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3-1 INTRODUCTION 

This guide is intended to show you the steps to add CLINS to a Contract or DO that will 

either have mods, incremental funding, or different Lines of Accounting. 

3-2 PROCESS 

This provides an example of a DO but can be used for all contract types. 

Step 1. First perform match maker or attach the PR as normal. 
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Step 2. Navigate to your CLIN which was incorporated and Click on it to edit the info. 

 

 
Step 3. Edit the info as needed remembering that if this is a DO/TO the IDC type is N/A.  

Once this validation is complete proceed to the Funding tab.  
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Step 4. Highlight the Long Line of Accounting and delete it.  

 

Step 5. Navigate back to the Detail tab and add a SubCLIN. 
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Step 6 Select the Informational radio button. 

 

Step 7 The CLIN will be all numeric E.G 000101.  The only information required is the 

description fields.  If required to break out pricing or quantity information do so in the 

Extended Description Field. 
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Step 8 Navigate to the Funding Tab and add the Long Line of Accounting that was deleted 

in Step 4. 

 

Step 9 Add the Long Line of Accounting CIN, and dollar amounts.   
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Step 10 Navigate to the Local Info tab and insert the PR number and PR Line Item number 

 

NOTE: For this to interface correctly you must ensure the PR number is filled in correctly. 

Step 11 Navigate back to the Detail tab and click ok.  Repeat for each Line of Accounting 

and/or PR number. 

Step 12 Run the Validate Funds function within SPS. The first fail is ok because we took the 

funding from the basic CLIN and moved it to a subCLIN.  

The next line states there is enough contract level funding for this action.  If this fails then 

you haven’t properly funded the subCLINs to the total contract amount. 
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Step 13. Run the approval checks and you will see the following error which again is ok 

because funding was moved to the subCLIN. 

 

Step 14. If you have multiple Long Lines of Accounting you need to add a SubCLIN for 

each of these using Steps 6 through 8.  

 
Generate, approve and release the document as normal. 


