?—««CARD'NAﬂ Procurement Job Aid

Professional Services Purchase Orders

About Professional Services Purchase Orders:

According to the Agency Procurement and Surplus Property Manual, published by the Department of General
Services, “Professional Services as defined in § 2.2-4301 of the VPPA means work performed by an independent
contractor within the scope of the practice of accounting, actuarial services, architecture, land surveying,
landscape architecture, law, dentistry, medicine, optometry, pharmacy, professional engineering, and the services
of an economist procured by the State Corporation Commission.”

Cardinal tracks processional services expenditures against contracts using a purchase order (PO), and
subsequent task orders, i.e., change order, as a means to manage contract activities. This process allows for
easy reference and reporting.

POs, as well as subsequent task orders, are sent electronically through eVA to the vendor to confirm orders. The
following is a typical scenario used to create a Professional Services PO and add a task order related to a
contract.

For more detailed instructions on creating and managing POs please refer to the course titled 501 PR344:
Processing Purchase Orders and the job aid titled 501 PR344 Purchase Orders.
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Create Professional Services Purchase Order from a Contract

The PO is the principal tracking document and represents all activity related to the contract. In order to limit eVA
fees, for each Professional Services contract, you would create only one PO. Line 1 of the PO should be equal to
the value of the contract. Each subsequent line added to the PO is deemed a task order, i.e., change order,
executed against the contract. As each task order is added to the PO, Line 1 of the PO is decremented for the
same amount as the task order. As a result, the sum of the Professional Services PO lines is always equal to the
contract. In the example below you will create of a Professional Services PO and subsequent task order against
an existing contract.

1 To create the PO using the Professional Services contract navigate using the following path:

Main Menu > Purchasing > Purchase Orders > Add/Update POs
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Professional Services Purchase Orders

| #® CARDINAL
= Home | Workist | AddtoFavorites | Sign out

Favo'ntes Main Menu > Purdlasing > Purchasg Orders > Add/Update POs
& New Window (D Help i nttp

Purchase Order

FEind an Existing Value _ aNew Value

Business Unit: 50100 @,
PO ID: NEXT

Add

Find an Existing Value | Add a New Value

2 Select the Add a New Value tab:
a. Business Unit =50100

b. PO ID = NEXT and should not be changed. Cardinal assigns a PO ID number when you successfully

save the PO.

3 Click Add. The Maintain Purchase Order — Purchase Order page will display.
]

Home | Workist | AddtoFavorites | Signout
Favorites - Main Menu > Purdlasing > Pur:hasg Orders > Add/Update POs

) New Window 2) Help gfcusmmlzePage ﬁhnp e |

in Purchase Order
Purchase Order

Business Unit: 50100 PO Status: Open 4
PO ID: NEXT
Copy From: v [ Hold From Further Processing
e ; = Vendor Search
Vendor: TELVENT US-001 QY ye 5oy Details s S
*Vendor ID: [0000034409 @ | Tenentusa LLC ) Not Recvd
*Di thod: Print Bispalc
“Buyer: TMIKE HALL @ Hall, Mike (VDOT) Despatol Mo & )
PO Reference: [ eVA PO Type: R01 @ Routine Bill Vendor
VA Order Method: [PRNT @,
Web IMS?: eVA Interfaced: [Nsev @,
eVA Dttm:
Header Details Activity Summary Use Procurement Card
PO Defaults A S ry g
Add Comments
PO Activities Add ShipTo C Merchandise: 0.00
Freight/Tax/Misc.: 0.00 Caiculate
Total Amount: 0.00 USD

4 Enter the vendor by Vendor (name) or Vendor ID (0000034409) for your contract. You must enter the
vendor in order to narrow down the contracts you may copy from in the next step.
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Favorites - Main Menu > Purdlasing > Purchasg Orders > Add/Update POs

Maintain Purchase Order

Professional Services Purchase Orders

Home | Workist | AddtoFavortes | Sign out

2 New Window ‘3)Heip gfcustomlzeFage Ermp o]

‘endor rch

[Vendor: ‘endor Details
*Vendor ID: [0000034409 @ TelentUsA LLC
*Buyer: MIKE.HALL @, Hall, Mike (VDOT)
PO Reference: [
Web IMS?:
Header Details Activity Summary Use Pi Card
PO Defaults
Add Comments
PO Activities Add ShipTo Comments

Purchasing Kit

Catalog

Item Search

Purchase Order
Business Unit: 50100 PO Status: Open &
POID: NEXT

[JHold From Further Processing

Receipt Status: NotRecvd

*Dispatch Method: Bispateh
eVA PO Type: WQ Routine Bill Vendor
VA Order Method: [PRNT @,

eVA Interfaced: [NsEvi@,

VA Dttm:

Amount Summary

Merchandise: 0.00
FreightTax/Misc.: 0.00 Calculate
Total Amount: 0.00 USD

Statuses | ftem information | Aftributes || RFQ || Contract | Receiving | [F=)

Line Item Description PO Qty "UOM  Category Price "e"’::‘:,’“e‘ Status

1 @ Q| =28 | (& &P ooo0jopen | [ & [
G Close Short All Lines “Goto: |- More v

(] save [ Notity &> Refresh

% Add | 7] Updatemisplay

5 Using the Copy From drop-down arrow select Contract. The Maintain Purchase Order - Copy Purchase

Order from Contract page will display.

Favorites - Main Menu > Purdlasng > Purd':assorders > Add/Update POs

in Purchase Order

Home | Workist | AddtoFavortes | Sign out

EINew Window @D Help [& Customize Page [ http

Copy Purchase Order from Contract

Contract Selection Criteria

Contract SetlD: _szarc Vendor: [TELVENT US-001 @,

Contract ID: I |0000000000000000000041135 j Vendor ID: [0000034400 '@,
Allow Open Item Contract Only Master Contract: [ Q

Contract Description

STATE  0000000000000000000041135

' OK Icanceleefresh

NORTHERN REGION TOC OPERATIONS 0000034409

Vendor 1D Begin Date Expire Date

12/06/2012 1213112013

Enter, or search for, the Contract ID (0000000000000000000041135).

