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About

The Master Contract (previously the Work Type cost lines of the Budget Contract in PCM) contains the contract value
with Work Type cost items.

Workflow Diagram
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Process Overview
The SCA CM Facilitator creates Master Contracts using the contract summary information e.g., Contract Number, Date,

Title, Description of Work, Type, etc.

Note: The SCA CM Facilitator enters the same Work Type cost items in Master Contract that Finance entered in Oracle
Financials.

Step-by-Step Instructions

Create Master Contract

Role Preceding Steps Outcome
Operations Manager Budget entered in Oracle Master Contract is created
P & Financials. with Work Type cost items.

Page | 3



Steps
1. Goto Project Finder > Navigate to Mentor Program > Confirm you are in the correct Mentor Program
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3. Select the 'Master Contract' tab > Click 'New'
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> Enter Required Fields > Click 'Save/Close'



£ Budget

L s N
EE 0
Qo 0
E Tasks

B messages

B osusm

(1) satng starsed

You kst ingged in yestenday st 10:15 &M Eastem Th

Mentar Program 1

Budget Transfer Supplemental Agreements Master Contract Authorizations Master Contract Fay Requisition
o0 URL
Cetustt v O @  Master Contract - CODODODODT e B I3 %
O & Number Tiske Tatal Dats Status  Aeferences Tl 100000, greminNg

9 ~ DETAILS

COM00000NT Mantar CM 1 Contract 1 $10000000 3/2/2021  Projected

SIGMATURE

arzzo21 =
Marvior CM 1 Contract 1
T iruction
Frl
External FECQMT-GM1 - 564 GM Firm 1 I

1 RemiE)

e (LG & Conade)

Update Master Contract

Role

Preceding Steps Outcome

Operations Managers

Existing Master Contract is
saved, not finalized.

s Master Contract is updated.

Steps

1. Goto 'Apps' > Select

Page | 5

'Budget' App > Select the 'Master Contract' tab > Click on Master Contract > Click 'Edit'




Mentar Program 1

Master Contract Budget Transfer Supplemental Agreements Master Contract Authorizations 5 Jaster Contract Fay Aequisition

= - Z
HEW SEND m 1EW  HISTORY oD URL
T_: Project Findar
q e & & Master Contract - GI0D0O00DT peview [0 01 %
= Total 51 00,006.00
T O | & Wumber | Tl Tatal Dats Status  Refsranzer * SECTIONS
~ DETAILS DETALS
O COMO00DSET Martee €M 1 Contract 1 SI0000000 222021 Projected
QL search
TEME
Nuser £ODB00001
. s SIGNATURE
E Tasks Thie Mentor CM 1 Gonseact 1 COMMINTS
Description of Work  Consiruction e
E [ — Type Final
Created By Extenal REQMT-CA - S04 CM Firmn 1
i@ 8 . Hoies
ITEMS:
d) Gatting Started -
Shatus Prjectiod

Tems Include Guarity Mo
&=

WA, WORE TYPE oesc STATUS  TOTAL

B o 2111 Construction  Construction Projected  $100.000.00

1 RemiE)

=] ¥ kahua

BAentar Program 1

“ Master Contract Budget Transfer Supplemental Agreemants: Master Cantract Authortzabions Master Contract Pay Requisition
HEW oD URL
T_: Project Findar .
0, Detssh v O &  Master Contract - C0DODO00NT it B o ox
T ol
B A O & Number Tithe Tatal Dabe Status  References o T o * SECTIONS
DITARS
O COMO0000) Memeor &M 1 Contract 1 SI0000000 3732021 Projecied Final
Q Search TEMS
Uxternal FECQMT-SMT - S04 CM Firm 1 - HGNATURE
E Tashs COMMINTS
REFEREMCES
Bl messages
e Buden v ITEMS
Status  Peecsad

G

Gatting Started

O mems Include Cuariy
et 1 el =
IRKTYPE nEsC STATUS  TOTAL

[m} B 92cComuutios @ - Consmection  Propected  § 20000000

&
1 B

Finalize Master Contract

Role Preceding Steps Outcome
1. Master Contract is finalized
Existing Master Contract is and locked.

Operations Managers saved, not finalized. 2. Only SCA CM Facilitators,

Ops Managers and
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Administrators can unlock.
3. Master Contract Work
Authorizations can be made
against Master Contract.

Step
Go to 'Apps' > Select 'Budget' App > Select the '‘Master Contract' tab > Click on Master Contract > Click 'Finalize'
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Unlock Master Contract

Role Preceding Steps Outcome
Operations Managers —> Record is finalized (locked). —> 1. Record is unlocked.
Step

Go to 'Apps' > Select 'Budget' App > Select the 'Master Contract' tab > Click on Master Contract > Click 'Unlock'
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Update Unlocked Record

Role Preceding Steps Outcome

Record is unlocked.
Operations Managers —> Updates complete, no cost —> 1. Record is finalized.
lines adjustment.

Step
Go to unlocked record > Click ‘Edit’ to update fields (do not modify Items table) > Click on ‘Lock’
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