9.2 Stand Alone Contract - Creation to
Activation

Purpose: Use this document to create a stand alone contract in ctcLink.

Audience: Finance.

@© You must have at least one of these local college managed security roles:

+ ZC Contracts Processing
+ ZZ Contract Maintenance
+ ZZ Contract Processing

If you need assistance with the above security roles, please contact your local college
supervisor or IT Admin to request role access.

9.2 Reimbursable Contract - Creation to Activation

Creating a Stand Alone Contract

Navigation: NavBar > Navigator > Customer Contracts > Create and Amend > General
Information

1. On the General Information search page, select the Add a New Value tab.

2. Enter or search for the Business Unit.

Leave the Contract field with the default of Next. The system will generate a contract
number.

Enter or search for the Sold to Customer. Use the sponsor or customer for contract.
Leave the Contract Classification field with the default of Standard.

The Separate Fixed Billing and Revenue field should be unchecked.

The Separate As Incurred Billing and Revenue field should be unchecked.

Select Add. The General Information page will display.
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General Information

Find an Existing Yalue Add a New Value

Business Unit [wai7o Q

Contract | WEXT

Sold To Customer | 001000003

Contract Classification | Standard

Separate Fixed Billing and Revenue D

Separate As Incurred Billing and Revenue D

Find an Exsting Value Add a Mew Value

9. Onthe General tab, enter Description.
10. Inthe Contract Type field, enter or select Contract Serv.
11. Enter the Contract Signed date. By default, it will default to the current date, so it must be

adjusted to the actual date the contract was signed.

12. Select Save.

General Lirs

Coract Hamber  QOQOROROROROO0000Ind

Copy From Coniract

Description

Contract Admir
Reggid
Contract Type [CONTRACT SEAV al

Currency Code USD

Exchange Rate Type | CRENT =
Cantract Signed I.:.g_.g-g.;.jﬁ |.‘.'"I
Contract Roke Q

Revenue Profile
Use Project ChartFields D
k Ofher Infonmation
¥ Summary of Amounts (F
Biling Plans Revenue Plans Lilesiones Resewals
—

Genera

S0l To Clisioamers

*Confract Status | PENDING a
Add to My Contracis
Processing Status  Pending

Amendment Status
Business Lnit
Contract Classification
Last Amended

Last Update DarteiTime

COMMUNITY COLLEGES OF SFOIKANE

Standard

DE'282018 11:58:53AM

Lasi Update User ID CTC_KCLARK
Separate Fized Billing and Revenus
Jeparate As Incurred Billing and Revenue:
mount Alanat Supplenental D -
t 4 o Supplemental Dt Go To Mors g

Add Update/Display
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13. Select the Lines tab.
14. Select the Add Contract Lines button. The Add Contract Lines page will display.

Gegesal Lines
oniract Number  DODDO00D000000000352 Sold To Cusiomer Ceadral Valley School Disinct
wract Satus  PENDING
Add Condract Lines I Add Default Kit
Contract Lines
- 1-1 ot i A
General Ceal Biling Amount Detais Bevenve Amoun: Detaiks Contract Liabiliry
Handalone
Ectians Lime Product Deseription Price Typs Sake Bundile Start Date End Date *Status Supplemental Data
Aclive tal Dt
ngPlame ™ FRevessePlnz 000 Miestones m Supplemental Data GoTa | Mom e
| save || wotiey hdd

15. In the Product field, enter in Contract.

16. Select Search.

17. Inthe search results area, a new line appears that has a product of CONTRACT_SERVICES.
Check the box to select the new line.

18. Enter Start Date and End Date to the contract on the line.

19. Select the Add Contract Lines button.

General Information

Add Contract Lines

Search (3
Froduct Group Q l:‘ Product Krts

Product [CONTRACT | —
s riphion

Froduct e

Frice Type o

Search Results

w Q
General Temgates
Product Description Price Type  prrerce! Froduet e Type Start Dste End Date Renewable Rener
1 CONTRACT SERVICES Fund 148 Contract Arnount Goads. N Hiona: omon20e s | || oacancnanEE | [N
¥ Solact b
Create Plans From Templale Combane Like Templates
H”El"-'-l" -| ing Plans
Renewal Plans
I Add Contract Lines I Create Adhoc Pros _—

20. In the Search box, next to the Search button, a new message appears that reads "7 line(s)
have been added to the contract”.
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21. Select the Return to Contract Lines link. The Contract Line page displays.