7 Click on the Search button.

8 Select the contract check box and click OK. The Maintain Purchase Order — Purchase Order page will

display.
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CARDINAL

Home | Workist | AddtoFavortes | Sign out
Favorites | Main Menu > Puldlasing S Purchas_e Orders > Add/Update POs

E New Window (D Help [# Customize Page Tlntp &
Maintain Purchase Order

Purchase Order

Business Unit: 50100

PO Status: Open &

PO ID: NEXT

Copy From: v [JHold From Further Processing

*PO Date: 041872013 5 VendorSearch

Vendor: TELVENT US-001 @, e dor petails

T Receipt Status:

*Vendor ID: (0000034409 @, TelentUSA LLC NotRecvd
. : Bispaton

“Buyer: WIKEHALL @, il tike (VDOT Dispateh Method:

PO Reference: NORTHERN REGION TOC OPERATIONS VA PO Type: R01 @, Routine Bill Vendor
VA Order Method: PRNT @,

Web IMS?: eVA Interfaced: NSEV (&,
VA Dttm:

Header Details Activity Summary Use Procurement Card

PO Defaults Amount Summary

Add Comments

PO Activities Add ShipTo Comments Merchandise: 5,661,072.40
FreightTax/Misc.: 0.00 Calculate
Total Amount:

5,661,072.40 USD

Purchasing Kit Catalog ltem Search

Lines.

I l’ GEFNN  Rhip ToDue Date

Statuses | ftem Information pra

Contract | Receiving

e e Description PO aty ‘UOM  Category  Price Merchandise gyatus

; B A |NORTHERN =IF & [ 10000 [EA @ |[08e846@, 568107240000 5661.072400pen (O [E E =
Close Short All Lines “Goto: ‘ More 3

View Approvals

[F save | ] Notity &3 Refresh

S add | 2] Updateisplay

9 The PO is updated with the contract details. Contract line data is populated.

10 Click on the Attributes tab.

Purchasing Kit Catalog ltem Search

hip ToDue Date | Statuses | feminformaton WWUTTTESMN RFQ | Contract  Receiving

Line tem Description Physical Nature *Price Qty *Price Date Amount Only

1 B @, [NORTHERN = [Goods | [Line Qualw| [Due v HE
Close Short All Lines “Goto; |- More v

View Approvals

|G save |=) Notty |2 Refresn

[C4 aca | | 2] upaatemispiay

11 Check the Amount Only check box.
12 Click on the Details tab.

Page 4 of 21 Last Updated 11/10/16



ECARDINAL" Procurement Job Aid

Professional Services Purchase Orders

|/ l#® CARDINAL

Home | Workist | AddtoFavortes | Sign out
Favorites  Main Menu > Purchvas'vm > Puvdiasg Orders > Add/Update POs

@ New Window !;?) Help ;:f Customize Page ﬁ hitp &
Maintain Purchase Order

Purchase Order

Business Unit: 50100 PO Status: Open &
POID: NEXT
Copy From: v [[] Hold From Further Processing
v Header
*PO Date: 04/18/2013 B Vendor Search
Vendor: TELVENTUS-001 @ o g r Details
? Receipt Status:
*Vendor ID: (0000034209 @ TeentUsA LLC Not Reowd
i . Dispalel
*Buyer: WIKE HALL @, Hall, Mike (VDOT) DespaichWetod: [@
. RO1
PO Reference: [NORTHERN REGION TOC OPERATIONS €VA PO Type: Ro @, Routine Bil Vendor
eVA Order Method: PRNT @
Web IMS?: VA Interfaced: NSEV (@
€VA Ditm:
Header Details Activity Summary Use Procurement Card
PO Defaults

Amount Summary B
Add Comments

PO Activities Add ShipTo C Merchandise: 5,661,072.40 _
FreightTax/Misc.: 0.00 Calculate
Total Amount: 5,661,07240 USD

Purchasing Kit Catalog Item Search

Customize | Find | View A1 ¢

Ship ToDue Date  Statuses | feminformation = Aftrbutes  RFQ | Contract | Receiving

Line ftem Description PO Qty M Category | Price """Am‘“""o::‘ fatus
1 B @, [NORTHERN = 1.0000 A (@, (068848 @ [5661072400 | [ 5,661,072.40 Qpen

~ Close ShortAll Lines “Goto: |- More v/
View roval

(i) save)| [ oty | (&5 Refrosn it hsintiolibnis

13 The PO Qty value is 1 and cannot be changed.
14 Update the Price to match the total contract value.

15 Click on the Schedule icon. The Maintain Purchase Order — Schedules page will display.

Home | Workist | AddtoFavortes | Signout

Favorkes  Man Menu > Purchasng > Purchase Orders > Add/Update POs

@ NewWindow D Heip [ Customize Page & nmp
Maintain Purchase Order

Schedules
Unit: 50100 Vendor: TELVENT US-001 PO Status: Open
PO ID: NEXT PO Date: 04/18/2013

Return to Main Page

Lne: 1 Mem: NORTHERN REGION TOC PO Qty: 10000 EA Merchandise Amt: 5,661,072.40 USD
O Customizs | Fing | PETE e Koty O L
gl Sistuses  Shoment  Matchng  Becewng  Ereght BV [T

Sched *Due Date *Ship To *PO Qty Price """A"m‘"' Status

1 B [oanez013 M [cnTRLOF2 @ & 1.0000 | 5,661,072 40000 5.661,072.40 Active % & B E:J =

A hipTo Comment:

(1) Seve. ) Netfy i Retresh

LsAdd 7] UpcateDsplay

16 Values default in as shown. Change as necessary.

17 Click on the Distribution icon. The Maintain Purchase Order — Distribution for Schedule X page will
display.
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I .
% CARDINAL
i Home | Workist | AddtoFavortes | Signout

Favorites = Main Menu > Purdlas‘ng > Furd\asgorders > Add/Update POs

in Purchase Order

Professional Services Purchase Orders

I New Window (@D Help [& Customize Page [ http

Distributions for Schedule 1

< I |

| m S

Unit: 50100 Vendor: TELVENT US-001
PO ID: NEXT Item: NORTHERN REGION TOC
Line: 1
Schedule: 1 Status: Active
*Distribute By: Amount ¥ Schedule Qty: 1.0000
Merchandise Amount: 5,661,072.40 USD
SpeedChart: [ @ uiti-Speedcharts Doc. Base Amount: 5,661,072.40 USD
=]
. Merchandise
Dist Status Percent F Currency  *GL Unit Entry Event *Account Fund Program Department Cost Center
4 Open  [100.0000 | 5066107240 USD 'smoo @ | @ |[5012550 @, ([04100/@, |[604004 @, (19064 Q | G,l
>

18 Enter a valid accounting distribution, i.e., chart of account values. In this case, you might enter an

administrative chart of account values since this is not project specific at this time. When the task orders are

subsequently created you will enter the specific project chart of account values.

