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SESSION INFO

A U D I O / V I D E O
If you cannot hear sound or 
see the presentation now, 

adjust or change your settings.

S U R V E Y
At the end of the session, fill 
out a quick survey letting us 

know how we did.

Q U E S T I O N S
Use the “Questions” panel to 
chat with the presenters and 

AccountingWare team.

R E S O U R C E S
The slides and a 

recording will be sent
 via email.



A B O U T  T H E  P R E S E N T E R S

Lori Bogart
Senior Project Lead

Stefanie Rosales
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A B O U T  T H E  P R E S E N T E R S

Lori

Hey Stefanie! Have I 
told you how 

awesome and 
amazing you are??

Why don’t you tell 
everyone a little 
about yourself? 

Do you have a 
favorite book or 

movie? 

What do you do in 
your free time? 

Stefanie Rosales
2.5 years

Support & Implementation
Support Team Lead



A B O U T  T H E  P R E S E N T E R S

Wow Stef, those 
were some great 

pictures! Thanks for 
sharing! 

Lori

For some reason 
my mind is drawing 
a BLANK! Shall we 

move on to the 
agenda?



Agenda • Streamline Creating Contracts 
• CP Setup

• Use Templates

• Generate Contract Bot

• Optimize CP to AR workflow
• Scheduled Payments

• Work Orders & Settlements

• Revenue Recognition 

• Manage Contracts in Progress
• Filters and Views

• Worksheets and reports



Streamline

• Make more efficient by 
simplifying or eliminating 
unnecessary elements.

• Make process 
straightforward and easy to 
manage



Contract 
Types

Products
Payment 

Types

CP Setup



•Examples:
• Commercial Rentals

• Concession 
Contracts

• Interim Events

•Used to create separate 
templates

•Maps to AR invoice types

• Charge/Credit Invoice 
Types

•Sets default descriptions on 
Settlement

• Contract Types



Settlement Description Keywords



Products

• Product Types

• Work Order Types

• Product Groups

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



Product Examples



Commission 
Product Example:

• Taxable vs. non-taxable 
products

• Calculation can “back out” 
the tax

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



Payment 
Types

•Set Invoice Type & 
ARCode

•Typical Payment Types:

• Guarantees

• Deposits

• Rent Payments

• Add-On

• Contract Payment



Creating Contracts



Streamline the contract generation:

New Copy of a 
Contract 
Template

Adjust customer, 
dates, products, 
and scheduled 

payments

Run the generate 
contract bot to 

create pdf 
attachment



New Contract VS Contract Templates



Hey Stef! Did ya 
miss me?

Do you know what I 
like to call BOTS?

Our Bag Of Tricks!!
HEHEHEHE

•Generate 
Contract Bot

• Word Templates based on 
Contract type.

• Pulls data from AHD 
contract.

• Attaches PDF to the 
contract. 



Let’s create a contract!

https://accountingwarestorage.blob.core.windows.net/webinars/0829_SS_Create a Contract.mp4


Optimization
To make as functional as possible

Lori



Optimize CP to AR workflow

• Scheduled Payments

• Work Orders & Settlements
• Operations meets Accounting

• Stick to the workflow for a smooth transition and optimal efficiency



Scheduled Payments

• Collected PRIOR to event

• Deferred income

• Set invoice & due dates on 
contract

• Should not be contract line item

• Post to create AR invoices

https://accountingwarestorage.blob.core.windows.net/webinars/0829_SS_Schedule Payments.mp4


Work Orders

• 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

• ELECTRONIC TO DO LIST



https://accountingwarestorage.blob.core.windows.net/webinars/0829_SS_Work Orders.mp4


Settlements

• Worksheet of all activity

• Reconcile actuals to the 
contract values

PLUS: Total Earned Revenue

LESS: Scheduled Payments 
Consumed

NET:   Final Over/Under Due

Revenue Recognition

• 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



Settlement & Revenue Recognition

https://accountingwarestorage.blob.core.windows.net/webinars/0829_SS_Settlement_RR.mp4


R E V E N U E  R E C O G N I T I O N

• AR INVOICE TAB ON CONTRACT

•   AR INVOICE LISTING

•     INCLUDE GL SUMMARY

T R U S T ,  B U T  V E R I F Y … C H E C K  Y O U R  G L !

I like when things 
matchy-matchy!



Managing Contracts 

• Reports & Review
• Contract Report for sending Quotes

• Work Order Report

• Settlement Report

• Filters & views
• Not settled, not posted, outstanding, undelivered



Contract 
Report 

• Send Quotes and can be 
customized with you 
Company Name & Logo.

• Add “Quote” to 
the top

•From the contract, click 
Report, select Contract 
Report, click Preview

• Great for printing a quite 
quote without having to 
attached a full pdf 
contract like the BOT 
would do.

R E P O R T S  &  R E V I E W S



Work 
Order 
Report

M A N A G I N G  C O N T R A C T S

•Used to track your actual 
numbers while the 
contract is in progress.

•From the Work Order tab 
on the contract, click on 
the blue and red report 
icon. 

•Select Work Orders 
Report and select 
Preview. 

•Print and hand out to 
your operations team for 
a sign off sheet as they 
work through deliverables.



Settlement 
Report

•Easy to read format to 
see settlement totals, 
payments, and other 
important contract 
information. 

•From the Settlements tab 
on the contract. Select the 
settlement, click on the 
report icon, and click 
Preview.

M A N A G I N G  C O N T R A C T S



Filters & Views

Contract Payments View 
Outstanding Payment Invoices filter



Filters & Views Work Orders View 
Unsettled/Undelivered Work Orders



Filters & Views

Settlement View 
Ready to post to AR filter





Next Session

Payroll Problem-Solving
Become a Master of Troubleshooting

Today 
12:30 PM (CT)

Steve Sikes – Support Team

Elizabeth Hudspeth – Implementation Team



Remember to complete the survey!

Mastering Contracts Processing
Streamline, Optimize, Manage

T H A N K S  F O R  J O I N I N G

Stefanie Rosales & Lori Bogart

Lori
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