Ganaral Information
Add Contract Lines

Search(?

Pro-duct Group Q D'—-":Iun:rh1'

Product | CONTRACT [ —

Priysical Mature LY

22. The Contract Line page includes the new product in the line. The line has the Start Date

and the End Date that was added when the contract line was created.
23. Select Save.

Genaral Linss

.................... e Sold To Customsr  Cantral Vabsy Schoal Destsict

Contract Status  PENDING

hod Contraet Linss Add Default Hit

Contract Lines ‘2

% qQ

General Detai Biling Amount Details Bevesse Amount Details | |I»

e - - Standalone
Aetions Lirse: Product Descripticn Price Type Eale Bundie Start Diate: End Drate *Status Supp
| ¥ Aztions 1 | CONTRACT_SERVICES Fund 140 Conrast Aumeni I:l Q oTANVZISES] | | |pevalzozo E Axlive | W Sl

Revenue Plans Miesiones Retewals Armount Allocation Supplernental Data GoTa | Mo W

(o] e

24. Select the Detail tab under the Contract Lines section.
25. Select the Distribution link under the Accounting column.
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General Lines

“onitract Mumber  00000000000000000 353 Sodd To Customsr  Cenbeal Valiey School District
Conbrael Jiatus PENDHNG
Add Contract Lines Add Default Kit

Condract Lines

®w Q

Ganaral Biling Amaount Details Revanua Amoent Datadls e

Betions Line Froduct Deseription Price Type  Coniract Terms Accounting Irternal Motes  Ship fo Cusiomer Name

w Actiona 1 CONTRACT_BERVICES Fusd 148 Contract Armount Contract Tems ntemnal Hotes Central Valey School District
Biling Plass Revenus Plass Mies o Ranewals Amount Allocation ntal Data -

G

Lo o

26.
27.

28.

29.

Select the Correct History button.

Enter the Revenue distribution for the contract payment (for this example, Account =
4020120, Operating Unit = 7240, Fund = 146, Dept. = 31005, Class = 112, State Purpose = N).
Enter the Contract Asset distribution for the contract payment (for this example, Account =

1010050, Operating Unit = 7240, Fund = 146, Dept. = 31005, Class = 112, State Purpose = N).
Select Save.

¢ Please contact your local college Finance Director or Budget Manager if unsure of the
Accounting distributions.
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Accounting Distribution

State Board for Comm & Tech Colleges

Contract  00000000000000003935 Line Num 1 Description Contracts
Billing Amount 10,000.00 Revenue Amount 10.000.00 Unit  WA240 Currency USD
Accounting Distributions Q 1of1 ~ WView Al
“Effective Date |03101/2023 m Define Distributions By = -
® Percent -
Calculate Amounts
O Amount
Revenue
5 | Q 1101 v
GL Unit Distribution Code Account Oper Unit Fund Approp Dept Class State Purpose Project
WA240 Q  Joaizo Ql f7210  Qf [146 al a  |at00s al |n2 al v Q| Q
< >
Contract Asset
5| q 1-10f1 » View All
GL Unit Distribution Code Account OperUnit  Fund Approp Dept Class -2 Project Program Subsic
WA240 a fwmso al [0 al [14s Q] a foos al [z al v al Q Q
< >

Return to General Information

Return to Search Notify Update/Display Include History

30. A message box displays. Select OK.
31. Select the Return to General Information link.

Accounting Distnbution

Central Valiey School Digtrict

Contract  000D0000000000000EEE Line Hum 1 Deseription  Fund 148 Cemracs
Billing Amount 0.00 Revenue Amount 0.00: Unit  WAITD Currency USD
Accounting Distributions Q Tof 1 & View Al
“Effective Date | gT/01201% Define Distributions By + -
@ Percent Calzulate Amounts
O amount
Revenue
B Q
Distribution Cods Callegs O
Q a
< >
Conbract Asset
"B Q Vizw Al
Stats . Fund Opor Unit
lass P Project Program Colloge Defined  Affiliate il il Stat walid
= ol N Q Q Q a Q Q Q Q
>
Update/Display Include History Correct History

