ERP Contract Template
Use this template to document ERP contract requirements by program. Generally, agencies new to the ERP integration begin by collaborating with AmpliFund through demo and discovery sessions. Afterward, representatives from the agency, AmpliFund, and ERP meet to create the initial Contract and Payment Authorization.
Below are support resources for creating and editing ERP Contracts. 
· Create Contracts Video - https://il-amplifund.zendesk.com/hc/en-us/articles/14196656257043-03-03-2023-Monthly-Lunch-Learn-ERP-Contract-Creation 
· Create Contracts Article - https://il-amplifund.zendesk.com/hc/en-us/articles/29371109976851-How-to-Create-Contracts 
· Edit Contracts Article - https://il-amplifund.zendesk.com/hc/en-us/articles/29365340568851-Editing-a-Contract 
· Create Payment Authorization Article - https://il-amplifund.zendesk.com/hc/en-us/articles/29369750090899-How-to-Create-Payment-Authorizations
· Create Payment Authorizations Video - https://il-amplifund.zendesk.com/hc/en-us/articles/17523547329171-08-04-2023-Monthly-Lunch-Learn-Post-Award-Training-3-ERP-AP-Invoicing

	Contract Section

	Field
	Field Type
	AmpliFund Notes
	Agency Entry

	SAP Contract Number
	Single Line Text
	Leave Blank (Will populate once contract is created in SAP)
	

	Old Contract Number
	Single Line Text

	This number can be used to reference or link a related Contract from a previous year if needed. This field is not required
	

	Agency Contract Reference
	Auto Populates
	Auto populated from Award Details - Award Identification Number
	

	Contract Name
	Auto Populates

	Auto populated from Award - Award Name
	

	Total Value
	Auto Populates
	Auto populated from Award - Awarded Amount (*note the Total Value can be edited when the Total Value is less than $20,000 and the contract needs to be sent to the Comptroller)
	

	Valid From
	Auto Populates

	Auto populated from Award - Award Start Date
	

	Valid to
	Auto Populates

	Auto populated from Award - Award End Date
	

	Award code
	Dropdown List
	*Required, options from A-Z, some options have two conditional fields (Publication Date, Bulletin Reference Number)
	

	Travel Indicator
	Dropdown List
	Yes/No, if yes one conditional field (Travel Amount)
	

	Travel Amount
	Numeric Currency 
	If yes to Travel Indicator
	

	Fixed Price
	Dropdown List
	Yes/No
	

	Advance Payment
	Dropdown List
	Yes/No
	

	Sub-Contractor Utilization
	Dropdown List
	Yes/No
	

	Sub-Contractor Discount
	Dropdown List
	Yes/No
	

	Class Code and Order Type
	Dropdown List
	*Required, several options
	

	Per Time
	Dropdown List
	*Required, several options
	

	Pay Rate
	Numeric Currency
	*Required based on Per Time selection
	

	Do Not Send To SAMS
	Checkbox
	Leave unchecked unless you do not want to send to SAMS
	

	SAP Vendor Number
	Single Line Text
	Auto-populated from Recipient Record (*note this can be edited if a different SAP Vendor ID is required)
	

	Short Description
	Single Line Text
	*Required, 40 character limit
	

	NIGP Code
	Single Line Text
	*Required, 5 character limit
	

	Header Text
	Multi Line Text
	*Required, 350 character limit
	



	Fiscal Data

	Field
	Field Type
	AmpliFund Notes
	Agency Entry

	Fiscal Year
	Dropdown List
	*Required, several fiscal year options, must click the green plus icon to add multiple fiscal years
	

	Amount
	Numeric Currency
	*Required, must add amount for each fiscal year
	

	Click on the green + icon to repeat this process for all fiscal years as needed...



	Account Assignment

	Field
	Field Type
	AmpliFund Notes
	Agency Entry

	Guaranteed Minimum Amount
	Numeric Currency
	*Required
	

	Click on the Add Line + to add an accounting line
	Add Line
	Accounting line total must equal the guaranteed minimum amount. Add line box appears with three *Required Fields (HANA View, Distribution Value, and Fund)
	NA



	HANNA View – FM

	Field
	Field Type
	AmpliFund Notes
	Agency Entry

	Distribution Value
	Numeric Currency
	How much money is being allocated for this Accounting Line. More than one Accounting Line can be used
	

	Fund
	Single Line Text
	Enter the ERP Fund number. It is recommended to copy and paste the entire Fund number rather than entering in one number at a time
	

	Fund Center
	Dropdown List
	Pulls from a list available in ERP. If more than one Fund Center is available, select from the dropdown
	

	Functional Area
	Dropdown List
	Pulls from a list available in ERP. If more than one Functional Area is available, select from the dropdown
	

	Commitment Item
	Single Line Text
	This number starts with a 5, then the appropriate 4-digit Object Code, then 5 zeros
	

	Budget Period
	Dropdown List
	Should match the Accounting Line year
	

	Funder will only use one HANNA View per contract...



	HANNA View – GM

	Field
	Field Type
	AmpliFund Notes
	Agency Entry

	Distribution Value
	Numeric Currency
	How much money is being allocated for this Accounting Line. More than one Accounting Line can be used
	

	Fund
	Single Line Text
	Enter the ERP Fund number. It is recommended to copy and paste the entire Fund number rather than entering in one number at a time
	

	Fund Center
	Dropdown List
	Pulls from a list available in ERP. If more than one Fund Center is available, select from the dropdown
	

	Functional Area
	Dropdown List
	Pulls from a list available in ERP. If more than one Functional Area is available, select from the dropdown
	

	Internal Order Number
	Single Line Text
	Internal Orders and Work Breakdown Structures (WBS) are two different cost elements that agencies can use to derive the correct Grant budget in SAP, Internal Orders are generally a six-digit system-assigned number
	

	WBS Element
	Single Line Text
	Internal Orders and Work Breakdown Structures (WBS) are two different cost elements that agencies can use to derive the correct Grant budget in SAP, WBS is up to 24 characters
	

	Commitment Item
	Single Line Text
	This number starts with a 5, then the appropriate 4-digit Object Code, then 5 zeros
	

	Budget Period
	Dropdown List
	Should match the Accounting Line year
	

	Funder will only use one HANNA View per contract...



