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Let's Get a Feel for the Room
Who’s already using Contracts Processing?

Who’s seeing CP for the first time today?
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4 Reporting Options

3 Visibility Features



Contracts Processing Overview & Setup



W H A T  I S  C O N T R A C T S  P R O C E S S I N G ?

Separate package in ActivityHD

Manages the full contract life cycle

Posts into Accounts Receivable



T H E  C P  →  A R  W O R K F L O W
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C O N T R A C T S  P R O C E S S I N G  S E T U P
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Define Goods & Services

• Pricing
• Calculation Controls
• ARCodes 
• Defaults for sorting and 

reporting

Products



P R O D U C T  E X A M P L E :  R E N T A L

Rental product - flat fee no override



P R O D U C T  E X A M P L E :  R E N T A L

Staff Product – Lead time



P R O D U C T  E X A M P L E :  S O U N D  S Y S T E M

Equipment-type product with price override thresholds



P R O D U C T  E X A M P L E :  C O M M I S S I O N

• Taxable vs. non-
taxable products

• Calculation can 
“back out” the tax

• Guarantee payment 
types



• Guarantees, Deposits, 
Rent Payments, Add-On, 
and Contract Payment

• Each payment type maps 
to an Invoice Type and 
ARCode for posting to AR

Payment 
Types



Contract 
Types

• Commercial Rentals, 
Concession, and Interim 
Events

• Create templates to speed up 
contract creation

• Sets default descriptions 
carried onto Settlement



K E Y  T A K E A W A Y

CP Setup consists of Products, Payment Types, 
and Contract Types. A good set up will make 
everything else flow smoothly. 



CP in Action



C R E A T E  &  G E N E R A T E  I N  3  S T E P S

1

New Copy

2

Adjust 
Details

3

Run the 
BOT



1

New Copy



2

Adjust 
Details



3

Run the 
BOT

https://accountingwarestorage.blob.core.windows.net/videos/InterActiv2026/IA%202026%20Contracts%20Processing%20-%20Video%201.mp4


S C H E D U L E D  P A Y M E N T S ,  W O R K  O R D E R ,  &  S E T T L E M E N T S

Scheduled payments are collected prior to the event and post as deferred 
income via the contract’s Post process

Tip: deposits should never be a contract line item or a manual AR invoice

Work orders are the electronic to-do list — created from contract lines, or 
added manually for add-ons

Settle by marking deliverables complete and recording actual vs. expected; 
create settlement invoice or refund.



Scheduled 
Payments



Scheduled 
Payments

https://accountingwarestorage.blob.core.windows.net/videos/InterActiv2026/IA%202026%20Contracts%20Processing%20-%20Video%202.mp4


Work 
Orders



Work 
Orders

https://accountingwarestorage.blob.core.windows.net/videos/InterActiv2026/IA%202026%20Contracts%20Processing%20-%20Video%203.mp4


Settle

https://accountingwarestorage.blob.core.windows.net/videos/InterActiv2026/IA%202026%20Contracts%20Processing%20-%20Video%204.mp4


Settlement 
Invoice

(AR)

https://accountingwarestorage.blob.core.windows.net/videos/InterActiv2026/IA%202026%20Contracts%20Processing%20-%20Video%205.mp4


Revenue Recognition
Recording when it actually happened



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

Timing is everything!

Recognition Date on  
Settlement Date

No additional setup needed

Settlement posts directly to 
revenue

Adds negative lines to apply 
scheduled payments

Recognition Date Before  
Settlement Date

Settlement posts to deferral 
accounts defined in setup

Revenue recognition schedule 
generated

Adds negative lines to apply 
the scheduled payments

..



Recognition Date = Settlement Date
E V E N T  D A T E S :  6 / 1 6  –  6 / 1 8 / 2 0 2 6
R E V E N U E  D A T E  =  6 / 1 8 / 2 0 2 6



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



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



Trust, but verify…Check your GL!
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



Refunds
A R  T O  A P  I N T E R F A C E



K E Y  T A K E A W A Y

CP doesn’t just track a contract, it drives the 
invoice, the work, and the revenue recognition all 
from one record.



Visibility Features



Contract View

…



Contract Payments View
• Not Posted: invoice not posted
• Not Merged: posted but not merged
• Outstanding: merged, balance remaining
• Paid: merged, zero balance



Invoice Balance Column:
Contract Payments View



Outstanding Payment Invoices Filter: 
Contracts View & Contracts Payments View

• Shows contracts with 
outstanding balances on 
at least one scheduled 
payment invoice in AR.

• Excludes contracts with 
scheduled payments not 
yet posted to AR.

• Includes contracts with 
any unpaid scheduled 
payment invoices in AR 
and unmerged invoices



Columns & Filters 
Contract Payments View



Undelivered & Unsettled Work Orders Filter
Work Orders View



Ready-to-Post to AR Filter: 
Settlements View



K E Y  T A K E A W A Y

CP gives you all the visibility to see exactly 
where every contract stands right from the 
HD View.



Reporting Options



Contract
Reports

• Contract Listing
• Contract Report

(also works as a Quote)
• Type & Product Listings

Payment &
Work Orders

• Contract Payment Analysis
• Contract Payments Listing
• Work Order Listing/Report

Settlement
Reports

• Settlement Listing
• Settlement Report
• Aged Invoice Analysis 

(from CP)

R E P O R T I N G  O P T I O N S



Contract Report for Quote



Contract Payment Analysis Report



Contract Payments Listing Report



Settlement Listing 



Customized – Post Event Invoice



Settlement Report



K E Y  T A K E A W A Y

CP includes all the reports you need to keep your 
contract processing running smoothly.



Thank You!
C O N N E C T  W I T H  O U R  S P E A K E R S  A T  A C C O U N T I N G W A R E . C O M / A G E N D A
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