32. On the Lines tab of the General Information page, select the General tab.
33. Select the Amount Allocation link. The Amount Allocation page will display.
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General Lines

Contract Number  00000000000000000353 b
Add Contract Lines
Contract Lines |2
m Q
Ditai] Biling Amount Details Bevenus Amount Details e
Actions Line Product Description
¥ Actions 1 CONTRACT_SERVICES Fund 148 Contract

Save Return to Search Notify

Sold To Customer Central Valiey School District
Contract 5Status  PENDING
Add Default Kit
Price Type R Bundle

Sale

Amount l:

Start Date End Date *Status Supp
OTONZOS )| || 0802020 ()| | | Active | W
GoTo | Mo e

34. On the Billing Allocation tab, enter the amount for the contract in the Total Billing field.
35. Enter same amount in the Fixed Billing field.
36. Inthe Contract Line Pricing section of page, enter the same amount in the Billing Amount

column.
37. Select the Recalculate button.
38. Select Save.

39. Select the Return to General Information link.

Billing Allocation || Reverue Alocaton

act  (000DDO000D000000353 Sold To Customer 001000003

Init  WATTOD Currency  USD

Contract Billing (&
Iling 000.00 1l Billing 0.00
F d Bill
lling 000.00 llocated 0.00
i 0.0 nclus 0.00
1,000.08 ocation | Comglete ~
tract Line Pri
Q
Retrieve Price _ - Billing - Sin
Billing Prics Line Product Bundle Tpe Quantity  Extended Price Billing Amount Discounts/Surcharges et Billing o0
| 1 CONTRACT_SERVICES Amount 1.0000 0.00 1,000.0¢ 0.00 1,00000 Sin
& Recalculat
otal
il 1,000.00 Recurring Billing 0.00
Disc " 0.00 Billing 0.08 lling 000.00
Totity Previous tab Mext tab

40. On the Lines tab, select the Detail tab.
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Mumber  D0D0DOD000000000035E Sold To Customer Central Valley School District
Contract Status PENDING
Add Contract Lines Add Default Kit
Contract Lines
" Q
General Billing Amount Detsils Revenue Amount Detzils | ||»
- = e - Standalone 2
Actions Line Product Description Price Type Sale Bundle Start Date End Date Status Supp
¥ Action 1 CONTRACT_SERVICES Fund 148 Contract Amount D Q| oTou2015fn)| | (08302020 | Active W
T More W
Save Return to Search Notify

41. On the Details tab, select the Pending link in the Bill Plan column and ensure the Revenue
Plan = "Billing Manages Revenue". The Define Billing Plan page will display.

General Lines
Contract Number  00000000000000000353 Sold To Customer Central Valley School District
Contract Status PENDING
hdd Contract Lines Add Default Kit
Contract Lines (2
m qQ
General Billing Ameunt Detsiis Revenus Amount Details I»
Actions Line Product Description Price Type  Billing Plan Revenue Flan Contract Terms Accounting Internal Nod

¥ Actior 1 CONTRACT_SERVICES Fund 148 Contract Amaunt D f_l_'l':_'-_:_'-s;'f - antract Te Cistribution |ntermal Note

G50To | More it

42. On the Billing Plan General tab, in the Billing Default Overrides section, enter Contract in
Bill By ID.

43. Modify any other field(s) necessary for the appropriate billing information.

44. The Pre Approved and Direct Invoice checkboxes should be unchecked.

45. Notice that the Billing Status is set to "Pending" and the Ready at Activation field has a
checkmark in it. This will allow the bill plan to become activated when the contract is set to
"Active".

46. Select the Events tab.
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Billing Plan General Billing Plan Lines JTax Parameters History

Confract 000000000000000002532 Bl Unit WA1TO
Sold To Customer 001000002 Central Valley School District Bill To 001000003 Central Valley School District
Billing Plan B101 Fund 148 Contracs Currency USD
Description Fund 148 Contracts *Billing Emmsd \ Actions
Billing Method Milestone Ready at Activation
Customer Information Amount Detail
81 Unit \Wa170 3, COMMUNITY COLLEGES OF Billing Amount 1,000.00
. = SPOKANE
Bill To Customer 001000003 Q Central Valley Schoal District Total Amount 1,000.00
Addr Hum =Y
Total Billing History 0.00
Bill To Contact +
Events Billed To Date 0,00
Billing Options
Bill Type CA X