19 Click OK. The Maintain Purchase Order — Schedules page will display.

| o
4% CARDINAL
= Home | Workist | AddtoFavorites | Sign out

Favgrites . Main Menu > Purdlasng > Purdnangrders > Add/Update POs

Maintain Purchase Order

2 New Window (2) Help ;:fcuslomue Page ﬁhnp

Schedules
Unit: 50100 Vendor: TELVENT US-001 PO Status: Open
PO ID: NEXT PO Date: 04/18/2013

Add ShipTo Comments

| save | [] Notify | (& Refresh

Line: 1 Item: NORTHERN REGION TOC PO Qty: 1.0000 EA Merchandise Amt: 5,661,072.40 USD
Ccustomize | Find | View 21 | B | 3 riet K qore O Lot
Statuses | Shipment | Matching | Receiving | Ereight | RTV
e Oue Date *ship To *POQty Price M Aot | Status
1 B [oar18r2013 W [cNTRLOF2 (@ | & 1.0000 [ 5,661,072.40000 5,661,072.40 Active > E B B B

[+ Add | |7] UpdateiDispiay

20 Click the Return to Main Page hyperlink. The Maintain Purchase Order — Purchase Order page will

display.
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Home |

|

Workiist Add to Favortes |  Sign out
Favcgites Mahyenu > Purdlasng > Puvdlaseorders > Add/Update POs

@ NewWindow (D Help [# Customize Page T htp &
Maintain Purchase Order

Purchase Order

Business Unit: 50100 PO Status: Open &

POID: NEXT

Copy From: < [ Hold From Further Processing

~ Header

*PO Date: [041182013 B Vendor Search

M TELENTUSOM ™) endorDeais |

) : Receipt Status:
*Vendor ID: (0000034409 @ Tenen Not Recwd
- - Dispatch

*Buyer: MIKE HALL @, Hall, Mike (VDOT) DESHACH Mttt 2

PO Reference: [NORTHERN REGION TOC OPERATIONS €VA PO Type: Ro1_ @, Routine il Vendor
eVA Order Method: [PRNT /@,

Web IMS?: eVA Interfaced: NSEV @,
eVA Dttm:

Header Details Activity Summary Use P Card

Fopene | Amount Summary |

Add Comments X

PO Adtivities Add ShipTo Comments Merchandise: 5,661,072.40
FreightTax/Misc.: 0.00 Calculate
Total Amount: 5,661,07240 USD

Purchasing Kit Catalog ltem Search

Statuses ftem Information Attributes RFQ Contract Receiving

= = Merchandise

Line item Description Poaty UOM  Category  Price e status

1 B @, [NORTHERN =P8R 1.0000 [EA |@, |[068848@, (5661072400 [ 566107240/ 0pen (O B [ [=]
Close Short All Lines "Goto: |- More v

[4 Add | | 7] Updateisplay

21 Click on the Vendor Details hyperlink. The Maintain Purchase Order — Vendor Details — XXX page will
display.

Home | Workist | AddtoFavorites | Sign out

Favo_rites Ma'n_Menu o Puldlas'ng S Purd'msg Orders > Add/Update POs

r_E New Window 'é) Help chslumize Page E hitp
Maintain Purchase Order

Vendor Details -- Telvent USA LLC

Business Unit: 50100 POID:  NEXT Vendor: TELVENT US-001

| ocation: [MAIN VendorInformation
“Address: \ m Show Address Details Terms: [0 LY P
Contact: \ Show Contact Details Basis Date Type: | Prompt Payment v
Salesperson: ‘ .| show Salesperson Details

Vendor Details Message

Country: USA United States Prefix:
Address 1: 1390 Piccard Drive Fax: 301/354-5567
Address 2: Suite 200 Prefix: 1
Address 3: VA10051802 Phone: 301/354-1366
City: Rockville
County: 131945156 Postal: 20850
State: MD Maryland
II OK  Cancel  Refresh

22 The Address defaults. Using the look-up icon you may change the Address if necessary.

23 Click on Terms lookup icon.
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Favorites | Main Menu > Puldlasing S Purchas_e Orders > Add/Update POs

Look Up

Look Up Terms

SetlD: STATE
Payment Terms |J:| begins with v |

LookUp | Clear || Cancel BasicLookup

Search Results

First [q] 12 012 [3] Last

D o

Due Immediately Single
et 30 Single

Deseription
Due Now
Met 30

Payment Teims et

Type Applicability
Vendor
Vendor

Professional Services Purchase Orders

Home | Workist | AddtoFavortes | Sign out

24 Select the Payment Terms ID of 00 (Due Immediately).

in Purchase Order

Vendor Details -- Telvent USA LLC

Business Unit: 50100 POID: NEXT Vendor: TELVENT US-001
*Location: [MAIN Q Vendor Information
“Address: [ 49, [ showAddress Details Terms: oo R s
Contact: [ A show Contact Details Basis Date Type: | PromptPayment v
Salesperson: [ Y Show Salesperson Details Acct Date
Doc Date

iRecm Date
Country: USA United States Prefix: }lsjg':r%aa‘l"’e
Address 1: 1390 Piccard Drive Fax: 301/354-5567
Address 2: Suite 200 Prefix: 1
Address 3: VA10051802 Phone: 301/354-1366
City: Rockville
County: 131945156 Postal: 20850

rﬂh MD Maryland
OK Cancel | Refresh

Home |

Workist | AddtoFavortes | Sign out

& New Window (@ Help [ Customize Page [ http

25 Click on the Basis Date Type drop-down and select Inv Date.

26 Click OK. The Maintain Purchase Order — Purchase Order page displays.
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Vorkist | AddtoFavortes | Sign out

Favorites ~ Main vMenu > Purdlaslng > Vurduasg Orders > Add/Update POs

@ New Window \_’) Help ;zf Customize Page E hitp &
Maintain Purchase Order

Purchase Order

Business Unit: 50100 PO Status: Open &

PO ID: NEXT

Copy From: v [JHold From Further Processing

~ Header

*PO Date: (041812013 BJ Vendor Search

Vendor: [TELVENTUS-001 /& o or Detail

— Receipt Status:
*Vendor ID: [o000034409 @ TelentUsA LLC NotRecwd
< *Dispatch Method: Dispalahi

“Buyer: WIKE HALL @, Hall, Mike (VDOT) spate LR -

PO Reference: [NORTHERN REGION TOC OPERATIONS eVA PO Type: IR_LKQ‘ Routne ofl Vaodor
€VA Order Method: [PRNT/@,

Web IMS?: eVA Interfaced: NSEV @,
VA Dittm:

Header Details Activity Summary Use Procurement Card

PO Defaults Amount Summary -

Add Comments

PO Activiies Add ShipTo C Merchandise: 566107240
Freight/Tax/Misc.: 000 Calculate
Total Amount: 566107240 USD

Purchasing Kit Catalog ltem Search

Statuses | ftem information || Aftributes || RFQ | Contract

Merchandise

Line Item Description PO Qty *uom Category Price Amciee Status
1 B @, [NORTHERN =P8R 1.0000 [EA @, ([068848@, (5661072400 | 566107240 0pen QO [B & =
Close Short All Lines *Goto: |- More v

View roval

5 save | =] Notity.| & Refresh L4 Add 7] Updateisplay
27 Click on Receiving tab.

