Correcting Existing Unencumbered Contracts
If you have an existing unencumbered contract which was created with accounting elements, and you want to remove the accounting elements, please follow the directions below. 
Scenario #1: Use these instructions if you have NOT processed a payment(s) against the CT.

	Step #
	Description

	1
	Find and open unencumbered CT from the Document Catalog.
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	2
	Ensure that no payments have been processed for this contract.  

Check below fields on the Header

Actual Amount = Open Amount

Closed Amount = $0
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	3
	Open the document and click Edit at the bottom of the screen.  
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	4
	This will create a Modification draft of the CT.  Enter a reason for the modification on the header.
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	5
	Navigate to the Accounting line, ensure that the event type is PR07 and blank out the existing Funding elements.
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Note: For out-year amounts, be sure to use event type PR88 with no fund accounting elements.  Be sure to specify the Line Amount and the Budget FY to reflect the future budget fiscal year.  Remember that the SUM of the accounting line amounts must equal the total contract amount.  



	6
	Validate and Submit the document.  The document will go to the ‘Pending’ status and will need approval.
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Scenario #2: Use these instructions if you HAVE processed a payment(s) against the CT.

	Step #
	Description

	1
	Find and open an unencumbered CT from the Document Catalog
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	2
	Ensure that payments have been processed for this contract.  

Check the below fields on the Header:

Actual Amount ≠ Open Amount 

Closed Amount > $0
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	3
	Click Edit.  A modification version of the contract will appear in the Draft phase.  Enter the Reason for Modification under the Modification section on the Header.
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	4
	Navigate to the Accounting line of the document and change the Line Amount to the amount of the payment(s) already processed against the CT.  
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	5
	Click the Insert New Line link to enter a 2nd Accounting line.  Ensure that the event type is PR07 and enter the remaining balance of the contract in the Line Amount.  Do not enter any funding elements.
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Note: For out-year amounts, be sure to use event type PR88 with no fund accounting elements.  Be sure to specify the Line Amount and the Budget FY to reflect the future budget fiscal year.  Remember that the SUM of the accounting line amounts must equal the total contract amount.  See below for example.
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	6
	Validate and Submit the document.  The document will go to the ‘Pending’ status and will need approval.
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