Pre Approved

Bill Source CONTRACTS | o th
irect Invoice

Summarization Template 1D

Billing Header Note Internal Notes Preview Summarization Template

Billing Default Overrides

Inveice Form XMLPUB |
Cycle ID [ON-DEMAND @ View Customer Defaults
Bill By ID a, Contract
Payment Method | ~
Payment Terms IMMED Q Due Immediately
Billing Inquiry
Billing Specialist Q

Return to General Information

Tl Save ||[dh Return to Search =] Notify & Add H) Update/Display

Billing Plan General | Billing Plan Lines | Events | Tax Parameters | History

47. On the Events tab, select the Add New Event button. A new Event Detail line will display.

Billing Plan General Billing Plan Lines Events Tax Parameters History

Contract 00000000000000000353 Bl Unit WA170
Sold To Customer 001000003 Central Valley Schaol District Bill To 001000003 Central Valley School District
Billing Plan B101 Fund 146 Conftracts Currency USD

| AcdNewEvent {

Return to General Information

[E]save ||[ah Retum to Search | |=] Motify Ey Ada || &

-

Billing Plan General | Billing Plan Lines | Events | Tax Parameters | History

48. Change the Define Events selection from Percent to Amount by selecting the radio button
next to Amount. (This will change the Event Detail line to an amount based row and allow
the event to be billed by a specific date).

€ NOTE: The Event status comes over as "Pending", the status should stay like that until

the line is completely filled out and ready to be billed. At that point change the line to
"Ready".

This action makes the event ready for invoicing on the event date set in the system.
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To change any value on the lines in Event Detail, the line status has to be "Pending".
Any other status will not allow the values to be changed.

49. If there is a need for more billing events, select the Add a New Row [+] icon at the end of
the event detail row and enter the number of lines needed.

50. Split out the payments so that the amounts in the events equal the TOTAL of the lines in the
Event Detail.

51. In the Amount Detail box, the Total Amount will be equal to the Remaining Amount
before the record is saved.

52. Select Save.
53. Select the Return to General Information link.

Billing Plan Genera Billing Plan Lines Events Tax Parameters Histan
Contract 00000000000000000353 Bl Unit WA170
Sold To Customer 001000003 Central Valley School District Bill To 001000003 Central Valley School District
Billing Plan B101 Fund 146 Contracts Currency USD
Define Events Amount Detail
Q Percent Total Amount 1,000.00
Remaining Amount 0.00

Add Milestone

Event Detail Personalize | Find | 22| E& First ‘4 1.20f2 '} Last
Event Event Type *Event Status Event Date Amount

1 Date v| [Pending v | |07/01/2019 3 EventNote =
2 [Date | [Pending v| |0701/2020 5 EventNote Bl [=]

IReturn to General Information

[ Returnto Search | [Z] Notify L% Add

Billing Plan General | Billing Plan Lines | Events | Tax Parameters | History

54. On the Lines tab of the General Information page, select the General tab.
55. Change the Contract Status from "Pending" to "Active".
56. Select Save.
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| General ” Lines | Amendments

Contract Number

Amendment Number

00000000000000003935

0000000000

Amend Contract

Description

Contract Admin

Region Code
Contract Type
Currency Code
Exchange Rate Type
Contract Signed
Contract Role

Revenue Profile

Use Project ChartFields:

} Other Information

» Summary of Amounts (@

Billing Plans Revenue Plans

Test Stand Alone

CONTRACT SERV.

uso
CRRNT
03/01/2023

“[ Return to Search ” Naotify ]

General | Lines | Amendments

Milestones

Renewals

Sold To Customer

State Board for Comm & Tech Caolleges

*Contract Status [AGTIVE Q|

Add to My Contracts |

Processing Status  Active

Amendment Status
Business Unit
Contract Classification
Last Amended

Start Date

End Date

Last Update Date/Time
Last Update User ID

Separate Fixed Billing and Revenue:
Separate As Incurred Billing and Revenue:

Supplemental Data

SOUTH PUGET SOUND COMM COLLEGE
Standard

0310112023
DE/30/2023
04/04/2023 4:31:12PM
101052421

GoTo | More

Add

Update/Display

57. Process Complete.
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