Purchase Order

Business Unit: 50100 PO Status: Open &

POID: NEXT

Copy From: [J Hold From Further Processing

PO Date: 04/18/2013 [0 vendor Search
Vendor: TELVENTUS-001 @ Vendor Details
R Receipt Status:
*Vendor ID: 0000032409 @, TelentUSA LLG ot Not Recvd
*Dij i Dispatof
“Buyer: MIKE HALL @, Hall, Mike (VDOT) Dispateh Method: et e
PO Reference: [NORTHERN REGION TOC OPERATIONS VA PO Type: ROT . Routine Bill Vendor
VA Order Method: PRNT @,
Web IMS?: eVA Interfaced: INSEV @,
VA Dttm:
Header Details Activity Summary Use Procurement Card
FoDeuE =
PO Activities 'Add ShipTo Comments Merchandise: 566107240
FreightTax/Misc.: 0,00 Calculate
Total Amount: 5,661,072.40 USD

Purchasing Kit Catalog Item Search

Customize | Find | View All|

Statuses | fteminformation | Afirbutes || RFQ | Contract

Line Item Description *Receiving Required Close Short

. m oy T— =

" - Close Short All Lines *Go to: ‘ . More vJ

|5 save |=) Notty |2 Refresn |4 ada | | 2] Upastemispiay

28 In the Receiving Required field, using the drop-down arrow, select Do Not.

29 Remember to add comments, and any attachments desired, to your PO.
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| CARDINAL
- Home | Workist | AddtoFavorites | Signout

Favorites | Main Menu > Purdlamg > Purchas_e Orders > Add/Update POs

Maintain Purchase Order

Professional Services Purchase Orders

@ New Window 2) Help ;./CusﬁomxzePage Ehﬁp &

Purchase Order

Header Details Activity Summary Use Procurement Card

PO Defaults Document Status
Edit C:
PO Activities Add ShipTo Comments

Catalog Item Search

Business Unit: 50100 I PO Status: Open I & X
PO ID: 0001056490
opy From: b [[JHold From Further Processing
v Header
*PO Date: 04/18/2013 B Vendor Search
Vendor: [TELVENTUS-001 '@ yoror petails
————— Receipt Status:
*Vendor ID: 0000034409 @, TelentUSA LLG Not Recvd
*Buyer: MIKE HALL @, Hall, Mike (VDOT) Despatch Method:
PO Reference: NORTHERN REGION TOC OPERATIONS eVA PO Type: Ro1 &, Routne Bl Vendor
VA Order Method: [PRNT @,
Web IMS?: VA Interfaced: [Nsev /@,
eVA Dttm:

Morchandise: 5,661,072.40
FreightTax/Misc.: 0.00 Calculate
Total Amount:

5,661,072.40 USD

Select Lines To Display
A 70: |

Line: @, Retrieve

View Approvals

P Return to Search | =] Notify | | Refresh

LETT  Ship To/Due Date || Statuses | fteminformation || Aftributes | RFQ | Contract | Receiving
8 B Merchandise
Line Item Description PO Qty uom Category Price A =4 Status
1 Y @, [NORTHERN =2 & 10000 [EA /@, [068846@, 566107240000 |[566107240 0pen ¢ [@ & (=

Close Short All Lines

*Goto: More

30 Click Save.
31

32
Status field, to send it forward for

33

Cardinal assigns a PO ID number upon save and the PO Status is set to Open.

Click on the PO Submit for Approval checkbox (the green checkmark) which is next to the PO

approval by your supervisor.

The PO will continue on through normal PO processing. Once the Purchase Order is dispatched, the PO is
complete and ready to accept vouchers.

For more detailed instructions on creating and managing POs

please refer to the course titled 501 PR344 Processing Purchase Orders and the job aid titled 501 PR344

Purchase Orders.
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Updating a Professional Services PO - Task Orders

The PO is the principal tracking document and represents all activity related to the contract. In order to limit eVA
fees, for each Professional Services contract, you would create only one PO. Line 1 of the PO should be equal to
the value of the contract. Each subsequent line added to the PO is deemed a task order, i.e., change order,
executed against the contract. As each task order is added to the PO, Line 1 of the PO is decremented for the
same amount as the task order. As a result, the sum of the Professional Services PO lines is always equal to the
contract. In the example below you will create of a Professional Services PO and subsequent task order against

an existing contract.

Find the Related Purchase Order

1 Search for the Professional Services contract you wish to work with by navigating using the following path:

Main Menu > Procurement Contracts > Add/Update Contracts

[ -
4 CARDINAL
= Home | Workist | AddtoFavorites | Sign out

Favovntes Man'Menu > Procurement Contracts > Add/Update Contracts

Contract Entry

-

Process Option: Purchase Order

Catalog Search Item Search

TRAFFIC CONTROL SERVICES
Lines

Order By Amount

fem information | Defaukt Schedule

Contract
Contract Version
SetiD: STATE
Contract ID: 0000000000000000000041135 "T"‘"‘; : 1 Statust Current
lew Version .
*Status: ‘Approved 3 Approved Date: 11/28/2012
Administrator/Buyer: FREDERICK HAASCH Haasch, Frederick G. (VDOT)
v Header

Primary Contact Info = bations

Vendor ID: 0000034409 TelventUSA LLC N
--------------- View Changes
Begin Date: 1210612012 Contract Releases Current Change Reason
Expire Date: 123172013 Contract Reference
Renewal Date: | Amount Summary |
Currency: usD CRRNT Maximum Amount: 5,661,072.40 USD 1
Primary Contact: 1 Accounts Payable Line [tem Released Amount: 5,661,07240
Vendor Contract Ref: Category Released Amount: 0.00
Description: NORTHERN REGION TOC OPERATIONS Open item Released Amount: 0.00
Master Contract ID: Total Released Amount: 5,661,072.40
Tax Exempt Remaining Amount: 0.00

