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Create Contract Master 
 

Step Action 

1. The Contract Master is an application designed to create, review 

and update Billing Contracts. 

 
 

Step Action 

2.  Click the Contract Master Revisions link. 
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Step Action 

3. Click the Add button. 

 

 
 

Step Action 

4. Enter the contract number.   

Tutor Perini's standard numbering convention is that the Contract 

Number be the same as the associated Job Number. 

 

Note that the Contract Number is a unique record and can only 

exist one time in the system.  In the event that a job contains more 

than one contract, the last increment the last digit of the contract by 

1. 

 

 

Enter the desired information into the Contract field. Enter 

"10333800". 

5. Enter the description for the contract.  Often times this will be the 

same as the job description. 

Click in the Description field. 

 

6. Enter the desired information into the Description field. Enter 

"East Market Street Demo". 

7. Each contract must be linked to a job.  Multiple contracts can be 

associated with a job, but a contract can only be associated with a 

single job. 

 

The Project / Job field is required. 
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Step Action 

8. Click in the Project / Job field. 

 

9. Enter the desired information into the Project / Job field. Enter 

"10333800". 

10. Parent Contracts 
 

Contracts (children) can be subordinate to a main contract 

(parent).  The parent and child relationships can be created to 

manage the related contracts. 

For example, assume a general contractor is constructing an 

airport.  The airport project includes these phases of construction: 

 

-Main terminal 

-Access road 

-Automated transit system 

-Concourses 

 

The customer signs separate contracts for each phase of 

construction.  In this case, a parent and child relationships can be 

established by setting up a parent contract for the airport and 

associating the child contract for each phase with the parent.   

11. The Parent Contract number is an optional field. 

 

Click in the Parent Contract field. 

 

12. The Customer number is an address record that uniquely identifies 

the client.  The Customer number will default from the Job Master, 

but may be changed at this point as required. 

 

The Customer number is a required field. 

Click in the Customer field. 

 

13. The Customer Ref # is an optional, free form, text field that allows 

a User to associate the Customer's contract number or job number 

to the contract.   

 

Click in the Customer Ref # field. 
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Step Action 

14. The Payment Terms defines default payment terms for the 

Contract.  This value can be changed on a per invoice basis during 

the invoice generation process or can be changed permanently in 

the future. 

 

Click in the Payment Terms field. 

 

15. Click the Payment Terms button. 

 

16. Click the 30 option. 

 

17. Click the Select button. 

 

18. A contract can either be taxable or tax exempt.  Taxable contracts 

must have a valid Tax Rate/Area value along with tech Tax 

Explanation code 

 

The Tax Area value is a look up based on the customer's address in 

the Address Book. 

19. Click in the Tax Rate/Area field. 

 

20. Click in the Tax Explanation Code field. 

 

21. Click the Additional Detail tab. 

 

22. 3rd Party  

 

Enter the address book number for the architect of the 

contract.  This in an optional field. 

 

Click in the 3rd Party field. 

 

23. 3rd Party Ref 

 

Enter the architect contract number as recorded on the Owner's 

books. 

 

This is an optional field. 

 

Click in the 3rd Party Ref field. 
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24. Status 
The Status field allows for the categorization of contracts in terms 

of the contract's life cycle:  Awarded, Pending, Active, Complete, 

etc... 

 

The Status field can be used for reporting as well as search criteria 

when generating invoices in a batch method. 

  

Click in the Status field. 

 

25. Click the Status button. 

 

26. Type 
 

The Type field allows for the categorization of the contract by the 

contract type:  Fixed Price, Unit Price, GMP, Milestone, etc... 

 

If left blank, the Type field will automatically populate with the 

Contract Type on the Job Master. 

 

Click in the Type field. 

 

27. Click the Type button. 

 

28. Click the FP option. 

 

29. Retainage Rule 
 

The Retainage Rule sets the default retention percentage on the 

contract, change orders and billing line details.  

 

When the system calculates retainage for a contract, it first 

searches for retention rules in the billing lines.  Next, the system 

searches for retainage rules on the change orders related to the 

contract.  Finally, the system searches for a retainage rule on the 

contract master. 
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30. Retention calculations in Contract Billing is based on a set of 

scripted rules. 

 

The rule can be as simple or complex.  Examples are: 

 

- Hold 10% of the invoiced amount until the contract is 100% 

complete. 

 

- Hold 10% retainage on the invoiced amount until the contract is 

50% complete then only hold 5% until the contract is 75% 

complete.  After 75% then hold 0%.  

 

31. Click the Retainage Rule / Offset / Control Flag button. 

 

32. Select the Retention Rule that matches the Owner's specifications. 

 

Click the Select button. 

 

33. The Offset field must contain a value of RETN if a Retainage 

Rule is set. 

 

The Offset field determines which liability account in the General 

Ledger is associated with AR Retention. 

  

Click in the Retainage Rule / Offset / Control Flag field. 

 

34. Enter the desired information into the Retainage Rule / Offset / 

Control Flag field. Enter "RETN". 

35. Click the Dates/Addresses tab. 

 

36. The Dates / Addresses tab provides fields to enter contract specific 

dates as well as address invoice addresses. 

37. The Date fields can be used for reporting and forecasting 

purposes.  The dates should be entered when available. 

 

Enter the following dates for the contract: 

 

Planned Start 

Planned Completion 

Actual Start and  

Actual Completion (when available) 
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38. The Remit To field identifies the address where the customer will 

send the payment. 

 

This field will print on the invoice. 

 

Enter the desired information into the Remit To field. Enter 

"1325". 

39. The Send To field indicates where the invoice will be sent to. 

 

This field prints on the invoice. 

 

Enter the desired information into the Send To field. Enter 

"370504". 

40. The Alternate Billing field indicates where additional copies of 

the invoice will be sent to.   

 

Click in the Alternate Billing field. 

 

41. The Category Codes tab contains 15 category codes that can be 

used to further classify contracts for reporting purposes. 

42. Click the Min/NTE Amts tab. 

 

43. The Min / NTE Amts tab 
 

The Minimum Amt  
Enter the minium amount required for the contract.  If the billing 

amount is less than the amount in this field, the system will not 

generate an invoice. 

 

Not to Exceed 
Enter the maximum amount that can be billed per invoice.  The 

NTE amount can apply to an entire contract, specific change 

orders or specific billing lines. 

 

44. Currency tab 
 

Sets the default currency for the contract.  The currency code 

automatically populates from the TPC Company setup. 

 

45. Click the OK button. 

 

46. Saving the contract will automatically display the Billing Line 

Revisions page.  From this page, the base contract or change 

orders can be created or modified. 
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Step Action 

47. Save the Billing Line detail by clicking on the OK button 

 

Click the OK button. 

 

48. Click the Cancel button to exit out of the page and back to the 

Contract Master. 

 

Click the Cancel button. 
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Step Action 

49. Click in the Project / Job field. 

 

50. Enter the desired information into the Project / Job field. Enter 

"10333800". 

51. Click the Find button. 

 

52. Click in the Invoice Batch field. 

 

53. Click in the Project/ Job field. 

 

54. Click the Close button. 

 

 
 

Step Action 

55. End of Procedure. 

 


