - DO NOT USE O Program
“Integration |DOLM1 Q | Dept of Labor | Project Status: Project Status
Project Type | Q | |

Percent Complete | 0,[)0| As OFf

Project Health ‘ hd ‘ As Of
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67. Click the OK button.

Auto-review for billing setting is being defaulted to the value in the changed project type (13100,400)

Check the value of "auto-review for billing" setting as the project type of the project is changed.

-

68. Click the Save button.

| General Information || Project Department H Project Costing Definition H Primayera H Manager || Location H Phases H Approval | >
Project DOLO000DO0000000 Add o My Projecls
*Description |DOLBEGIN PROJECT - DO NOT USE CJProgram Processing Status  Aclive
Project Status: Approved

“Integration |DOLM1 a| Dest. of Labor d
Project Type. | DOLFD Q| Fectral Grant Funds

Percent Complete | 0.00 hs OF
Project Health | v | asof

Project Schedule (&

*start Date [03nsmozz  [H]] “End Date [03152022 [£]|  adaitional Dates

Description |E|| 1w View All
+=]

Date/Time Stamp  04/17/24 4:08:55PM UserID 130840

Description: a
£
254 characters remaining
Long Description: @
4~
Save as Template Copy Project
My Projects Project Valuation Project Team Project Activities GoTo
Retum to Award Profile
Add Update/Display | Include Histary | | Correct History

| Save | Retum to Search




Core P
Create a Customer Contract with Rate-Based Contract Line
69. Select Project Department Tab.

a. All fields should be defaulted from the project creation.

General Information H Project Department H Project Costing Definition H Primavera H IManager H Location || Phases |)

Business Unit DOLM1

Project  DOLO0000C0000000 DOL BEGIN PROJECT - DO NOT USE
F&A Requested
Primary Department Info
Subdivision | Q|
Department | Q |
Contact ID | Q | Contact Details Q
Primary Department History
Department Info ‘ Q | I 1 v | ViewAll
e omte [oa172024 | =)
Effective Date |04/17/2024 []| L —

Department Info

LEY -

“Department Subdivision Description Percentage Pledged

| a | =
Save as Template Copy Project

70. Click the Save button.
Department Info
EY v

“Department Subdivision Description Percentage Pledged

Y N
Save as Template Copy Project

I Save [ Return to Search I I Refresh ] Add Update/Display [ Include History ] I Correct History




Core &P
Create a Customer Contract with Rate-Based Contract Line

71. Update F&A % Rate of the Project & Activity for the Award.

a. Navigate to Nav Bar > Menu > Core-CT Financials > Grants > Awards > Update
Project Activity > Select FA Rates Tab.

b. Click Facilities Admin Rate Lookup icon > Select “Grants”
c. Click FA Base Lookup icon > Select “SAL” under Funded.
d. Select Effect Date under Funded Rate. Ensure FA Rate % populates correctly.

Update Project Activity
| General Information ‘ ‘ Definition || FA Rates ‘ Location || Attachments ‘ ‘ Quality ‘ ‘ User Fields ‘ ‘ Rates | >
Project DOL000000000005 Description
Activity 147501 Description
FA Rate Status - OHold
F&A Rate Info EY 101 v View Al
Facilities Admin Rate |GRANT Q ‘ | + H - ‘
Grants Rat
Institution
\ Q| institution Rate | Q.| | of 1 I ViewAl
FA Base e T
ErfDate | (] FaRaen | |i‘ |_‘
Sponsor
Q| Sponsor Rate | Q ‘ | of 1 w I ViewAll
FA Base e —— T
Eft Date | ] FARae% ‘ |i‘ |7‘
Funded
SAL Q| Funded Rate [a]! o1 v I ViewAl
FA Base — E |T‘ |—‘
{l o —
e Date 07012018 [E]]  FARate% 33.00|

72. Click the Save button.

Return to Search Previous in List Next in List l l Refresh ] Update/Display
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