Remaining Percent: 0.00
¥ Order Contract Options
~ Contract Items

Search for Contract Lines

Release Amounts

Add Comments Adiiity Log

Contract Activiies

)
Customize | Fing | view 41| B | 3 First Kl g 01 D Last

Line Item
1 B

View Cateqory Hierarchy

Description

NORTHERN REGION TOC

Cateqgory Search

Release Quantties | Line Groupings
uom Category ":;'“::::" Status
& e 9688480 T R Active

v

2 Once you have selected your contract, from the Contract Entry — Contract page click on Document Status

hyperlink.
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1

Favo'rites Manylenu > Promremegtcontracts > RevnewContm_ctInfomeon > Document Status

Home | Workist | AddtoFavorites | Signout

2 New Window 2) Help ;:{CUS(O"’HZG Page = hitp

Document Status

SetiD: STATE Contract: 0000000000000000000041135
Document Date: 12/06/2012 Status: Approved

Currency: usD Document Type: Contract

Buyer: Haasch, Frederick G. (VDOT) Released Amount: 5,661,072.40

Short Vendor Name: TELVENT US-001

Customze | Fin | View 41 | B | 3 rrst K1 43013 1 Lost

Related Info

m:'”’" Document Type DOC 1D Jatus DocumentDate  Vendor ID Location

50100 Purchase Order 0001056490 @ispatched 04/18/2013 0000034409 5 MAIN B
50100 Requisition 0002032115 gpproved 10/09/2012 B
50100 Strategic Sourcing Event | 0000150693 Awarded 11/28/2012 B

|2 Return to Search

3 Related documents, such as requisitions, sourcing events, POs, and payments are displayed.

4 You can click on a DOC ID hyperlink to view that document’s details. For a PO document the DOC ID is the
same as the PO ID number. You will use this number to find and update the PO.

Create the Task Order

5 Search for the PO using the following path:
Main Menu > Purchasing > Purchase Orders > Add/Update POs

| [ CARDINAL

-avorites | Main Menu > Purchasing > Purchase Orders » Add/Update POs

Home | Workist | AddtoFavorites | Sign out

& New window (D Help [ ntp

Purchase Order

Enter any information you have and click Search. Leave fields blank for a list of all values.

ULELISTETLNAETTEN © Add a New Value

Maximum number of rows to return (up to 300): |300

Business Unit: = v 2,
POID: begins with 0001056490

Purchase Order Date: = v ‘ 1)

PO Status: [= v/ v
Short Vendor Name: begins with v @,

Vendor ID: begins with v @

Vendor Name: [begins with » Q

Buyer: W @

Buyer Name: begins with v @

PO Type: = v ‘ v
Purchase Order Reference: | begins with v

Hold From Further Processing O

[case sensitive

Clear  Basic Search 3?1’ Save Search Criteria

Find an Existing Value | Add a New Value

6 Select the Find an Existing Value tab.
7 Enter the PO ID, i.e., Purchase Order DOC ID.

8 Click on the Search button. The Maintain Purchase Order — Purchase Order page is displayed.
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| [ CARDINAL

Home | Workist | AddtoFavortes | Signout
Favovntes Manyenu > Purch_asing > Purdmsgorders > Add/Update POs

& New Window (2 Help gfcustomL’.ePage Tntp &

in Purchase Order
Purchase Order

Business Unit: 50100 PO Status: Dispatched A X
POID: 0001056490
Copy From: X [J Hold From Further Processing
v Header
PO Date: [o41872013 [ vendor Search
Backorder Status: Not
ENT L | Create BackOrder
Vendor: Vendor Details . S Backordered
eceipt Status:
*Vendor ID: 4 TelventUSA LLC P Not Recvd ) .
*Di : i Dispatof
“Buyer: [MIKE HALL @, Hall, Mike (VDOT) D=patch Moo IP”"‘_—"‘
PO Reference: [ “RN RE - €VA PO Type: [Ro1 @, Routine Bill vendor
eVA Order Method: PRNT
Web IMS?: eVA Interfaced: NSEV
eVA Dttm:
Header Details Activity Summan =
= et ; nelf | Amount Summary |
dit
PO Activities Add ShipTo Comments Merchandise: 5,661,072.40
FreightTax/Misc.: 000 Calculate
Total Amount: 5,661,07240 USD
Select Lines To Display
Catalog ltem Search i & 1o: | O, Retrieve

Customize | Find | View 20 | BV | 3 rrst £ 011 I Lot

(ST Ship ToDueDate | Statuses | Meminformation | Aftrbutes | RFQ | Contract | Receiving

Line item Description PO Gty ‘UOM Category Price M"""'m“:;: Status

1 B NORTHERNREGIONTOC & 10000 EA  [968846@, 5,661,072.40000 | 5.661,072.40 Approved (O Eel e
Close Short All Lines *Go to: | ... More v/

View Approvals o

(5] save |ah ReturntoSearch | Notify &% Refresh [Ey-Add | |5

9 The PO is displayed. Confirm that Line 1 matches the contract value.
10 Click on blue triangle Change Order icon to initiate the task order, i.e., change order.

11 Click on the plus + icon to the right of Line 1 to add a new line. The Explorer User Prompt pop-up is
displayed.

Explorer User Prompt

R——

Enter number of rows to add:

12 Enter the number of lines you would like to add.

13 Click OK. The Maintain Purchase Order — Purchase Order page is displayed.
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Home |

Workist | AddtoFavortes | Sign out
Main Menu > Purchasing > Purchasg Orders > Add/Update POs

-

B New Window (DHelp [& Customize Page Ehtp &

Purchase Order
Purchase Order

Business Unit: 50100

PO Status: Dispatched A x
PO ID: 0001056490
Copy From: > [ Hold From Further Processing
v Header
*PO Date: 04/18/2013 BJ  vendor Search
-_— Backorder Status: Not
TE T X Create BackOrder
Vendor: Tl Vendor Details « . Backordered
eceipt Status:
*Vendor ID: TelventUSA LLC pt Not Recvd .
e =
“Buyer: Hall, Mike (VDOT) Spatch e i
PO Reference: —r VA PO Type: [Ro1 @, Routine Bill vendor
VA Order Method: PRNT
Web IMS?: eVA Interfaced: NSEV
eVA Dttm: =
Header Details Activity Summary
s o | Amount Summary |
Requisitions Edit Comments
PO Activities Add ShipTo Comments Merchandise: 5,661,072.40
FreightTax/Misc.: 000 (mmwCalouiate
Total Amount:

5,661,072.40 USD

Catalog

Select Lines To Display

Item Search fica | QTo: j O Retrieve

Ship To/Due Date

Statuses ftem

|Line Item

A o 3 Merchandise
Description PO Qty 'UOM  Category Price ey Status
1 B NORTHERN REGION TOC (754 1.0000 EA 068846@, 5,661,072.40000 | 5,661,072.40) Approved| (> Y ==
Mz B Q| = 8| & @ o 0.000 Pending | (O [ = E E
Close Short All Lines | Goto: | More v
View Approvals - - -

14 The new line(s) is shown and is available for insertion of values.

15 Click on Contract tab.

FODeEs Docoment Stams

[ Amount Summary ]
Requisitions it Comment
PO Activities Add ShipTo Comments Merchandse: 5,661,072.40
Freight TaxMisc. 0.00 {3050
Total Amount:

5,661,07240 USD

Catalog

Select Lines To Display
Line: Q To @, Retrieve

ltem Search

tem information

Line ftem Description Sefld  Contract 1D Contract Version  ContractLine ‘meo"  Release  Milestone Li

1 B NORTHERN REGION TOC == STATE  0000000000000000000041135 1 1 @ 1

2 (B Q = ) STATE | @ Q @ |
Close Short All Lines | *Go to: { More "‘

View Approvals 4

16 Click on Contract Search icon on the line you created. The Contract Search page is displayed.
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| [# CARDINAL

Favnvntes Mavaenu > Pulm_asmg > Purd'\ase[)rders s Add/Update POs

Home | Workist | AddtoFavorites | Sign out
&0 New Window (Z)Help [# Customize Page [ http

Contract Search

Search Criteria

SetiD: STATE Vendor SetlD: STATE

Contract ID: ‘ @ Vendor ID: 0000034409 Telvent USA LLC
Contract Process Option: ‘ Vl Item SetiD: STATE

Description: Item ID: a

Master Contract ID: @ Item Description:

Contract Reference Type: Category A

PO Date: 04/18/2013 Corporate Contract: |~

Contract  CoMtract
Select  Contract ID 1 Reference  Category ltem ID Item Description Contract Base Price
Version Type
0000000000000000000041135 1Lineftem 9688480 NORTHERN REGION TOC 5661072.40000
TRANSPORTATION CONSULTING
[ |0000000000000000000040503 1Linettem 9189501 9189501000 ORI AT O ConeTne 100000
SOFTWARE
MAINTENANCE/SUPFORT
D 000000000000032645 1 Line item 9204501 9204501000 SOFTWARE 240000.00000
MAINTENANCE/SUPPORT
SOFTWARE
O  000000000000032645 1lUneltem (9204501 9204501000 TN CESUPPORT 360000.00000
MAINTENANCE/SUPFORT
O  000000000000032645 1 Open tem

@‘ Gancel | Relfssh

17 The Vendor information has prepopulated.

18 Click the Search Button.
19 Select the contract / line you wish to use to populate the PO line.

20 Click OK. The Maintain Purchase Order — Purchase Order page is displayed.

e — Document Satis [ Amount Summary |
Requisitions Edit Comments
PO Activities Add ShipTo Comments Merchandise: 11,322,144.80
FreightTax/Misc.: 0.00 Calculate
Total Amount: 11,322,14480 USD
Select Lines To Display
Catalog Item Search Linez Q10 @, Relrieve

Receiving

Ship ToiDue Date | Statuses | fem information || Atrbutes || RFQ | (ST

3 item Description SetiD  ContractID Coniract Varsion| [(Contract Lins f::‘g“” Relsase  [MBastoms Li
1 () NORTHERN REGION TOC == STATE  0000000000000000000041135 1 1] @ 1
— — -
Iz & @, [NORTHERN =2 =] STATE [0000000000000000000041135 @, 1 e | Q | |
Close Short All Lines. ) *Go to: More b ‘
View Approvals v
P IS

21 The Description, Contract ID, and Contract Line number from the selected contract populate the newly
added line.

22 Click the Details tab.
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T T [mountSamman ]
Requisitions Edit Comments
PO Adtivities Add ShipTo Comments Merchandise: 5,661,072.40
FreightTax/Misc.: 0.00 Calculate
Total Amount: 5661,07240 USD
Select Lines To Display
Catalog Itemn Search Line: @, 100 2, Retrieve

Customize | Find | View 1| BV | 58 First E 12012 0 Last

Ship To/Due Date || Statuses | ftem information

RBFQ | Contract | Receiving

Merchandise

Line Item Description PO Qty *UOM  Category Price Rt Status
1 £ NORTHERN REGIONTOC £ 1.0000 EA 968846,  5600000.00000 [ 5.600,000.00 fpproved &0 [(8 (] =]
2 BB [ -JI TASKORDER#1 = &8 | 10000 [EA®, [06884€®, [61,072.40000 61,072.40 Pending | OO [ (=

23 Onthe new Line, e.g., Line 2, update the Description text to identify the line as a task order.
24 Onthe new Lineg, e.g., Line 2, insert the value of the task order in to the Price field.

25 On Line 1, decrement the Merchandise Amount field by the amount of the new line - task order (in this
example Line 2).

26 Confirm that the sum of all the PO lines equal the original PO amount, which is equal to the total contract
value. (Sum PO Lines = Original PO Total = Contract Total)

27 Click the Attributes tab.

PO Default < T Sta
e T T
EditC
PO Adtivities Add ShipTo Comments Merchandise: 5,661,072.40
FreightTax/Misc.: 0.00 Calculate
Total Amount: 5,661,07240 USD
Select Lines To Display
Catalog Item Search Line: @Q To: O, Retrieve

Contract || Receving | [

Statuses | ftem information

Line Item Description Physical Nature *Price Qty *Price Date Amount Only

1 = NORTHERN REGION TOC [Goods v| [Line quaiw| [Due v
2 B Q, [TASKORDER#1 =2 [Goods v [Linequaiw| [Due v
Close Short All Lines *Goto: | More v
View Approvals y
(i) Save | (b ReturntoSearch |[=] Notify = &3 Refresh [ Add

28 On the new ling, e.g., Line 2, select the Amount Only checkbox.

29 Click the Details tab.
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CARDINAL

Favorites | Main Menu > Purd\vaslng > vwmasg Orders > Add/Update POs

Home | Workist | AddtoFavortes | Signout

I New Window (DHelp [& Customize Page Ehttp &

in Purchase Order
Purchase Order

Business Unit: 50100 PO Status: Dispatched A X

POID: 0001056490

Copy From: v [JHold From Further Processing

~ Header

PO Date: [0411872013 B vendor Search

Vendor: el VENT US001 | AIRCHONION SKENE. hot Create BackOrder

by Vendor Details a s Backordered
eceipt Status:
“Vendor 0: 000034409 Tehentus LG pStatus Not Reord
*Dii i Dispateh
*Buyer: [MIKE,HALL @, Hall, Mike YDOT) Dispatch Method: Print v i

