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Terminology

Text Action. Thisterm is used to refer to how the screen will scroll.

Send to Accounting. This term is used to refer to whether the encumbrance is sent to
accounting or not.

Status Change Date. Thistermis used to refer to the date the status was last changed.

Status Code. This term is used to refer to the status of the contract, contract
amendment/change or contract invoice/payment.

T-Number. Thistermisused to refer to acontract type or grouping number used to indicate
the type of services/commodities on contract, i.e., janitorial services, medical supplies, etc.

Unit of Measure (UOM). This term is used to refer to the unit of measure of the
commodity/service contracted or invoiced.

Vendor/Contractor Number. Thisterm is used to refer to the FEIN or social security
number plus a2 digit location code for the service provider for this contract.

Vendor Invoice Number. Thistermisused to refer to the vendor invoice number for the
tracking contract invoice/payment.
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Key Concepts

KEY CONCEPTS

Contract
Overview

Contract
Components

Fisca Year
Not To Exceed
Amount

Contract
Accounting
Distributions

CFMS contracting isto provide adirect entry process whereby acontract that is professional,
social service, personal, governmental, consulting services, capital outlay construction, or a
building, rental and | ease agreement may be entered directly into the contract database. Non-
payable contracts can also be entered into CFMS, if the user has the appropriate security
access. The encumbrance/cancel encumbrance is simulated for the non-payable contract.
Additionally, it provides system controls, in the form of edits, to prevent agencies from
paying more, by dollar amount, than is permitted on a CFM S contract for any given fiscal
year. After the contract isentered in CFM Sit must be maintained by the appropriate contract
personnel.

Each contract is composed of three major components (header, fiscal year information and
accounting distribution, discussed below) and four other components including contract
description, contract line/commodity description changes, contract notes, and contract vendor
text. The contract header screen includes the primary contract award data such as contract
number and title, document type, and contracting and paying agency required for processing.
The contract line number screenincludesall data such as commodity and line numbers, unit
of measure, quantity and price required for award of a commodity on a contract. The
contract distribution accounting screen is used to process the encumbrance of a contract by
including the amount, fiscal year and distribution. The contract commodity description may
be modified for an individual contract. The contract notes screen is an electronic note pad
for recording free form notes. The contract vendor text screen is used to record vendor
information regarding a specific contract line.

CFMS contracting provides a capability to specify, by fiscal year, a specific not to exceed
dollar amount. Once established, the systemwill not permit processing of contract invoices
for a cumulative total, in a given fiscal year, greater than that fiscal year's not to exceed
amount.

CFMS uses the proportional distribution accounting method on periodic payments, this
method allows all contracts to be paid for on a percentage basis out of one or more account
distributions.

Amendment/Change

Overview

An contract amendment/changeis another of the key fundamental components of the contract
financial management process. Amendments/change may be entered into CFM S to record
scope of service changes, financial information changes, increasing or
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Discussion of Transactions

DISCUSSION OF
TRANSACTIONS

Contract Accounting

Distribution

Screen

(KACG) The contract accounting distribution screen providesthe user with the ability to add, change,
delete or inquire an accounting distribution record.

Contract

Amendment/Change

Screen

(KAMD) The contract amendment screen provides the user with the capability to add, change, delete,
or inquire contract amendment/change records.

Contract Audit

Screen

(KAUD) The contract amendment screen provides the user with the ability to add, maintain and
inquire contract audit requirement data.

Contract Amendment

Accounting Distribution

Screen

(KCACQC) The contract change accounting distribution screen provides the user the ability to add,
change, delete, or inquire an accounting distribution change record.

Contract Copy

Screen

(KCPY) The contract copy screen provides the user with the capability to copy CFM S contracts.

Contract Amendment/

Change Text

Screen

(KCTX) The contract amendment/change text screen provides the user with the capability to document
text that is pertinent to a particular contract amendment/change.

Contract

Advance Refund

Screen

(KCUP) The contract recoupment screen provides the user with the capability to record contract

recoupment history.
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Discussion of Transactions

Contract Description
Screen

(KDES) The contract description screen providers the user with the ability to maintain additional
description text for a given contract.

Contract Line
Information
Screen

(KENL) The contract entry line screen providesthe user with the capability to add, change and inquire
information on contract lines.

Contract Entry

Screen

(KENT) The contract entry screen provides the user with the capability to record and maintain
information about contractsin CFMS.

Contract

Entry Detail

Screen

(KEN2) The contract entry screen #2 provides the user with the capability to maintain contract

information and payment method information.

Contract Invoice/
Payment Line
Screen

(KILN) The contract invoice/payment line screen provides the user with the ability to maintain and
inquire on invoice line information.

Contract Invoice
Line Text
Screens

(KILT/KIL2) The contract invoice line text screen provides the user with the ability to record vendor
information with respect to a specific invoice line.

Contract Invoice/
Payment
Screen

(KINV) The contract invoice/payment screen provides for add, change, delete and inquiry of basic
contract invoice/payment information.
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Discussion of Transactions

Contract Labels
Screen

(KLBL) The contract |abel's screen provides the user with the capability to maintain labelsto be used
for demographic fields of the contract header.

Contract Line

Demographic Labels
Screen
(KLDL) The contract line demographic |abel s screen provides the user with the capability to maintain

labelsto be used for demographic fields of the contract line.

Contract Line
Demographics
Screen

(KLDM) The contract line demographic data screen provides the user with the capability to maintain
data for the labels identified for the contract line.

Contract Line

ltems By Line

Item Number

Screen

(KLIN) The contract line screen #1 provides the user with alist of line numbersfor agiven contract.

Contract Line Item
Description Change
Screens

(KMOD) The contract commodity specification change screen provides the user with the ability to
make inquiries to the commaodity specification changes for a given contract.

Contract Non-Payable
Invoi ce/Payment
Screen

(KNPI) The contract non-payable invoice/payment screen provides for add, change, delete and
inquiry of basic contract non-payable invoice/payment information.

Contract Notes
Screens

(KNTE) The contract notes screen provides the user with the capability to record notes about agiven
contract.
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Discussion of Transactions

Contract Header

Demographics Data
Screen
(KODM) The contract demographic data screen provides the user with the capability to maintain data

for the labelsidentified for the contract header.

Contract Fiscal

Y ear Screens

(KOFY/KOF2

KOF3/KOF4) The contract fiscal year screen provides the user with the capability to record and maintain
fiscal year not to exceed amounts for processing of contract invoices. The KOF2 screen
provides the user with aview of financial aspects by fiscal year of the contract. The KOF3
screen  provides the wuser with the ability to maintain Not To Exceed
Retainage/Advance/Deferred Compensation amounts for each contract. The KOF4 screen
providesthe user with aview of the advance amount, outstanding advance balance, retainage
paid, and the retainage available balance.

Contract Payment
Accounting Distribution
Screens

(KPAG/KPA2)  The contract payment accounting distribution screen provides the user with the ability to
record the payment amount applicable to the accounting distribution specified.

Contract Payments
Schedule Screens
(KSCD/KSC2)  Thecontract payments schedule screen provides the user with the user with the capability to

enter and maintain monthly payment, retainage, recoupment, and deferred compensation
information and to inquire amount paid and other financial information by fiscal month for

the fiscal year.
Contract Vendor
Text Screens
(KVTX) The contract vendor text screen provides the user with the user with the ability to record

vendor information with respect to a specific contract line.
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