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Contract 
Processing:
Settling Isn’t Easy

L O R I  B O G A R T  &  B A R B A R A  A N D E R S E N

Disclaimer
A  F E W  T H I N G S  F I R S T

This presentation is for information only. 
Evaluate risks before acting based on ideas from this presentation.

This presentation contains opinions of the presenters.
Opinions may not reflect the opinions of AccountingWare.

This presentation is proprietary.
Unauthorized release of this information is prohibited.
Original material is copyright © 2023 AccountingWare.
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Lori 
Bogart

Se n i o r  P ro j e c t  L e a d

Barbara 

Andersen
C u s t o m e r  Su p p o r t

1. Understanding Your Setup

2. Contract Creation

3. Scheduled Payments

4. Work Orders and Settlements

5. Revenue Recognition

6. Refunds

7. Settlements to AP

Agenda
H E R E ’ S  T H E  P L A N
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Understanding 
Your Setup
B U I L D I N G  B L O C K S  O F  
C O N T R A C T S  P R O C E S S I N G

Products
• Define goods and services

• Control calculations

• Organized by product types and
groups

• Default pricing and set
thresholds

• Rollup into ARCodes

• Defines descriptions used for
invoicing
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Product Example: Sound System

• Taxable vs. non-taxable
products

• Calculation can “back out”
the tax

• Guarantee payment types

• Use terms instead of price
to reduce the number of
commission codes

Product Example: Commission
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• Invoice type & ARCode

• Default from products

• Examples:

• Guarantees

• Rent Deposits

• Add-On

• Contract Payment

Payment Types

• Used to create separate 
templates

• Maps to AR invoice types

• Defaults keywords to build 
settlement descriptions 

• Examples:

• Commercial rentals

• Concessions

• Interim events

Contract Types
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Settlement Description
K E Y W O R D S  L O C A T E D  I N  H E L P  T E X T

Contract 
Creation
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Step 3 Run generate contract bot to create 
pdf attachments

Step 2 Adjust customer, dates, products, and 
scheduled payments

Step 1 New copy contract template

Get that in writing!
C O N T R A C T  F R O M  S T A R T  T O  F I N I S H
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Let’s create a contract!

Accounting for Contracts
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Create a Contract [mp4]

https://accountingwarestorage.blob.core.windows.net/marketing/2023 InterActiv/Create a Contract.mp4
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CP to AR
Workflow

Contract Record

Scheduled Pyt Invoices

Work Orders

Settlement

Settlement Invoices

Handling 
Scheduled 
Payments

S H O W  M E  T H E  M O N E Y !
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Scheduled Payments
• Collected PRIOR to event
• Deferred income
• Set due dates on contract
• Use Post process on contract
• AR invoices tab and fields
• Contract Payment view
• Should not be contract line item

View Invoices and Receipts…from CP
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Schedule Payments [mp4]

https://accountingwarestorage.blob.core.windows.net/marketing/2023 InterActiv/Scheduled Payments.mp4


5/2/2023

11

Work Orders & Settlements
O P E R A T I O N S  V S  A C C O U N T I N G :  M E E T I N G  O F  T H E  M I N D S

Work Orders
E L E C T R O N I C  T O  D O  L I S T

• Create from contract lines

• Mark deliverables when completed

• Record actual vs expected

• Add manual work orders for add-ons

• Work Order Reports and Listing

• Delegate work

• Check Lists

• Sign-off sheets
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Get to work!
RECORD YOUR ACTUAL NUMBERS

Settlements
• Worksheet of all activity

• Reconcile actuals to the contract
values

PLUS: Total Earned Revenue

LESS: Scheduled Payments 
Consumed

NET: Final Over/Under Due
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Record Numbers [mp4]

https://accountingwarestorage.blob.core.windows.net/marketing/2023 InterActiv/Record Numbers.mp4


5/2/2023

13

Settlement Screen

Settlement Process
R E C O N C I L E  E X P E C T E D  T O A C T U A L

25

26 Settlement Process [mp4]

https://accountingwarestorage.blob.core.windows.net/marketing/2023 InterActiv/Settlement Process.mp4
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Revenue Recognition
RECORDING WHEN IT ACTUALLY HAPPENED

Timing is everything!

Recognition Date on 
Settlement Date

All lines use actual revenue 
accounts

No Extra GL needed

Adds negative lines to apply 
the scheduled payments

Recognition Date Before 
Settlement Date

Any line settling before 
settlement date uses deferred 
income accounts

Extra GL has actual revenue 
dates and accounts

Adds negative lines to apply 
the scheduled payments
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Recognition Date = Settlement Date
E V E N T  D A T E S :  6 / 1 6  – 6 / 1 8 / 2 0 2 3 ,  R E V E N U E  D A T E  =  6 / 1 8 / 2 0 2 3

Recognition Date BEFORE Settlement Date
E V E N T  D A T E S :  6 / 1 6  – 6 / 1 8 / 2 0 2 3 ,  R E V E N U E  D A T E  =  6 / 1 6 / 2 0 2 3
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Recognition Date [mp4]

https://accountingwarestorage.blob.core.windows.net/marketing/2023 InterActiv/Recognition Date.mp4
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Recognition Date BEFORE Settlement Date
E V E N T  D A T E S :  6 / 1 6  – 6 / 1 8 / 2 0 2 3 ,  R E V E N U E  D A T E  =  6 / 1 6 / 2 0 2 3

Recognition Date BEFORE Settlement Date
E V E N T  D A T E S :  6 / 1 6  – 6 / 1 8 / 2 0 2 3 ,  R E V E N U E  D A T E  =  6 / 1 6 / 2 0 2 3
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Trust, but verify…Check your GL!
A R  I N V O I C E  T A B  O N  C O N T R A C T

A R  I N V O I C E  L I S T I N G

I N C L U D E  G L  S U M M A R Y

Processing 
Refunds
T h e  c h e c k ’ s  i n  t h e  m a i l !
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Refunds
A R  T O  A P  I N T E R F A C E

AR 
Receipt

Debit Memo 
with special 
invoice type

Refunds

Customer 
has credit 
balance or 
transaction

Post to 
AP

• Pays open credit

• Creates debit memo automatically
as miscellaneous invoice

• Named form option

• ONE entry and merge

AR Receipt – One Stop Refunds
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Post to AP Process
CREATES AP INVOICE FOR PAYMENT

Refund Process
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Refund Process [mp4]

https://accountingwarestorage.blob.core.windows.net/marketing/2023 InterActiv/Refund Process.mp4
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Settlements to 
Accounts 

Payable

Post CP to AP
• Pays a known vendor

• Specify expense account

• Assign APCode for 1099 Reporting

• Create your own calculation expressions:

Tickets.Quantity * TicketPrice * EntPct

Tickets.Quantity is quantity of tickets

Ticket Price is price per ticket

EntPct is the entertainer’s percentage
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Post CP to AP [mp4]

https://accountingwarestorage.blob.core.windows.net/marketing/2023 InterActiv/Post CP to AP.mp4
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T H A N K S  F O R  J O I N I N G !

Contracts Processing: 
Settling Isn’t Easy

Lori Bogart and Barbara Andersen

support@accountingware.com

https://accountingware.com/help
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