PO Reference: [‘1 RTHERN REGIO} eVA PO Type: [Ro1 @ Routine Bill Vendor
VA Order Method: PRNT
Web IMS?: eVA Interfaced: NSEV
eVA Dttm: 3
Header Details Activity Summary
oneas pocumentSiue imounisummary
isition: it Comment
PO Actiities Add ShipTo C Merchandise: 5661,072.40
Freight/Tax/Misc.: 000 | Calculate
Total Amount: 5,661,07240 USD
Select Lines To Dispiay
Catalog Item Search Line: [ @ 10 3, Retrieve

Customize | Find | Vi=w 41| BT |

Ship To/Due Date | Statuses | leminformation  Aftrbutes |~ RFQ  Contract | Receiving

It e o % Merchandise

'Line Item Description PO Qty 'UOM  Category Price Aot Status

1 B NORTHERNREGIONTOC €8 1.0000 EA 96884E@,  5600000.00000 | | 5,600,000.00 Approved X [F [ [=]

2 B @, [TaskORDER#1 = & [ 10000 [EA@ [968846@, [61,072.40000 61,072.40 Pending (] &=
Close ShortAll Lines “Goto: |- More v/

View rovals

|52

30 Onthe new line, e.g., Line 2, click the Schedule icon. The Maintain Purchase Order — Schedules page is
displayed.

[ CARDINAL

Home | Workist | AddtoFavorites | Sign out
Favorites . Main Menu > Purch_asing > Purdusgurders > Add/Update POs

L@New Window ‘é) Help \:{ Customize Page ﬁ hitp
Purchase Order

Schedules
Unit: 50100 Vendor: TELVENT Us-001 PO Status: Dispatched
PO ID: 0001056490 PO Date: 04/18/2013

Return to Main Page
[

Find | View Al First Kl 2072 D Lost

Line: 2 Item: TASKORDER #1 PO Qty: 1.0000 EA Merchandise Amt: 61,072.40 USD
]

YL

Customize | Find | View
LUPR  Statuses | Shipment || Maiching | Receiving | Freight | BTV

PO Gty Price Merchandise

tatus
Amount
1 Q041812013 [ [prisTLDS1 @ =1 | 1.0000 61,072.40000 61,072.40 Active & B =
Add ShipTo Comments
|G) save [oh ReturntoSearch | Notify |« Refresh [Boadd | [Fpdatcbispia

31 If necessary, edit Due Date and Ship To specific to this task order.

32 Click the Distribution icon. The Maintain Purchase Order — Distributions for Schedule 1 page is
displayed.
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Home | Workist | AddtoFavortes | Signout
Favovrites Ma’nyenn > Purmvasng > Purdnsg Orders > Add/Update POs

@ New Window (DHelp [& Customize Page [ nttp
Maintain Purchase Order

Distributions for Schedule 1

Unit: 50100 Vendor: TELVENT US-001
POID: 0001056490 Item: TASK ORDER #1
Line: 2
Schedule: 1 Status: Active
By: [Quantity v Schedule Qty: 1.0000
Merchandise Amount: 61,072.40 USD
SpeedChart: [ Q Multi-SpeedCharts Doc. Base Amount: 61,072.40 USD

@CEETT DetaisTax | Assetinformation | ReqDetail | Statuses

%nm Status Percent  poqty Merchandise o .ncy “GLUnit  EntryEvent *Account Fund Program Department Cost Cen
‘1 Open  [100.000C | 1.0000 61,072.40 USD 50100 @, || QI 5012550 (@, (04100%, (604004 @, |[19064 Q |
| - ! | .}

Cancel = Refresh

33 Enter accounting distribution specific to the task order.

34 Click OK. The Maintain Purchase Order — Purchase Order page is displayed.

Home | Workist | AddtoFavortes | Sign out

Favorites  Main Menu > Purches‘ng > Purchassorders > Add/Update POs

2 New Window @Help [j’customue Page Ehﬂu Lo |

in Purchase Order
Purchase Order

Business Unit: 50100 PO Status: Dispatched A X
PO ID: 0001056490
Copy From: |:] [[JHold From Further Processing
*PO Date: [04/18/2013 [ Vendor Search
: Backorder Status: Not T
ELVE 001 Create BackOrder
Vendor: LVENTL Vendor Details e

Receipt Status:
*Vendor ID: 00034409 Telvent USA LLC pt Not Recvd

“Buyer: [MIKE HALL @, Hall, Mike (VDOT) Dispetzh detod (P &
PO Reference: [‘J RTHERN REGION TOC OPERATIONS €VA PO Type: \R01 . Routine Bl vendor
eVA Order Method: PRNT
Web IMS?: eVA Interfaced: NSEV
eVA Dttm: 3
Header Details Activity Summary
PO Defaults Document Status Amount Summary
Requisitions Edit Comments
PO Activities Add ShipTo C: Merchandise: 5,661,072.40
Freight/Tax/Misc.: 0.00 Calculate
Total Amount: 5661,072.40 USD
Select Lines To Display
Catalog ltem Search g [ @, 1o 3, Retrieve

Details Ship To/Due Date Statuses Jtem Information Aftributes. RFQ Contract Receiving

[ = B 3 Merchandise

Line Item Description PO Qty 'UOM  Category Price Aot Status

1 B NORTHERN REGIONTOC | 8 10000 EA  [96884E@, 5600000.00000 | 5.600,000.00] Approved ¢ [ [l (=]

2 B @, [TaskORDER#1 =i & [ 10000 [EA@, [968846@, [61,072.40000 61,072.40 Pending 0 B [E [=]
Close Short All Lines Goto:  |..More v

View rovals

(<

35 Remember to add comments, and any attachments desired, to your newly added task order line on the PO.

36 Click Save. The Change Reason page will be displayed.
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Favo.ntes Main Menu > Purd@sing > Purchasgorders > Add/Update POs

Change Reason

Enter a reason code and comment for making changes that are being tracked.

Unit: 50100 POID: 0001056490

Reason Code: OTHER Q

Comment: [Added Task Order # 1 (Bristol) to the L&
PO. MJH 4/18/13

[Juse Ssame Reason Code

)

Home | Workist | AddtoFavortes | Signout

@New Window 0 Help L_J.Cuswmlze Page 5| hitp

37 Enter Reason Code and Comment.

38 Click OK. The Maintain Purchase Order — Purchase Order page is displayed.

Purchase Order

Business Unit: 50100 I PO Status: Pend Appr I A X
POID: 0001056490
Change Order: 1
Copy From: v [[J Hold From Further Processing Ciittait G0 Raattn
~ Header
*PO Date: [04r18r2013 [ Vendor Search
Backorder Status: Not
Create BackOrder
Vendor: Vendor Details . & Backordered
— eceipt Status:
*Vendor ID: [o000034 | Tementusa e 4 flolRorn
*Di spatat
*Buyer: MIKE HALL @, Hall, Mike (VDOT) Dispatch Method: Print v [
v
PO Reference: l JORTHERN REGION TOC OPERATION eVA PO Type: [Ro1 @, Routine Bill Vendor
eVA Order Method: PRNT
Web IMS?: eVA Interfaced: NSEV
eVA Dttm:
Header Details Activity Summary
PO Defaults _ -

Edit Comments

Requisitions )
PO Activities T RS RS Merchandise: 5,661,072.41
Freight/Tax/Misc.: 0.00 Calculate
Total Amount: 5,661,072.41 USD
Select Lines To Display
Catalog ltem Search Lne: | Q 1o 9, Retrieve

Customize | Find | View Al

Ship To/Due Date Statuses ltem information Aftributes RFQ Contract Receiving

Merchandise

Line Item Description PO Qty *UOM Category Price i, Status
1 B NORTHERNREGIONTOC  §R 1.0000 EA  [96884€@, 5,600,000.00000 5,600,000.00| Pending | S ==
2 5 TASK ORDER # 1 L5} 10000 EA  [06884€@, [61,072.41000 [ 61,072.41 Pending | @ S =

39 The PO Status is updated to Pend Approval, i.e., pending approval.

40 Click on the Edit Comments icon to add required comments at the PO level. The PO Header Comments

page is shown.
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AP CARDINAL

Favorites - Main Menu > Purch'asing > Purchasgorders > Add/Update POs
PO Header Comments

Business Unit: 50100 POID: 0001056490 Vendor: TELVENT US-001 Change Order: 1

Retrieve Active Comments Only Retrieve

*Sort Method: | Comment Time Stamp v

*Sort Sequence: :ASCendmg v Sort

Find | View All First qore O Last
Comment Status: Active

Use Standard Comments

This PO is a result of Contract # 41135, RFP # X00000000(X and is for billing purposes only.

Send to Vendor

[ show at Receipt
[ show at Voucher

[] Approval Justification
Attachment: Aftach

Email
From -> PO 50100-0001056490

OK Cancel Refresh

& New Window Q)Help JCUS?OW:aPage Ehnp

Home | Workist | AddtoFavortes | Signout

41 Click on the + icon to add a new comment.

PO Header Comments

Business Unit: 50100 POID: 0001056490 Vendor: TELVENT US-001 Change Order: 1

Refrieve Active Comments Only Retrieve

*Sort Method: ‘ Comment Time Stamp

]

“Sort Sequence: Ascending v Sort

Comments

Find | View Al First Kl 2012 1 ast
& rs o ciatus: Active Inactivate [+]
Inserted Line 2 "TASK ORDER # 1~ for Bristol project. Value or TQ is $61,072

[

Send to Vendor
Show at Voucher

[ Approval Justification

Attachment:

Email

From -» PO 50100-0001056490

I 0K I Cancel Refresh

42 Enter comment(s) specific to this task order for approval justification.

43 Check the Approval Justification checkbox.

44 Click OK. The Maintain Purchase Order — Purchase Order page is displayed
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Purchase Order

Business Unit: 50100 PO Status: Pend Appr A X
POID: 0001056490
Change Order: 1
. v )
Copy From: [0 Hold From Further Processing Current Change Reason
~ Header
PO Date: (0411812013 [ vendor Search
Backorder Status: Not
Create BackOrder
Vendor: Vendor Details - Backordered
ecei us:
Vendor 10: [cooossace ] Tehenusa e ° totieed
g Bjspatet
“Buyer: MIKE HALL @, Hall, Mike (vDOT) pispatch ethodt o 3 - ‘
PO Reference: | SRTHERN REGION TOC OPERATIONS &VA PO Type: RO1 @, Routine Bill Vendor
eVA Order Method: PRNT
Web IMS?: eVA Interfaced: NSEV
eVA Dttm:
Header Details Activity Summary
——— e — e e ————
Reguisitions Edit Comments
PO Activities Add ShipTo Comments Merchandise: 5,661,072.41
Freight/Tax/Misc.: 0.00 Calculate
Total Amount: 566107241 USD
Select Lines To Display
Catalog ltem Search Line: | @ 1o: O, Refrieve

Customize | Find | iz 2| B | 3

(UM Ship To/Due Date | Statuses | fem information | Attrbutes | RFQ | Contract | Receiving

Line tem Description PO Gty WOM  Category  Price Merchandise status
T NORTHERNREGIONTOC ~ @ 10000 EA  [068846%, 550000000000 | [560000000 Pending & B |l [
2 R’ TASK ORDER # 1 & 10000 EA  [96884E@, [61,072.41000 [ 6107241 Pending | @ = ==

Close Short All Lines *Goto: | More ... ™
View Approvals

@nemnwseurm =] MNotify |3 Refresh EAdd.| |5 UpdateDispla

45 Click Save. The PO will route to your supervisor for approval. Task order approval is required by your
supervisor because there was an insertion of a new task order line.

46 You may click on the View Approvals hyperlink to view the Justification comment.

Home | Workist | AddtoFavortes | Sign out
Favo'ntes Man'Menu > Purch_asng > Vurchasgorders > Add/Update POs

[& Customize Page
View Approvals

Business Unit: 50100

POID: 0001056490 PO Status: Pend Appr

PO Total: 566107241 USD PO Date: 04/18/2013

Vendor ID: 0000034409  Telvent USA LLC

Buyer: MIKE HALL Justification:

PO Reference: NORTHERN REGION TOC OPERATIONS Inserted Line 2 "TASK ORDER # 1 for Bristol &

project. Value or TO is $61,072

~ Review / Edit Approvers
POICO for Supervisor Action

— Purchase Order 0001056490:Pending %W
Buyer Supervisor for ChngOrd

Pending
McCracken, Stacy (VDOT)
.

| Comment History

Return to Purchase Order Approval History

47 The View Approval page is shown and the Justification comment is displayed.

48 The PO will continue on through normal PO processing. Once the Purchase Order is dispatched, the PO is
complete and ready to accept vouchers.
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